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1. IMACIIOPT ITIPOT'PAMMbI YYEBHOM JTAUCIUILIUHBI

OIl. 13 JOKYMEHTAIMOHHOE OBECIIEYEHUE YIIPABJIEHUA
1.1. O6aacTp npuMeHeHHs y4eOHOM NPOrpaMMbl
[Iporpamma yuebnoi mucuuruimabsl OIN.13. JlokymeHTannoHHOE OOECIeYeHHE YIPaBICHUS SBISAETCS
gacteto [IIICC3 B coorBerctBun ¢ ®PI'OC mo cnemuansHoctu 40.02.01. IlpaBo u opranuzanus
COLIMATIBHOTO 00€CIIEYEeHHUS.
[Iporpamma y4eOHOW AMCIUIUIMHBI MOKET OBITH MCIIOJIb30BaHA B JIOTIOJIHUTEIBHOM MPO(GECCHOHATHEHOM
oOpa3oBanum (NIEPENOArOTOBKA M KypChl TOBBIIICHHUS KBAIM(UKAMH — YIPABICHHE KadyeCTBOM,
JETIOTIPOU3BOACTBO U apXWBOBEACHHE, OCHOBHI HMH(POPMALMOHHBIX TEXHOJIOTHH), a TaKkke st
npodeccCHOHATBFHON TOATOTOBKU 10 OYHOW, OYHO-3204HOH, 3a04HON (GopMbI U B (hopMe SKCTepHATa B
pamKkax peanusanuu nporpamm B yupexaenusx CII0.
1.2. MecTto yueOHoii nucuuminnbl B crpykrype IHIICC3:
Bxonut B npodeccuonanbHbliil Uk obmenpodeccunonanbras guciumuinia OI1.13. JlokymeHTanoHHOe
obecrieyeHre yrpaBieHHUs.
1.3. Heau um 3anaun y4yeOHO#H AMCUMILVIMHBI — TPe0OBAaHMA K pe3y/JbTaTaM OCBOeHMS Yy4ieOHOi
AUCHHUILINHBI:
B pe3ynbraTe ocBoeHus yueOHOM AUCHUIUIMHBI 00y4aromuics 10JKeH
yMeThb:
0pOpMIISITH  OPraHU3aLMOHHO-PACTIOPSAUTENbHBIE JOKYMEHTHl B COOTBETCTBHMM C JIEHCTBYIOIIUM
I'OCTowm;
OCYILECTBIIATH 00pabOTKYy BXOJAAIIUX, BHYTPEHHHX M HCXOJAAIIUX JOKYMEHTOB, KOHTPOJb 3a UX
HCIIOJIHEHUEM;
0(GOpPMIIATh JOKYMEHTBI [yl IEpeaayy B apXUB OpraHu3aliu;
3HATh!
MOHATHE IOKYMEHTA, €ro CBOIMCTBA, CIIOCOOBI TOKYMEHTHPOBAHUS;
IIPaBUJIA COCTABIICHUS U 0(OPMIIEHUS OPraHU3aLlMOHHO-PACIOPSIUTENbHBIX JOKYMEHTOB (nanee - OPJI);
CHUCTEMY M THTIOBYIO TEXHOJIOTHIO JOKYMEHTAI[MOHHOTO o0ecreueHus ynpasienus (nanee - JIOY);
0COOEHHOCTH JIeJIONPOU3BOJICTBA MO OOPALIEHUAM I'PaKIAH U KOH(DUACHIMAIBHOTO JeJI0NPOU3BOICTBA;
1.4 TpeGoBanusi K pe3yjJbTaTaM OCBOEHHMSI OCHOBHOIl mNpodecCHOHAIBLHOH 00pa3oBaTeIbHOM
NPOrpaMMmBblI:
OBnajgeHue CTyAEHTOM obuienpogdeccuoHalbHON  y4eOHOM — JUCLMIUIMHOM — HamlpaBiieHa Ha
dbopmupoBanne OK1-5OK8-9.1IK 1.1 - 1.4, I[IK 1.6
1.4 JInmyHOCTHBIE Pe3y/IbTAThI PeaJIM3alUH IPOrpaMMbl BOCITUTAHUA

DOopMYyIHPOBKH JTUYHOCTHBIX PE3YJIbTATOB YYUTHIBAIOT TpeOOBaHUs 3aKOHA B 4acTH (OPMUPOBAHUS Y
oOyuaronuxcs YyBCTBa MaTpUOTU3MA, TPaXAAHCTBEHHOCTH, YBKEHHUS K MaMATH 3allUTHUKOB OTeuecTBa
u noasuram ['epoeB OteuecTBa, 3aKOHY M MPaBOMOPSAIKY, YEIOBEKY TpyAa U CTaplIeMy IMOKOJEHUIO,
B3aMMHOTO  YB@KEHHUA, OEpeKHOr0 OTHOIICHHWS K KYJIbTYPHOMY HAaCleAUI0 U  TPAAUIUIM
MHOTOHAIMOHaIbHOrO Haponaa Poccuiickoit @enepanuu, mpupoae U OKpyXKarollel cpene, OepexHOro
OTHOIICHHUS K 3JI0POBbIO, SCTETUYECKUX YYBCTB U YBAKEHUS K LICHHOCTSIM CEMbU .

JIn4HOCTHBIE pe3yJIbTaThI Kox au4HOCTHBIX

peanu3anuu NporpaMMbl BOCIIUTAHUS pe3yJbTaToB

(Oeckpunmopbwi) peaau3zanuu
NMporpaMmbI
BOCIIUTAHUS

[IposiBrsiromnii 1 1EMOHCTPUPYIOIIMN YBa)KEHHE K JIFOAAM TPYZd, OCO3HAIOIIMNM
LIEHHOCTh coOCTBeHHOTro Tpyaa. Crpemsuiuiics K (HOPMUPOBAHHIO B CETEBOM

JIP 4
cpeac JIMYHOCTHO U HpO(I)CCCI/IOHaJIBHOl"O KOHCTPYKTHUBHOT'O «I_[I/I(I)pOBOI“O
ciacagar.

OCO3HaIOHlHﬁ MNPUOPUTCTHYO LNCEHHOCTb JIMYHOCTU YCJIOBCKA, YBa)KaIOH_II/Iﬁ JIP 7

CO6CTBCHHyIO U YY)KXYIO YHUKAJIBHOCTH B PA3JIMYHBIX CHUTYyAlHUAX, BO BCCX
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‘ (dbopMax u BHJIAX JCSITCILHOCTH. ‘

1.5. PekomeHnayemoe KOJIMYECTBO YaCOB HA OCBOeHHE padoueil MporpaMMbl y4eOHOM JTHCIUIIIUHBI:

MaKCUMaJIbHOW y4eOHOM Harpy3ku oOyuatomerocs _ 63 4yacos, B TOM YHUCIIE:

00s13aTeNIbHOM ayIUTOPHOM yueOHOM Harpy3ku oOyuaromierocs _ 42 4acos;
CaMOCTOSITEIIBHOUN paboThl 0Oydaromerocst _ 21 9acos.

2. CTPYKTYPA ¥ COJAEP KAHUE YUEBHOM JUCIUILIVHBI

2.1. O0beM yueOHOM AMCUMIIJIMHBI M BUABI Y4eOHOIl padoThI

Bua yueoHoii paGoTbl Oobvem
uacoe

MaxkcuMmasbHasi yueOHasi Harpy3ka (Bcero) 63
Oo6s13aTesibHAs ayIUTOPHAsI y4yeOHAasi HATPY3Ka (Bcero) 42

B Tom uuciie 32
IIpakTH4eckne padoThl

B ¢popme npakTHUeCKOH NOATOTOBKHU 32
CamocrosiTesibHast padoTa o0yuyawierocs (Bcero) 21

B TOM YHCIJIC:

CaMOCTOSITeNIbHAsI paboTa HaJl KypCOBOM paboTo (ITPOEKTOM) (eciu npedycmompero)

Ilpomessccymounan ammecmayus 6 popme: ougpghepenyuposannsiii 3auem




2.2. TeMaTu4eckuii miiaH u coaep:xkanue yueoHoii tucunmmabl OI1.13 JlokymeHTanmonHoe odecrieueHre ynpaBieHHs

HaumenoBanue pazgenoB u | CoaepxxaHue y4eOHOro Marepuasa, JaboparopHble padoThbl W NpaKTH4YecKue 3aHATHS, | O0beM | YpoBeHb
TeM CaMOCTOsITe/IbHAsA  padoTra oOydalommxcs, KypcoBas padora (MpPoeKT) (eciu | 4acOB | OCBOEHHUSA
npeoycCmMompeHsi)
1 2 3 4
Pazoen 1. Ocno6bl 00KymenmayuoHHo20 obecnedyeHus ynpaeieHus
Tema 1.1. Ilousitue o | Coaep:kanue yueGHOr0 MmaTepuasia 1 2
JAOKYMEHTe. HopmaruBHo-npaBoBass 0a3a M OCHOBHBIE TMOHSATUS JIOKYMEHTAIIMOHHOTO OOecreueHus
yIpaBJeHUs. DTambl Pa3BUTHUS AETONPOU3BOACTBA U CEKpeTapcKoil ciryxObl B Poccuu: mpukasHoe
JIeJIOTPOU3BOJICTBO, KOJUIEKCKOE JIEJIONPOU3BOJCTBO, HCIOIHUTEIBHOE JIEIOMPOU3BOJICTBO,
COBETCKUH MEPHO/I, COBPEMEHHOE JIEIONPOU3BO/ICTBO.
Camocmoamenvnaa padboma odyuarouwuxcs 2
Knaccudukanus J0KyMeHTOB.
Tema 1.2. Copep:xaHue y4e0HOro MmaTepuaJja 1 2
HopmaruBHo-nnpaBoBas 0a3a | HopmaTuBHO-IpaBoBasi 0a3a ¥ OCHOBHBIE TOHSTHSA JOKYMEHTAllMOHHOTO oOOecreueHus
AOKYMEHTAIHOHHOI' 0 ynpaBiaeHus. CylnHOCTb, OCHOBHBIE TIOHATHUS W OMNpEAeNeHUus JOKYMEHTAIIHOHHOTO
ol0ecrnieyeHus1 ypaBJIeHHS. obecnieueHus ynpasiaeHus. OCHOBHbIE BUIbI JOKyMeHTOB. HopMmaTuBHO-MeTOoquueckas 0asa
NeNOTMpPOU3BOICTBA, OPraHU3allMOHHO-NIPaBOBbIE JOKYMEHTHI. J[OKYMEHT - OCHOBHOM
Hocutenb uHpopmanuu. Krnaccudukamusa  poxkymentoB. CocTaB  ympaBIE€HUECKHUX
JOKYMEHTOB. YHUHUKAIMS U CTaHAAPTU3ALNS TOKYMEHTOB.
IlpakTuyeckass padora Ne 1. HopmartuBHbIE 3aKOHOIATEIbHBIE aKThl 10 BEICHUIO | 2
JOKYMEHTOB.
BrimonHenue  caMOCTOSITENBHBIX 3amaHuii  mo Teme «OmpeneneHne 0coOEHHOCTEH
MOHAPXUYECKOM U pecrnyOIuKaHCKoOW (popM MpaBiIeHUsD».
Camocmoamenvnasn paboma odyuarouuxcsa 2

KoncnexkrupoBanue 3akoHa «O0 uHpopmanuu, MHGOPMALMOHHBIX TEXHOJOTHSX M 3allUTe
UHpOpMaLIN»




Tema 1.3. DopmyJsp-
o0pa3zen
AOKYMEHTAIHOHHOT 0
olecreyeHNns ynpaBJieHHsA

[Monsitne o GmaHkax MOKyMEHTOB. CHCTEMBI JOKYMEHTAIMOHHOTO OOECTCUCHHs YIpaBIICHUS.
TpeboBanust K COCTaBICHHIO M O(GOPMIICHUIO PA3IMYHBIX BHJIOB JOKYMEHTOB. OCHOBHBIE
npaBuia O(QOPMIICHUS NOKYMEHTOB. SI3BIK M CTWIIb CIY)KEOHBIX JOKYMEHTOB. Bo3MOKHBIE
OmMOKK 1 MeTo/bI X ycTpaHeHus. CocTaB U npaBuia 0(pOpMIICHUST PEKBU3UTOB. Y HUDHUKAIIHS
UM CTaHAapTh3anus. bilaHku JOKYMEHTOB TPEANpPHUSTHSA. PEeKBU3UTHI  3aroJOBOYHOMH,
coziepKarenbHOl U odopmsttonieit yactu gokymenrta. Tpeboanus ['OCT k mokymeHTawm.
®Gopmymsip-oopazer;y gokymernTa (COCT 6.30-2003). CoctaB W Ha3HauY€HHWE PEKBU3UTOB
cinyxe0HbIX JokymMeHToB (I'OCT 6.30-2003). TpeGoBanust k uzrorosyienuto omankos (I'OCT
6.30-2003). IIpaBuna odopmieHUs] 00s3aTEIHLHBIX PEKBU3UTOB JOKyMEHTa (HAMMEHOBAHUE
opranuzainuu, OKIIO kon opranuszanuu, Ha3BaHHe JOKyMmMeHTa, 3arojoBok, OKVY]l kon
(dbopMBI TOKyMEHTa; JaTa, HMHICKC, TEKCT, BH3bI, IOANWCh, OTMETKa 00 WCIOJHEHHH |
HarpasJeHUH ero B neno). [IpaBmma odopmiteHus] NOMOTHUTENBHBIX PEKBHU3UTOB JTOKYMEHTA
(HaMMEeHOBaHHUE CTPYKTYPHOTO TOIpa3esieHUs, PE30TIONUs, TPU( YTBEPKIACHHS, OTMETKA O
3aBEpPEHUH KOIIMH, IeYaTh, TPpU() BHEIIHEr0 COTIACOBAHMWS; OTMETKA O HATWYHUU TIPHIIOKEHHS,
lNocynapctBennsiit ['epd PD; DOmbnema opranuzanuy UWin NpeanpusTus, 1300pakeHne Harpa/,
ajzipecar, UHJEKC MPEIPUITHS CBS3H, TIOYTOBBINA U TenerpadHbii agpec, Homep Tenedona, dakc,
Ne cuera B GaHke, MECTO COCTaBJICHUS WIM MECTO M3JaHus, ¢haMuius ucrnogHutens u Ne ero
tenedoHa (st TUceM - 00s3aTeNbHO); OTMETKA O TIEPEHOCE JAaHHBIX Ha MAIlTUHHBIM HOCHUTEIIb.
[IpumepHbIi TepeyeHb TOKYMEHTOB, Ha KOTOPBIX CTaBUThCS repboBas mnevars. lcnons3oBanue
MIOJIO’KEHUH TalymsTopa mpu 0(OPMIICHUH CITY>KeOHBIX pEKBU3UTOB Ha (popmyssipe-oopasie OP /1.

IIpakTnyeckas padora Ne 2

Hopwmsb! opopmitenus: JOKyMEHTOB

IIpakTuyeckasi padora Ne 3. CocraBieHue o0mux OJaHKOB JTOKYMEHTOB IIECHTPHPOBAHHBIM U
(hbaroBbIM CIIOCOOOM.

Camocmoamenvnasn paboma odyuarouuxcsa

[MocTpouts cxemy «MHPOpPMAITHOHHBIE CBSI3U MPEAIPUATUY.

[TocTpouTts Tabnuiy « OCHOBHBIE BUABI JOKYMEHTOB.

Odopmiienue oTueTa MpakTUYECKONH pabOThI

Makxket opopmIIeHHS PEKBU3UTOB JOKYMEHTOB MPEATIPUSITHSI.

Joxnan: «IlocTositHHBIE U IEpEMEHHbBIE PEKBU3UTHI TOKYMEHTOBY.

Tema 1.4 OprannzanmoHHO-

Conepxanue yueOHOro Marepuaja




PacnopsiAuTe/JIbHbIC
AOKYMEHTDI NPEANIPUATHSA

OpranuzaloOHHO-PacTIOPSIAUTENbHbBIE TOKYMEHTBI IPEAIPUATHS.

XapakTepucTUKa M COCTaB OCHOBHBIX OPraHHU3alMOHHBIX JOKYMEHTOB. XAapaKTepUCTHKA H
COCTaB  pacIOPSAAUTENbHBIX  JOKYMEHTOB. MH(pOpMannoHHO-CIIpaBOYHBIE  JTOKYMEHTHI
npeanpustus. CayxeOHble mucbMa. BHUIBI CiTy>KeOHBIX TTHCEM.

IpakTnueckas padoraNe 3. CocraBieHHE MPHUKA30B 10 OCHOBHOM JEATEIBHOCTH U IO
JUYHOMY cocTaBy npeanpuatus. CocTaBieHHE NOJHOTO U KPAaTKOTO MPOTOKOJIA.
IIpakTnueckas padoraNe 4. CocraBiieHue CpaBoK, JOKIAJAHBIX U OOBSICHUTEIBHBIX 3aIIUCOK.
IIpakTnueckas padoraNe 5. CocraBieHnue nuceMm pazHbix BUJ0B. COCTaBICHHUE TEIETPaMM.
Camocmoamenvnan paboma oo0yuarujuxcs

Pedepatsl: «OpranuszanioHHble JOKYMEHTHI NpeAnpusaTus», «PacrnopsaurenbHble T0OKyMEHTHI
MIPEATIPUATHS.

KpoccBopa no teme: «/lenoBoe nucemo»

OdopmiieHne 1 0TYET NPAKTUYECKUX paboT

Tema 1.5 Opranusanus
KaJpoOBOro
JeJI0NPOU3BO/ICTBA.

JlokymeHTalusl O JTUYHOMY
cOCTaBYy NpeANpHUATHS

Copep:xaHue y4e0OHOro MmaTepuaJja

JlokymeHTanusi 1o JMYHOMY coctaBy npennpustus. Kangposoe

JIoKkyMeHTHUpOBaHHE TPYAOBBIX MPABOOTHOIICHUH.

JICITOTIPOU3BO/ICTRO.

[Ipaktuueckas padota Ne 6. CocraBnenue pestome. CocTaBieHUE TPYAOBOTO IOTOBOPA.
Camocmoamenvnana paboma odyuarouwuxcs
Brinonnenue camoctositensHbIX 3aganuid. OdopMiieHre TUYHBIX JOKYMEHTOB pabOTHUKA

KonTtponbHas paborta

Pazoen 2. Opzanuzayus padomul ¢ 00Kymenmamu

Tema 2.1. O0mme mnpaBmia
opraHusanum  padorbl €
AOKYMeHTaMu

VYnopasnenue u genomnpou3BoiactBa. Ilpuem, mnepBuuHas o00paboTka, pacmpenencHUe Hu
peructpanusi 10KyMeHTOB. [lopsanok oOpaboTku mocrymaromeil KoppecnoHaeHIuu. Oopmel
peructpauuu. [lopsgok oOpaboTku oTmpaBisieMbIX NTOKyMeHTOB. PaboTa ¢ mokymeHTaruei
BHYTPH OpraHu3alud. Y4eT oObema aokymeHTooOopora. CrnpaBouHas kaproTeka. llepedenn
TUTIOBBIX CPOKOB HCIIOJIHEHHS JOKYMEHTOB. CpOKM WCHOJHEHHS CIYXKEOHbIX JTOKYMEHTOB -
TUTIOBBIE,  WHIUBUIYalIbHBIE. Opranuzanus KOHTPOJIS 3a HCIOJHEHUEM JIOKYMEHTOB.
KontponsHo-cipaBouHast kaproreka. (OO000mieHHe U aHalIWM3 JaHHBIX 00 HWCHOJIHEHUU
nokyMeHTOB. lloHsaTue o HOMeHKiaType nen. Buasl HOMeHKnaTypbl aen. I[IpuHuumnsl
noctpoenus yHuduuuposanHoit ¢dopmsl  HJI. TpeboBanus k dhopmupoBanuto aen. Coctas
JIOKyMEHTOB Jiena. [[puHIuIBl pacnoyioxKeHus: JIOKYMEHTOB B Jiesie. DKCIepTu3a LEHHOCTH
JOKyMEHTalbHBIX MaTepuanoB. Kputepuu skcneptussl ieHHocTH. OdopmiieHne aer.
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IIpakTnueckas padoraNe 7

Amnanu3 paboThl ¢ 00paIIeHUSIMH.

PaccmoTpenune oOpaiieHuii, CpOKH pacCMOTPEHHSL.
IIpakTnueckas padoraNe 8

®opmupoBanue nien. KOHTpoIIb UCTIONHEHUS TOKYMEHTOB,
Camocmoamenvnan paboma o0yuarujuxcs

CocrtaBuTh cXeMy npuema, 00paboTKH U pactpeiesieHus TOKYMEHTOB. 2
Tema 2.2, Mopsaok | Conepxxanue yueOHOro MaTepuaja 1
XpaHeHusl U apxXuBUpoBaHus | CUCTEMBI U METOJIbI XpaHEHUST TJOKYMEHTOB.
AOKYMEHTOB. Camocmoamenvnas paboma odyuarouuxcs 2
[ToaroroButk noxian «Moe pabodee MecTo B opuce. ApXUBHOE XpaHEHHE IOKYMEHTOBY.
Pazoen 3. Asmomamuszayus 00KyMeHmMAYUOHHO20 0OecneueHus ynpaeieHus
Tema 3.1. | Conep:xanue y4eOHOro MmaTepuaja 1
NupopmannoHHble WNHdopmanioHHbIe TEXHOJIOTUH TPHU CO3JJaHUH IOKYMEHTOB. ABTOMaTH3allls JOKYMEHTO000pOTa.
TEXHOJIOTHH co3nanus | [IpakTudeckas padora Ne 10. VMcnons3oBanue HHPOPMAIIMOHHBIX TEXHOJOTUN U MpOrpaMMsl | 4
AOKYMEHTOB U | IPOJIyKTOB NP BEACHUU AETIONPOU3BOJICTBA.
aBTOMaTHU3aLMA Camocmoamenvnas paboma odyuarouuxcsa 3
JOKYMEHT0000poTa n3ydeHue 3akoHa «O TMopsiiKe paccMOTpeHust oOpamenuil rpaxiaan PDdy; nzyuenne Tumooit
WHCTPYKIUU 10 BEJCHUIO JIEIONPOU3BOJICTBA.
Tema 3.2. Opraausanus | Coaep:xaHue y4e0HOro MmaTepuaja 1
padoTel ¢ 3JIEKTPOHHBIMH | OpraHu3anus 3JICKTPOHHOTO JOKyMeHTooOopota. OpraHuzamusi padOThl C AIEKTPOHHBIMH
AOKYMEHTaMH JOKYMEHTaMHU.
IIpakTuyeckasi pa6ora Ne 11. PaGora ¢ 2JIeKTpOHHBIMH JOKYMEHTAMU C HCHOJb30BaHHEM | 4
TEJIEKOMMYHUKAIIMOHHBIX TEXHOJIOTUH.
Bcero: 63

Jli1st XapaKTEepUCTUKU YPOBHSI OCBOCHHSI y4eOHOTO MaTepralia UCIIOJIb3YIOTCS CIICAYIONIHe 0003HAUYCHUS:

1. — o3naxomumenvHblil (V3HABAHUE paHee U3VHEHHBIX 0ObEKMO8, CEOLUCMB),

2. — penpoOyKmugHblil (bINOJIHEHUE 0esIMEeNIbHOCMU N0 00pA3Yy, UHCMPYKYUU UTU HOO PYKOBOOCHEOM)

3. — nPOOYKMuUHbIl (NIAHUPOBAHUE U CAMOCMOAMENbHOE BbINOIHEHUE 0esMeNbHOCU, peuleHie NPOOIeMHbIX 3a0a4)




3. YCJIOBUS PEAJIM3AIIAY YYEFHOU JUCHUILIAHBI

3.1. TpeOoBaHHMsI K MMHUMAJILHOMY MaTepPHAJbHO-TEXHUYECKOMY O0ecrnedeHHI0

Peanuzanus y4eOHOW UCHMIUIMHBI TpeOyeT Hamuuus y4dyeOHOro KabuHeTa «JlOKyMeHTanHMOHHOe
olecreyeHne ynpaBJeHUs».

O6opynoBanue yueOHOTo KaOWHETa:

- aBTOMaTU3UPOBAHHOE paboyee MECTO MPENoIaBaTes;

- OCaI0YHBIE MecTa 00ydJaronuXxcst (10 KOJIMYECTBY 00YJaIOIINXCH);

- obecnieueHme MepcoOHaILHBIMU KOMITBIOTEpAaMU (IO HOpMATHBaM);

- KOMIUIEKThI JJULEH3UOHHOTO IPOTPaMMHOT0 00y4EHUS.

Texnuueckue cpeacTsa 00y4eHUs:

- IEPCOHAJIbHBIE KOMIIBIOTEPHI;

- MYJIbTUMEIUITHOE 000pyAOBaHME (IKPaH, MYJIbTUMEIHA MPOEKTOP, HOYTOYK), KOMIBIOTEP, MPHUHTED,
CKaHep, KOTup;

- JIMLIEH3NOHHOE IPOrpaMMHOe obecriedeHrne nNpodhecCHOHATIbHOTO Ha3HAUEHMSL.

3.2. UudopmanuonHoe odecneyenue 00yueHus

Ilepeuenn pexoMeHayeMbIX YueOHbIX U3aHuii, UHTepHeT-pecypcos,

JAOTOJIHUTEIbHOH JINTEPATYpPbl

Ilepeuennb pexoMeHAyeMbIX HOPMATHBHBIX AKTOB:

1. "Konctutynus Poccuiickoit denepanun"(npruHara BceHapoaHbIM rojocoBanueM 12.12.1993) (c
Y4€TOM IOINPAaBOK, BHECEHHBIX 3akoHamu P® o nmonpaskax k Koncrurynuu PO ot 30.12.2008 N 6-DK3,
o1 30.12.2008 N 7-®K3.

2. "I'paxxmanckmii koaeke Poccuiickoit @eneparuu (qacth nepsas)” ot 30.11.1994 N 51-®3 (pen. ot
23.05.2018) (¢ u3Mm. u jor., Betyt. B cuty ¢ 03.06.2018).

3. "I'paxxmanckwuii koaeke Poccuiickoit @enepanuu (dacth Bropas)" oT 26.01.1996 N 14-®3 (pen. ot
23.05.2018).

4, "Hamorossiii kogekc Poccuiickoit deneparuu (vacts neppasi)” ot 31.07.1998 N 146-D3 (pexn. ot
19.02.2018) (c u3M. u mom., BcTyt. B cuiry ¢ 01.06.2018).

5. "Hamorossiii kogekc Poccuiickoit deneparuu (dacts BTopas)" ot 05.08.2000 N 117-D3 (pexn. ot
04.06.2018).

6. TpynoBoii KOJEKC Poccutickoi ®enepanun” oT 30.12.2001 N 197-®3
(pen. ot 05.02.2018).

7. ®enepanpubiii 3akoH oT 02.07.2006 Ne 149-®d3 (pen. ot 23.04.2018) «O6 wunHbopmaIuw,
nH(pOpMAaTHU3ALMH U 3alIUTE UHOOPMALIUN.

8. ®denepanbublit 3ak0H 0T 06.12.2011 No402-D3 (pen. ot 30.07.2018) « O OyxraaTepckom ydeTey.

9. I'OCT P7.0.97-2016 "Cucrema cranmapToB 1o uH(pOpMauu, OUOIMOTEYHOMY U U3/1aTE€ILCKOMY
neny. OP/I. TpeboBanus k 0(OpMICHHIO TOKYMEHTOB".

10. I'OCT 51141-98. [lenonpou3BoJACTBO U apXUBHOE Ae0. TepMUHBI U OIIPEICICHUSI.

11. I'OCT 6.10.5-87. YHuduuupoBaHHble CHCTEMBbI AOKyMEHTanuHU. TpeGoBaHHS K MOCTPOCHUIO

bopmynsipa-oOpasia.

Ilepeyenb pekoMeHAYEeMbIX YUY€OHBIX H3TAHMI:

1. IlysamoBa H. H. JlokyMeHTanMOHHOE OOECIICUCHHUE YIPABJICHHUS : YYCOHMK W TPAKTUKyM ISt
cpenHero mpodeccuonansHoro oopazosanus / H. H. IllyBanoBa. — 2-e uza. — Mocksa : M3garenscTBoO
FOpaiir, 2021. — 265 c.

2. Jloponuna JI. A. JlokyMeHTallMOHHOE OOecTeueHUue YIpaBIeHUs : Y4eOHUK M TPAKTUKYM JUIs
cpennero mpodeccuonansHoro obOpazoBanus / JI. A. loponnna, B. C. UputukoBa. — Mocksa :
WznatensctBo FOpaiit, 2021. — 233 c.

JlomostHnTEABHAS
3. Kopuees 1. K. JlokymeHTanimoHHOE 0OecrieueHre yIpaBiIeHus | YA€OHUK U MPAKTUKYM JJIsl CPETHETOo
npodeccuonansHoro obpazoBanusi / . K. Kopaees, A. B. [Tmenko, B. A. Mamypres. — 2-¢ wu3m.,

nepepad. u gon. — Mocksa : U3narensctBo FOpaiit, 2021. — 384 c.



4. KysneunoB U. H. JlokymeHnramuonHoe ofecrieueHue  ynpasieHus.  JlokymMeHTOoOOpoT |
JCIONPOU3BOACTBO | YYCOHMK M IPAKTHKYM JUIS CpEeaHero mpodeccroHalIbHOTO o0pa3oBanus /
. H. Ky3nenoB. — 3-e u3z., nepepad. u gon. — Mocksa : UznatensctBo FOpaiit, 2021. — 462 c.

HNHuTepHeT-pecypcsl

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

KOHCYJBbTAHT IIJIIOC
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4. KOHTPOJIb 1 OIIEHKA PE3YJLbTATOB OCBOEHHS YYEFHOU TV CHUILJIMHBI

PesyabTaTsl 00yyeHus

(ocBOEHHBIE yMeHus, | @opmMbl 4 MeTOAbI KOHTPOJISI M OLIEHKH Pe3yJIbTATOB 00y4eHHUs
YCBOCHHbIE 3HAHMSA)

YMmerb:

O(i)OpMJI?ITI) OpraHHu3allMOHHO- Anamus u OLICHKAa pPE3YyJIbTAaTOB BBIIIOJHCHUA CaMOCTOSTEIILHOM

pacropsaAUTCIIbHBIC JOKYMCHTLI B

paboThl

COOTBETCTBUH  C JeicTByomuM | Habmonenne 3a  JEATeNbHOCTBIO  OOYYalOUIMXCS H  OICHKA
I'OCTowm; pe3yJIbTaTOB BBINOJIHEHUS CAMOCTOSTENIbHBIX PaboT

OCYIIECTBIISTh 00paboTKy | AHAJIIM3 ¥ OIEHKA pPE3yJbTAaTOB BBINIOJHEHUS CaMOCTOSTEIHHOM
BXO/ISIIUX, BHYTPEHHUX u | paboThI

MCXOISAITIX JIOKyMeHTOB, | Habmogenne 3a  J€ATENbHOCTHIO  OOYYaIOUIMXCSl H  OICHKA
KOHTPOJIb 32 UX UCIIOJTHECHUEM; PE3yIABTATOB BBHIITOJTHEHHS

oQOopMIIATH  JOKYMEHTHI  JUIs | AHAIM3 W OIIEHKAa pE3YyJIbTaTOB BBIMIOJHEHUS CaMOCTOSTEIHHON

Iepeaadn B ApXUB OPraHU3alNHY;

paboThl

HabGmtonenne 3a  JeATENbHOCTBIO  OOY4YalOIIMXCSI M OLIEHKa
PE3yIAbTATOB BBHITIOJHEHHS 33 JaHUN
3HaTh:
MTOHATHE JIOKyMEHTA, ero | Habmionenue 3a  JeATENbHOCTBIO  OOYdYaloOIIMXCS M OILIEHKa
CBOWCTBA, CHOCOOBI | pe3y/bTaTOB BHINIOJHEHUS 33/1aHUN B TECTOBOH (hopMe.
JTOKYMEHTHPOBAHHUS; OreHka pe3ybTaTOB YCTHBIX OTBETOB.
Onenka pe3yabTaToB BBIIOJHEHUS MPAKTUYECKON paboThI
Or1ieHKa pe3yabTaTOB BBHITTOJTHEHHS CAMOCTOSATEIILHON pabOTHI.
TectupoBanue
npaBuiIa COCTaBJICHUS u | HaOmonenne 3a  JEATENBHOCTBIO  OOYYaloOIUMXCS M OLCHKA
oopmiIeHHsT  OpraHU3aLMOHHO- | PE3yJIbTaTOB BBINOJIHEHUS 3aJaHUH B TECTOBOU (opMe.
PaCHOpPAAUTENBHBIX  JOKYMEHTOB | OIleHKa pe3yabTaTOB YCTHBIX OTBETOB.
(OPJL); Onenka pe3yabTaToB BBIIOJHEHUS MPAKTUYECKON paboThI

Onenka pe3yabTaToB BBHIIOJHEHHUS CAMOCTOATEIHHONU paboTh
TectupoBanue

CUCTEMY M THUIIOBYIO TEXHOJIOTHIO
JOKYMEHTAI[MOHHOTO
obOecrieueHus

(A0Y);

yIIpaBICHUS

HabGmionenue 3a  [eATENBbHOCTBIO  OOYdYalOIIUXCS U
pe3yNbTaTOB BBIMOJIHEHUS 3a/JaHUI B TECTOBOI (opme.
OueHka pe3yapTaToOB YCTHBIX OTBETOB.

OrneHKa pe3ybTaTOB BBITIOJIHEHUS IPAKTHYECKOW paboThl Neo 6.
Ouenka pe3ynbTaToOB MIPEACTABICHUS MYJbTUMEIUUHON
IIpEe3eHTalUN
TectupoBanue

OIICHKA

0COOEHHOCTH JICJIOTPOU3BOJICTBA
mo oOpameHus M TpaxaaH u
KOH(HUACHIINATHHOTO
JIEJIOTIPOU3BO/ICTBA

HabGnronenune 3a  feATeNbHOCTBIO  OOydaromuxcs U
pe3ynbTaTOB BBINOJHEHNUS 331aHUI B TECTOBOH (opme.
OneHnka pe3ynbTaToB YCTHBIX OTBETOB.

OneHka pe3y/nbTaTOB BBIIOJIHEHUSI CAMOCTOSITENbHBIX PadoT
Onenka pe3ynbTaToB IIPEICTABIICHUS MYJIbTUMEIUUHOU
IIPE3EHTALUN

OneHka pe3y/nbTaTOB BBIIOJIHEHUS TOMAITHEH KOHTPOJIBHON paboThI
Onenka pe3ynbpTaTa aHanu3a

TectupoBanue

KonTposnpsHas pabota

OILICHKA
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CamocTrosiTeJIbHOE HU3YYCHUE Pa3A€JI0B NUCHUITJIUHBI

Ne pazpgena Kou.-Bo
Bormpochl, BHIHOCUMBIE Ha CAMOCTOSITENIBHOE U3yUEHHE 4ACOR

1 JlokymeHTHpOBaHHe. BBeneHune, 3HaUY€HUE M COJEPKAHHME TUCHUTUIMHBL | 2
«JlokyMeHTalmoHHOEe oOecrieueHne

2 [lonsiTe 0 HOKYMEHTaxX M CIOco0ax IOKYMEHTHPOBAHHS, HOCHUTEISX
uHpOpMAIHH 2

3 Yaudukanus u cranaapTuzanys J0KyMeHToB. CHCTEMbI IOKyMEHTALIUU 2

4 Dopmysip -o6pazer; OPJl, pekBU3UTHI U OJaHKU 3

5 [IpaBuina odopMIIeHUS OCHOBHBIX BHJIOB OpTraHu3aIOHHO- | 2
pacropsIMTENbHBIX JOKYMEHTOB

6 [IpaBuna opopmieHne U BblIa4K KOMUKA JOKYMEHTOB 3

7 Opranusanus pabotel ¢ gokymeHTamu. Ciyx0a JOKYMEHTAIIMOHHOTO | 2
obecrieueHus yrpaBIeHUs.

8 Opranu3anus npuemMa, pacCMOTPEHHUS M PETUCTPAIMH JJOKYMEHTOB 2

9 NudopmanmonHno-crpaBoyHas padborta 2

10 KoHTpois rcroHeHns TOKYMEHTOB 3

11 Opraau3zanus OTIpaBKH HCXOJSIINX JOKYMEHTOB 2

12 Opranu3zanus onepaTUBHOTO XpaHeHUs T0KyMeHTOB. Homenknarypa nen. | 2

13 DKcnepTr3a IeHHOCTH JOKYMEHTOB 2
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