[IpodeccronanbHoe 00pa3oBaTEIbLHOE YUPEKICHUE
«'yMaHUTAPHBII TEXHUKYM 9KOHOMHUKH U NPaBa)

105318, Poccusi, r. MockBa, UOparumoBa yi1., 1. 31, k.1. Tea: +7(499) 166-02-27

PABOYAS ITIPOTPAMMA
YYEBHOW JIUCIHUATIIMHBI

OI1.13. JIOKYMEHTAJIbHOE OBECIIEYEHHUE YIIPABJIEHUSA

CTHEIMATFHOCTD
40.02.01 TlpaBo u opraHu3amnus COIUAILHOTO 00ECIIeUCHUS

Mockaa, 2022



Ono6peHna

MIPEAMETHON (ITUKIIOBO)
KOMHCCHEN

DUHAHCOB U OYXTalTepCKOro y4yera
ITpoToxom Ne 1

oT «29» aBrycra 2022 rojaa

[Ipencenarens ITLK
A. H. Kanatikuna

CocraBurens:
Axymmuna TaresiHa BuktopoBHa

Pazpaborana Ha OCHOBE denepanbHOro
roCyJIapCTBEHHOI'O0 00pa30BaTeIbHOIO CTaHAapTa IO
CHELMATBHOCTH  CPEAHEr0  IpPOQeCcCHOHATHLHOTO
obpazoanust 40.02.01 TIlpaBo wu opraHuzanus
COLIMAJILHOTO 00ECTICYEHUS

3aMecTUTENb TUPEKTOPA
7

y
/ E. B. 'ymuna



COJEPXAHUE

ITACIIOPT PABOYEM ITPOI'PAMMbBI YUEBHOM JUCLIUITJIMHBI

CTPYKTYPA 1 COJAEPXKAHUE PABOYEN ITPOIT'PAMMBI YUEEHOUN JUCIATIIVHBI

YCJIOBUS PEAJIM3ALIMM PABOYEN ITPOI'PAMMEBI YUEEHOU JIUCIIUTIIVHBI

KOHTPOJIb Y OLIEHKA PE3VJIbTATOB OCBOEHUS YUEEHOM JJUCLIUTIIVHBI



1. MACIIOPT TPOT'PAMMBI YUEBHOM JUCIIUILINHBI

OIl. 13 JOKYMEHTAIIMOHHOE OBECIIEYEHHUE YITPABJIEHUS
1.1. ObsacTe npuMeHeHHs1 y4eOHOM NPOrpaMMbl
[Iporpamma yueOHo# mauctumauabl OI1.13. JlokymMeHTanMoHHOE OOecreueHUue YIpaBJeCHUS SBISETCS
gacteto [IIICC3 B coorBerctBuu ¢ PI'OC no crneumansHoctu 40.02.01. IlpaBo m opranusaunus
COLIMAJIBHOTO 00eCIeueHHMs.
[Tporpamma y4eOHOW AUCIUIUIMHBI MOKET OBITH MCIIOJIb30BaHA B JIOTIOJIHUTEIBHOM MPO(GECCHOHATLHOM
o0pa3oBaHUM (IIEPENOJrOTOBKA M KypChl IOBBILICHUS KBaJU(UKAUMM — YIPaBJIEHUE KauecCTBOM,
JIeTIOTIPOU3BOACTBO U apXMBOBEACHUE, OCHOBBI HMH(POPMAIIMOHHBIX TEXHOJIOTHI), a TaKxkKe s
Ipo¢eCCUOHATILHON MOArOTOBKU 110 OYHOM, OYHO-3a04HOM, 3a04HOM (opMBI U B opMe FKCTepHATa B
pamKax peanusanuu nporpamm B yupexaenusax CIIO.
1.2. MecTo yueOHoii qucuunanubl B cTpykrype IHIICC3:
Bxomut B npodeccronanbueiii muki odmenpodeccuonansuas aucuuiumaa OI1.13. JlokymeHTanmonHoe
obecrieyeHre ynpaBaeHHUs.
1.3. Hean m 3agaunm y4yeOHOH JAMCUMILVIMHBI — TPe0OBaHUSI K pPe3y/ibTAaTaM OCBOEHHUSI Y4eOHOil
AUCUMILIUHBI:
B pe3ynbrare ocBoeHUs y4eOHON NUCHUIUIMHBI O0yYaIOUIHICs T0JIKEH
yMeTh:
oopMIIATE  OpraHM3alMOHHO-PACTIOPATUTEIBHBIE JTOKYMEHTHI B COOTBETCTBHH C JACHWCTBYIOIIUM
I'OCTowm;
OCYILECTBIATh 00pabOTKY BXOZSIIMX, BHYTPEHHMX M HUCXOASILUX JIOKYMEHTOB, KOHTPOJb 32 HX
HCIIOJIHEHUEM;
o(opMIIATH TOKYMEHTHI [T TIEpeaddl B apXUB OpTaHU3aIH;
3HATh!
MOHATHE IOKYMEHTA, €T0 CBOMCTBA, CIIOCOOBI IOKYMEHTHPOBAHUS;
IIpaBUJIa COCTABJICHUS U 0(OPMIIEHUS OpPraHU3allMOHHO-PACTIOPSIUTENbHBIX JOKYMEHTOB (fainee - OPJI);
CHUCTEMY M TUIIOBYIO TEXHOJIOTHIO IOKYMEHTAIIMOHHOTO o0ecreueHus ynpasienus (naiee - JJOY);
0COOEHHOCTH JIEJIONPOU3BOICTBA IO OOPALIEHUAM TpakJaH U KOH(PUICHIUAIBHOTO JeJIONPOU3BOICTBA;
1.4 TpeGoBaHusi K pe3yJbTaTaM OCBOEHHSI OCHOBHOW MNpodeccHOHAIBLHOH 00pa3oBaTebHOI
NPOrpaMMBbl:
OBnaneHue CTYIEHTOM oOuienpogeccuoHanbHOW  yuyeOHOW  TUCUUIUIMHOM  HampaBieHa Ha
¢dopmupoBanne OK1-50K 8-9.1IK 1.1 -1.4,IIK 1.6
1.4 JIuuHOCTHBIE Pe3y/abTAThI PeaJIM3alUH MPOrpaMMbl BOCIIUTAHUA

DOpMYIUPOBKH JTUYHOCTHBIX PE3yIbTAaTOB YUUTHIBAIOT TpeOOBaHUs 3akoHA B 4acTH (OPMUPOBAHUA y
O6yanOIIII/IXC$I YYBCTBA MMaTpUOTU3MA, TPAXKIAHCTBCHHOCTHU, YBAXKCHUA K MMAMATHU 3allIUTHUKOB OTeuecTBa
u noasuram ['epoeB OreyecTBa, 3aKOHY U NMPABOIOPSAKY, YEIOBEKY TpyZa U CTaplIeMy MOKOJEHHIO,
B3auUMHOI'O YBAXXCHUA, 6epe>1<H0ro OTHOLICHUA K KYJIBTYPHOMY HacCJIE U0 n TpaauuiIM
MHOTOHAIIMOHAIBHOTO Hapoja Poccuiickoit denepannu, mpupoae U OKpYXKamoIIel cperae, OepexHOro
OTHOIICHUS K 3M0POBBIO, OCTCTHUYCCKUX YYBCTB U YBAXKCHUA K HECHHOCTAM CEMbBU.

JInuHOCTHBIE Pe3yJabTaThI Kon JaM4YHOCTHBIX

peayn3aium NPorpaMMbl BOCITUTAHUS pe3yJabTaToB

(Oeckpunmopwi) peanu3anuu
MporpaMMbl
BOCIIMTAHUS

[TposBsIOINI U TEMOHCTPUPYIOIIUN YBAXKEHHUE K JIOISIM TPY/Ja, OCO3HAOIIUIA
[IEHHOCTh CcOOCTBeHHOTO Tpyna. Crpemsimuiics K (OPMUPOBAHUIO B CETEBOM
cpele JIMYHOCTHO M MNPO(ECCHOHAIBHOIO KOHCTPYKTHUBHOTO «IHU(POBOIO
crenan.

JIP 4

Oco3Harmuil OpPHOPUTETHYIO I[IEHHOCTh JMYHOCTH YEJIOBEKA; YBa)KAIOUIUN
COOCTBEHHYI0O M UYXKYI0 YHUKaJIbHOCTh B Pa3IMYHBIX CHTyauusix, Bo Bcex | JIP 7
(dopmax M BUJIax AESATEIbHOCTH.




1.5. PekxomeHayemMoe KOJIMYECTBO YaCOB HA OCBOeHHEe padoyeil MporpaMMbl y4eOHOH JUCHHUIINHBI:
MaKCUMaJIbHOUW Y4eOHOM Harpy3ku oOydvaromierocsi _ 63 9acoB, B TOM YHCIIE:

00s13aTeNbHOM ayTMTOPHON y4eOHOM Harpy3ku oOy4Jaromerocs _ 42 4acos;

CaMOCTOATENIbHON paboThl oOydaromierocs: _ 21 dacos.

2. CTPYKTYPA U COJIEP)KAHUE YUEBHOU JTUCIUILIAHBI

2.1. O0beM y4eOHOM TMCHUIIMHBI U BU/bI Y4eOHO# padoThl

Buj yueOHoit padoThl Oovem
uacoe

MakcumasbHas yueOHasi Harpy3ka (Bcero) 63
O0s3aTesIbHAsI Ay IUTOPHAs Y4eOHAsi Harpy3Ka (Bcero) 42
B ToMm yuciie 32
IIpakTnyeckne padoTpl
B ¢popme npakTHYeCKOil MOATOTOBKHU 32
CamocrosiTesibHas paboTa o0yuaruierocs (Bcero) 21
B TOM YHCIIE:

camMoCTosITeNIbHAsT paboTa HaJl KypCoBOU paboTOl (IIPOCKTOM) (eciiu npedycmompeno) | -

Ilpomesrccymounaa ammecmavus 6 popme: oughgpepenyuposannsiii 3auem




2.2. TeMmaTu4eckuii IIaH u copep:xkanue yyeoHoii nucuunmmabl OI1.13 JlokymeHTanmonnoe o0ecrieueHre yrpaBieHUs

HaumenoBanue pasjaenoB u | Cogep:xanue y4eOHOro Marepuasia, JjadoparopHble padoThbl U NMpaKkTUYeckue 3aHATHS, | O0bem | YpoBeHb
TeM caMocTosiTe]IbHAsE  pabdoTra o0y4awumuxcs, KypcoBass padora (IPoeKT) (eciu | 4acOB | OCBOEHUs
npeoycmMompeHul)
1 2 3 4
Pazoen 1. Ocnoswvt 00OKymeHmayuonnozo obecneueHus ynpasieHus
Tema 1.1. Ilonstne o | Conep:kanue yueOHOro MaTepuajia 1 2
AOKYMEHTe. HopmatuBHo-ipaBoBasi 0a3a ¥ OCHOBHBIE TOHSATUS JOKYMEHTAIMOHHOTO OOeCTeYeHHs
yIpaBieHus. DTanbl Ppa3BUTUS JEJIONPOU3BOCTBA U CEKPETAPCKOM citykObl B Poccun: nmprkasHoe
JIEIIOTPOU3BOJICTBO, KOJUIEKCKOE JIEJIOMPOU3BOACTBO, HCHOJIHUTEIBHOE JIEIOMPOU3BOJICTBO,
COBETCKHUH NEPHOJ, COBPEMEHHOE JIEJIONPOU3BOCTBO.
Camocmoamenvnan paboma ooyuarwwuxcsa 2
Kiaccugukanys 1OKyMeHTOB.
Tema 1.2. Coaep:xaHue yueOHOro MaTepuaJia 1 2
HopmartuBHo-nnpaBoBasi 0a3a | HopmartuBHo-nipaBoBass 0a3a ¥ OCHOBHBIE TOHATHSA JOKYMEHTAlIUOHHOTO OOeCcTeueHus
AOKYMEHTAILlHOHHOI0 ynpasieHusi. CyIIHOCTb, OCHOBHbIE TIOHATHUS U  ONPEIENICHUS JOKYMEHTAI[MOHHOI'O
o0ecrieyeHns ynpaBJeHUsl. obecnieyeHus ynpasieHus. OCHOBHbIE BUJIbI JOKyMeHTOB. HopMaTuBHO-MeTouueckas 6aza
JeJIONPOU3BOJICTBA, OPraHU3allMOHHO-NIPaBOBbIE JOKYMEHTHI. J[OKYMEHT - OCHOBHOM
Hocutenb uHpopmanuu. Knaccudukanus  nokymeHtoB. CocTraB  yIpaBlI€HUECKHX
JIOKYMEHTOB. YHHU(UKAIMS U CTaHAAPTU3ALNS TOKYMEHTOB.
Ipaktuyeckas padora Ne 1. HopmaTuBHBIE 3aKOHOJATEIbHBIE AaKThl 10 BEIEHHIO | 2
JIOKYMEHTOB.
BrinonHeHne  caMOCTOSITENBHBIX 3aanuii Mo TeMe «OrmpeneneHue 0coOeHHOCTEH
MOHApXUYECKOH U pecryOIMKaHCKOM (popM IpaBiIeHUs .
Camocmoamenvnan paboma odyuarouuxcs 2

KoncnekrtupoBanue 3akoHa «O0 wmHpopmanuu, UHPOPMALMOHHBIX TEXHOJIOTHSX M 3aIlIUTe
nHpOpMALIUN»




Tema 1.3. Dopmy.sip-
o0pa3zen
AOKYMEHTAIMOHHOI0
o0ecreyeHusi ynpaBJjieHHs

[Tonstue o 6maHkax JOKyMEHTOB. CHCTEMBbl JOKYMEHTAIMOHHOIO O0ECHeueHHUs YIpaBICHHUS.
TpeGoBanust K COCTaBICHHIO M O(QOPMIICHHMIO PA3IMYHBIX BHJOB JOKYMEHTOB. OCHOBHBIE
npaBmwia O(GopMIIeHUS JOKYMEHTOB. SI3bIK W CTUJIb CIYXEOHBIX JOKYMEHTOB. Bo3MOXXHBIE
omKOKH1 1 MeToIbl X ycTpaneHus. CocraB v npaBuia 0pOpPMIICHUS PEKBU3UTOB. Y HUDHUKAIHS
U craHaapTuzauus. biaHku 1OKyMEHTOB mpennpusTs. PekBU3UTHI  3arojOBOYHOM,
coZiepkaTeNbHOM u odopmisitonieil yactu gokymenrta. Tpe6oBanuss 'OCT k noxkymeHTam.
dopmyisip-oopazerny gokymernta (I'OCT 6.30-2003). CoctaB W Ha3HAaYeHUE PEKBH3UTOB
ciyxeO0HbIx gokyMeHToB (TOCT 6.30-2003). TpeboBanus k u3roroBinenuto OmankoB (I'OCT
6.30-2003). IIpaBuna odopmiieHHs: 0053aT€NbHBIX PEKBU3UTOB JOKyMEHTa (HaUMEHOBaHUE
opranmn3anuu, OKIIO kon opranu3anuu, Ha3BaHue AOKyMmMeHTa, 3aroioBok, OKVY]l kon
(dbopMBI IOKyMEHTa; Jara, WHAEKC, TEKCT, BH3bl, IOJANUCh, OTMETKA OO0 WCIOJHEHUU U
HanpaBieHun ero B Jeno). [IpaBuwia oopmileHUS NONOIHUTEIbHBIX PEKBU3UTOB JIOKYMEHTA
(HaMMEHOBaHUE CTPYKTYPHOTO MOAPA3ACICHHS, PE30JIoNus, rpud YTBEPKICHHS, OTMETKA O
3aBEpPEHUH KOIUH, IeYaTh, IpU() BHEIIHETO COIJIACOBAHHUS; OTMETKA O HAIWYUU TIPHIIOKEHHUS,
I'ocynapctBennsiit ['epd PD; Dmbnema opranusanuy Wil NpeAanpuaTus, U300paxeHne Harpa,
azipecat, MHJICKC MPEeIIpUsATHs CBS3H, TOYTOBBIN U TenerpadHslii aapec, Homep TenedoHa, (akc,
Ne cuera B GaHKe, MECTO COCTaBJICHUS WM MECTO M3JaHus, dhaMuiiusg ucrnonHutens u Ne ero
tenedoHa (st muceM - 00s3aTeNIbHO); OTMETKA O MEePEHOCE JAaHHBIX HA MAIIMHHBINA HOCHUTEINb.
[IpumepHBIli IepeyeHb T0KYMEHTOB, Ha KOTOPBIX CTaBUThCS repboBasi nevars. Mcnons3oBanue
MOJI0KEHUH TabyIsATOpa MpU 0(OPMIICHUH CITYKEOHBIX PEKBU3UTOB Ha (hopMyisipe-oopasue OP/I.

IIpakTnyeckas padora Ne 2

Hopw™mbl oopmieHus: 10KyMEHTOB

IIpakTnuyeckas padora Ne 3. CocraBieHue oOmuUX OJaHKOB JOKYMEHTOB LEHTPUPOBAHHBIM U
(bmaroBsIM CIIOCOOOM.

Camocmoamenvnan paboma ooyuarwuxcs

[Toctpouts cxemy «MHpOpMAIIMOHHBIE CBSI3U TMPEAIPUATUSY.

IToctpouTts Tabnuiy «OCHOBHBIE BUABI TOKYMEHTOBY.

Odopmienne oTdyera IPaKTUUECKOH pabOThI

MakeTt opopmIIeHHs PeKBU3UTOB JOKYMEHTOB IIPEIIPUATHS.

HOKJ’I&I{I «ITocTostHHBIE 1 TICPEMEHHBIC PCKBU3UTHI TOKYMCHTOB.

Tema 1.4 OpraHu3zanMoHHO-

Conep:xaHnue yueOHOro MaTepuaJia




pacnopsiiuTeJIbHbIe
AOKYMEHTBI MpeInpUsTUs

Opranu3anOHHO-PACIOPAIUTENBHBIE TOKYMEHTHI IPEATIPUATHUS.

XapakTepucTUKa U COCTaB OCHOBHBIX OpPraHM3allMOHHBIX JOKYMEHTOB. XapaKTEpUCTHKAa U
COCTaB  PACHOPSAUTENBHBIX  JOKYMEHTOB.  MH(pOpMannMOHHO-CIIpaBOYHBIE  JTOKYMEHTbI
npennpusts. CioyxeOHble mHcbMa. BUIBI CiTy)KeOHBIX THUCEM.

IpakTuyeckas padoraNe 3. CocraBieHuEe MPUKA30B IO OCHOBHOM JEATEIBHOCTH U IO
JUYHOMY cocTaBy npeanpusitusi. CocTaBieHHE MOJTHOTO U KPAaTKOTO MPOTOKOJIA.
IIpakTuyeckas padoraNe 4. CocraBieHHE CIIPABOK, JTOKJIAJHBIX U O0BICHUTEILHBIX 3aITUCOK.
IpakTuyeckas padoraNe 5. CocraBieHue nucem pazHbix BUaA0B. COCTaBICHUE TEIETPAMM.
Camocmoamenshnas paboma odyuaroumuxcs

Pedepatsl: «OprannszanoHHbIe TOKYMEHTHI MPEANPUATHSY, «PacrnopsaauTenbHble JOKYMEHTHI
TP ATTPUSATHS.

KpoccBopa o teme: «/leroBoe mucbMo»

OdopMieHe U OTYET MPAKTHYECKUX padboT

Coaep:xxanue y4eOHOIro MaTepHuaJia

Tema 1.5 Opranusanus
Ka/JpOBOTI0
JeJIONPOU3BO/ICTBA.

HOKYMGHTaI_II/IH o JIMYHOMY COCTaBy HpPCAINIPUATHA. KaHpOBOG

JIOKyMEHTUPOBAHUE TPYAOBBIX IPABOOTHOLICHUH.

ACJIOIIPOU3BOACTBO.

JlokymMeHTalusl 10 JTUYHOMY
COCTaBYy NPEANPHATHSA

[TpakTuueckas pabora Ne 6. CocraBnenue pestome. CocraBieHue TpyJ0BOTO IOTOBOPA.
Camocmoamenshnas paboma odyuaroumuxcs
BrinonHenue camoctoaTenbHbIX 3aaaHuil. OopmiieHne JUYHBIX TOKYMEHTOB Pa0OTHUKA

KonTponbHas pabora

Pa3zoen 2. Opzanuzayus pabom

bl C 0OKymMeHmamu

Tema 2.1. O0mue npasuia
opranuzauuu  padorel ¢
AOKYMEHTAMHU

VYnpasienue u JenonpousBojcTBa. llpuem, mnepBuyHas o0paboTka, pacnpeaereHue u
peructpanusi 10KyMeHTOB. [lopsimok 00pabOTKM MOCTyMarwmie KoppecnonaeHuuu. @opmel
peructpauuu. Ilopsgok o6paboTKku OTHpaBIsSEMbIX AOKYMEHTOB. PaboTa ¢ mokymeHTaruen
BHYTpU OpraHm3anuu. Yuer obdbema aokymeHTooOopora. CrpaBoyHasi kaproreka. IlepeueHs
THIOBBIX CPOKOB HCIIOJIHEHUSI JOKYMEHTOB. CpPOKM HCIIONHEHHUS CIY>KEOHBIX JOKYMEHTOB
THUINOBBIE,  WHJIWBUAYaJbHBIE. Opranuzanyss KOHTPOJISL 3a HCIIOJIHEHHEM JOKYMEHTOB.
KontponbHo-cripaBouHast kaproTeka. (OO000LIeHMEe | aHalM3 JaHHbIX 00 HCIOJHEHUU
nokyMeHTOB. [loHsATHE O HOMeEHKJaType naeil. Buasl HOMeHKiaTypbl Aen. [IpuHIums
noctpoeHus:  yHugunupoanHoi  ¢opmbl  HJI. TpeGoBanus k ¢popmupoBanuto aen. Cocra
JOKYMEHTOB Jiena. [IpuHIuMIbl pacnonoKeHuss JTOKYMEHTOB B Jelle. DKCIEpPTH3a LEHHOCTH

JAOKYMCHTAJIbHBIX MAaTCPHUAJIOB. KpI/ITCpI/II/I OKCIICPTU3BI ICHHOCTH. O(I)OpMJICHI/IC ACII.

8




IIpakTuyeckas padoraNe 7

Amnanu3 paboThl ¢ 00paIICHUSIMU.

Paccmotpenue obpartieHuii, Cpoku pacCMOTPEHHUSI.
IIpakTnyeckas padoraNe 8

®opmupoBanue nei1. KoHTposb HCOMHEHUs JOKYMEHTOB,
Camocmoamenvnas paboma odyyarouwuxcs

CocTaBuTh cxeMy npuema, 00pabOTKU U paclpeieNeHus JOKyMEHTOB. 2
Tema 2.2. Hopsanok | Conep:xxanne yueOHOro MaTepuajia 1
XpaHeHHs U AapXuBUPOBaHUsA | CUCTEMBI U METOABI XpPAaHEHUS TOKYMEHTOB.
AOKYMEHTOB. Camocmoamenvnan paboma ooyuarwwuxcsa 2
[lonroroButk goknan «Moe pabouee MecTo B opuce. ApXUBHOE XpaHEHHE JOKYMEHTOB.
Pazoen 3. Asmomamuzayua 00OKyMeHmMauyuoOHHO20 00ecnedyeHus ynpaeieHus
Tema 3.1. | Conep:kanune yueOHOr0 MaTepuajia 1
HNudpopmannonubie WudopmanroHHble TEXHOJIOTHH MPH CO3AAHUHU TOKYMEHTOB. ABTOMATH3aIUs JJOKYMEHTO000pOTA.
TEXHOJIOTUH co3nanms | [Ipakrtuyeckas padora Ne 10. Vcnonp3oBanue nHGOPMAIIMOHHBIX TEXHOJIOTUN U POrpaMMel | 4
JAOKYMEHTOB | | IPOJIYKTOB IIPU BEACHUHU JEIONPOU3BOICTBA.
aBTOMATH3alUA Camocmoamenvnan paboma ooyuarwuxcsa 3
AOKYMEHT0000poTa n3ydyeHue 3akoHa «O mopsike paccMoTpeHHs! oOpaiieHuil rpaxkaan P®»; uzydyenune Tumosoit
MHCTPYKLUU IO BEJICHUIO AEJIONPOU3BOICTBA.
Tema 3.2. Opranuzaunus | CoaepxkaHue y4eOHOro MaTepuasa 1
padoTbl ¢ 3JeKTPOHHBIMHM | OpraHu3anus 3JEKTPOHHOTO JOKyMeHTooOopoTa. Opranuzanus paboThl C 3JIEKTPOHHBIMU
AOKYMeHTaMH JIOKYMEHTaMHU.
IIpakTnueckas padora Ne 11. PaGora c 3/eKTpOHHBIMU JTOKYMEHTaMHU C HCIOJIb30BaHUEM | 4
TEJIEKOMMYHUKAMOHHBIX TEXHOJIOTUH.
Bcero: 63

JIJist XapaKTepUCTUKU YPOBHSI OCBOCHHS y4eOHOT0 MaTepralia HCIOJIb3YIOTCS CIICIYIONe 0003HAUCHUS:

1. — o3nakomumenvhwill (y3Ha8aHUE panee U3YUEHHbIX 00bEKMO8, C8OUCME);

2. — penpoOyKmugHbwlil (8bINOJIHEHUE 0esIMEeNIbHOCMU N0 00PA3Yy, UHCMPYKYUU UTU NOO PYKOBOOCHEOM)

3. — nPOOyKmMu6HbLil (NIAHUPOBAHUE U CAMOCMOAMENbHOE 8bINOIHEHUE 0esMelbHOCIU, peuleHie NPoOIeMHbIX 3a0ay)




3. YCJOBMUS PEAJIM3AIIAN YYEFHOU JUCHUILJINHBI

3.1. TpeGoBaHUsA K MUHMMAJIbHOMY MATEPUAJIbHO-TEXHUYECKOMY 00ece4eHn 10

Peanuzanus y4yeOHOW JucuMIUIMHBI TpeOyeT Haiuuus ydeOHOro KaOuHeTa «JloOKyMeHTanMOHHOe
o0ecrnieyeHue ynpaBJaeHH.

O6opynoBanue yaeOHOro KabuHeTa!

- aBTOMaTU3UPOBaHHOE pabouee MECTO PEIo1aBaTels;

- MOCAJI0YHbIE MecTa 00y4JaroMXcs (110 KOJIUYECTBY 00YUaIOUINXCs);

- o0ecrieueHue NepCOHaIbHBIMU KOMIIBIOTEpAaMH (II0 HOpMAaTHUBaM);

- KOMIUIEKTHI JIMLIEH3UOHHOTO MTPOrPAaMMHOTO 00Y4EHUSI.

TexHuueckue cpencTBa 00ydeHus:

- IEPCOHATILHBIE KOMITBIOTEPHI,

- MyJbTHUMEIUIIHOE 000pynoBaHHE (3KpaH, MyJIbTUMEIUA MPOEKTOpP, HOYTOYK), KOMIIBIOTEpP, IPUHTED,
CKaHep, KOIup;

- IMLIEH3MOHHOE NTPOrpaMMHOE obecrieueHue npodhecCHOHaIbHOTO Ha3HAUYEHUS.

3.2. UndopmanuonHoe odecrneyenne o0yueHust

Ilepeyens pexomMeHayeMbIX Y4eOHBIX U31aHuil, UHTepHeT-pecypcoB,

JAOTIOJHUTEIbHOMH JINTEPaTyphl

Ilepeyensb pexoMeHAyeMbIX HOPMATHBHBIX AKTOB:

1. "Koncturynus Poccuiickoit ®enepanun"(npunsita BceHapoJHbIM ronocoBanuem 12.12.1993) (c
Y4ETOM IOIPaBOK, BHECEHHBIX 3akoHaMu P® o nonpaskax k Koncrurynuu PO or 30.12.2008 N 6-OK3,
o1 30.12.2008 N 7-®K3.

2. "I"'paxknanckuii kogeke Poccuiickoii @eaeparnuu (yacts nepsas)" ot 30.11.1994 N 51-@3 (pen. ot
23.05.2018) (c u3Mm. u niorr., Bery. B cuiry ¢ 03.06.2018).

3. "I'paxxnanckuii koaexe Poccutickoit @eneparuu (dacth BTopas)" ot 26.01.1996 N 14-D3 (pen. ot
23.05.2018).

4. "HanoroBeiit koaeke Poccuiickoit @eneparuu (dacts nepsas)” ot 31.07.1998 N 146-D3 (pen. ot
19.02.2018) (¢ u3m. u zom., BcTyt. B cuiy ¢ 01.06.2018).

5. "HanoroBeiit koaeke Poccutickoit ®enepanuu (dacte BTopas)" ot 05.08.2000 N 117-®3 (pen. ot
04.06.2018).

6. Tpynosoii KOJIEKC Poccutickoii ®enepanyn” oT 30.12.2001 N 197-@3
(pen. ot 05.02.2018).

7. @enepanbubiii 3akoH oT 02.07.2006 Ne 149-®d3 (pen. ot 23.04.2018) «O6 wunHdpopmanuwy,
WHGOPMATH3ALNH U 3aIIUTEe UHPOPMALTUNY.

8. ®enepanbHblif 3akoH 0T 06.12.2011 Ne402-D3 (pen. ot 30.07.2018) « O OyxraaTepckom yueTe».

9. I'OCT P7.0.97-2016 "Cucrema ctanaapToB 1o uH(popMmaiuu, OUOINOTEYHOMY U H3JATEIHCKOMY
neny. OPJI. TpeOoBanus Kk 0pOPMIICHHIO TOKYMEHTOB'".

10. TOCT 51141-98. lenompon3BOACTBO ¥ apXHBHOE JIe710. TEPMUHBI H OTIPE/ICIICHUS.

11.  TOCT 6.10.5-87. YHuouuupoBaHHble CHCTEMBl JTOKyMEHTalUU. 1pe0oBaHUS K MOCTPOCHHIO

hopmymnsipa-obpasiia.

IlepeyeHb pekOMeHyeMbIX YUeOHBIX U3IAHUIA:

1. HlysanoBa H. H. JlokymeHTannoHHOE oOecriedeHHe YNpaBieHUS : y4EeOHMK M TPAKTUKYM s
cpenHero npodeccuonansHoro oopazosanus / H. H. lllyBanoBa. — 2-e uzn. — Mocksa : M3gatenscTBO
IOpaiit, 2021. — 265 c.

2. Joponmna JI. A. JlIokyMeHTaIlMOHHOE OOECTeUeHUE YIPaBICHHUS | YYEOHUK M TPAKTUKYM JUISI
cpennero npodeccuonanpHoro ob6pazoanus/ JI. A. Jlopounna, B. C. UputukoBa. — Mocksa :
WznarensctBo FOpaiit, 2021. — 233 c.

JlomosHuTeNABHAS
3. KopneeB 1. K. JlokymeHTallMOHHOE O0€crieueHre yIpaBIeHUs | YUeOHUK U MPAKTUKYM JJIsl CPEHETO
npodeccuonansuoro obpazosanmsi / . K. Koprees, A. B.Ilmenko, B. A. Mamypues. — 2-¢ wu3n.,

niepepad. u gomn. — Mocksa : M3znarenscTBo FOpaiit, 2021. — 384 c.



4. Ky3uenoB W. H. [lokymeHTanmoHHoe oOecrniedyeHue  ympaBieHus. JOKyMEHTOOOOpOT
JIeTIONPOU3BOJICTBO : YY4EOHUK W MPAKTHKYM [UIS CpeaHero mpodecCHOHAILHOrO o0Opa3oBaHus /
. H. Ky3nenoB. — 3-¢ u3j., nepepad. u non. — Mocksa : U3natensctBo FOpaiit, 2021. — 462 c.

HNuTepHeT-pecypenl

www. /dic.academic.ru/dic.nsf/fin_enc/29990
www. /yhdgbfhjng.ru/strahovanie/strahov0002.
www. legis.ru/misc/doc/96/

KOHCYJBbTAHT ILJII0C
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4. KOHTPOJIb 1 OIIEHKA PE3YJbTATOB OCBOEHMS YYEFHOU JUCHUILJIMHBI

PesyabTaTsl 00yyeHus

(ocBOeHHBIE yMenus, | ®opMbl M MeTOAbI KOHTPOJISI U OLIEHKH Pe3yJ1bTATOB 00y4eHusi
YCBOEHHbIE 3HAHWS)

Ymersb:

O(bOpMHSITB OpraHru3alluOHHO- AHamu3z u OLICHKa PE3YJIbTATOB BBIIIOJIHCHUA CaMOCTOSATEIbHOMU

pacrnopAIUTCIIbHBIC TOKYMCHTBI B

paboThI

COOTBETCTBUM  C JelicTBytomuM | HaOmonenue 3a  J€SITENBHOCTbIO  OOydYaroOIUMXCSl M OLIEHKa
I'OCTowm; PE3YIBTATOB BBIMOJHEHUS CAMOCTOSITEIBHBIX paboT
OCYILIECTBIIATh 00paboTKy | AHaIM3 W OLIEHKAa pe3yJIbTaTOB BBIMOJHEHHUS CaMOCTOSTEIbHON
BXOJIAIINX, BHYTPEHHUX U | paboTsl
UCXOJAIINX JIOKyMEHTOB, | HaOmioienue 3a  [IeATENBbHOCTBIO  OOYyYalOIIMXCA U OLIEHKA
KOHTPOJIb 3@ UX UCIOJHEHUEM; PE3yJIbTAaTOB BHINOIHEHUS
opopMisTE  MOKYMEHTHI  JUIsl | AHaIM3 W OLIEHKAa pE3yJIbTAaTOB BBIOJHEHHUS CaMOCTOSITEIBHOMN
nepeaayd B apXuB OpraHu3alu; | paboThl
HabOmronenue 3a  JeATENbHOCTBIO  OOYYaIOIIMXCS U OLIEHKA
pe3yJIbTAaTOB BHIIOJIHEHUS 3a1aHUI
3HaTh:
MOHATHE JIOKYMEHTA, ero | HaGmonenne 3a  JeATENbHOCTbIO  OOYyYarOLIMXCA M OLCHKA
CBOMCTBA, CTOCOOBI | PEe3y/IbTAaTOB BHIMIOJIHEHUS 3a/1aHUI B TECTOBOM (popme.
JOKYMEHTUPOBaHMS; OreHka pe3yabTaTOB YCTHBIX OTBETOB.
OrneHka pe3yabTaToOB BBIIOIHEHUS TPAKTUIECKON paboThI
OrneHka pe3ysabTaTOB BBIIIOJIHEHUS! CAMOCTOSTEIbHON paOOTHI.
TecTtupoBanue
IIpaBuiia COCTaBJICHUS u | Habmonenue 3a  [eATENBHOCTBIO  OOY4YaIOIIMXCS U OLIEHKa
o(hOpMJIEHUSI  OpPraHM3ALMOHHO- | PE3YJIbTATOB BBIOJIHEHHS 3aJaHHI B TECTOBOU (hopMme.

PacuopAaaAuTCIIbHBIX  JOKYMCHTOB

(OPLD);

OrieHKa pe3yabTaTOB YCTHBIX OTBETOB.

OreHka pe3yabTaTOB BHIIOIHEHUS PAKTUUYECKOM paboThI
OreHka pe3yabTaTOB BBIIIOJHEHHS CAMOCTOSATEIbHONU paboThI
TectupoBanue

CI/ICTeMy )41 TI/IHOBYIO TECXHOJIOTHIO
JOKYMEHTAIMOHHOTO
obecrieueHus

(10Y);

yIpaBICHUS

HaGnronenune 3a  JeATEIBHOCTBIO  OOydYaIOIMIMXCS U
pe3ysIbTaTOB BHIMIOJIHEHUS 33/1aHUI B TECTOBOM (opme.
OrieHKa pe3yabTaTOB YCTHBIX OTBETOB.

OrneHka pe3y/nbTaTOB BHIMOJIHEHUS MPaKTHUecKoi paboThl Ne 6.
Onenka pe3yJIbTaToB [IpECTaBJICHUS MYJIbTUMEANITHON
IIPE3EHTALUH
TectupoBanue

OIICHKa

OCOOCHHOCTH JICIONPOU3BOACTBA
Mo OoOpameHussM TpakIaH |
KOH(UIEHITNAIEHOTO
JICIIOTIPON3BOICTBA

HaGnronenue 3a  J€ATENBHOCTBIO  OOy4arOIUXCS U
pe3yJbTaTOB BBIIIOJIHEHUS 3aJaHUI B TECTOBOM popme.
OrneHka pe3yabTaTOB YCTHBIX OTBETOB.

OrieHKa pe3yabTaTOB BHITIOJIHEHHS CAMOCTOSITEILHBIX PadoT
Onenka pE3yabTaTOB IIPEICTaBICHUS MYJIbTUMEIUITHON
Mpe3eHTaluN

OreHka pe3ysabTaTOB BHITOJIHEHUS TOMAITHEH KOHTPOJIBHON pabOThI
OrueHka pe3yJsibTaTa aHajau3a

TectupoBanue

KonTponbhas pabota

OIICHKa
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CamocTosiTeIbHOE N3y4YeHHE pa3aejaoB IMCHUINIIHHBI

Ne pazpnena Komn.-Bo
Borpockl, BEIHOCHMBIE Ha CAMOCTOSITEIIbHOE H3y4eHUE 4ACOR

1 JoxymenTupoBanue. BBenenne, 3HaueHUE W COJACP)KAHUE HUCIMIUIMHBI | 2
«JlokymMeHTanmoHHoe o0ecrieyeHne

2 [TonsiTHe O JOKyMEHTaX W CHoco0ax TOKYMEHTHPOBAHHS, HOCHUTEISAX
uHpopMaun 2

3 YHudukanus u crangapTu3anus 10KyMeHTOB. CHCTEMbI JOKYMEHTAIINH 2

4 Dopmyiisip -o6pazens OPJl, peKBU3UTHI U OJIaHKU 3

5 [TpaBuna oopMIIeHUS OCHOBHBIX BHJIOB OpraHU3aIMOHHO- | 2
pacToOpsANTEIBHBIX TOKYMEHTOB

6 [TpaBwmia opopMiIeHHE U BbIIAYH KOIHA JOKYMEHTOB 3

7 Opranuzanus pabdotel ¢ gokymeHTamu. Ciyx0a JOKYMEHTAIIMOHHOTO | 2
oOecrnieueHus yrnpaBIeHUs.

8 Opranuzanus npruema, pacCMOTPEHHUS U PETUCTPAIIUU TIOKYMEHTOB 2

9 HNudopmannonno-cnpaBoyHas pabora 2

10 KoHTposb ucnonHeHus J0KyMEHTOB 3

11 Opranu3zanys OTIpaBKU UCXOJAIINX JOKYMEHTOB 2

12 Opranu3zanus onepaTUBHOTO XpaHeHus JoKyMeHToB. Homenknatypa nen. | 2

13 DKCnepTU3a HEHHOCTH IOKYMEHTOB 2
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