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1. OBIIASI XAPAKTEPUCTHUKA PABOYEM ITIPOT'PAMMBI JIUCIHUILIVHBI
«TOKYMEHTAIMOHHOE OBECIIEYEHUE YIIPABJIEHUA»

1.1. VYuebnas mucummimba «J{OKyMEHTAIIMOHHOE OOECIIEYEHHE YIPABJICHUS» SBJISETCS
00s13aTeNbHON YacThI0 00HIETTPO(hEeCCHOHANBHOTO UKJIA MPUMEPHON 00pa30BaTEIbHOM MPOrpaMMBbl B
cootBercTBUM ¢ I'OC CIIO no crnennanbHOCTH.

Oco0oe 3HaueHHEe IUCIUILIMHA UMEeT NMpH (POPMHUPOBAHUH U PA3BUTHH OOIMIMX KOMIIETCHIUH

OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 07, OK 08, OK 09.
1.2. Heab u njiaHupyeMblie pe3yJibTAThbl 0CBOCHHS TUCHHUILIMHBI:

B pamkax nporpammsl

y4eOHOM  AMCIUIUIMHBI

06y‘-IaIOH_[I/IMI/IC$I OCBAaMBAIOTCA YMCHUA

Y 3HAHHA
Kon Ymenus 3Hanus
IIK, OK
OK 01, [TpumeHsITH Ha npakTuke | TepMUHOJIOTHIO B obnacTu
OK 02, rOCY/IapCTBEHHBIC CTaHJIApThI, | JOKYMEHTAI[HOHHOTO obecriedeHus
OK 03, Ipyrue HOPMATUBHO-METOJMYECKUE | YIIPABICHHUS;
OK 04, JOKYMEHTBI,  pernaMmeHTupyoomue | HopmarusHbie JOKYMEHTHI,
OK 05, OPraHM3aLUI0 JOKYMEHTALMOHHOIO | periaMeHTHPYIOIINe COCTaBJICHHE u
OK 06, o0ecrieueHnsl ypaBiIeHUs; oopmiieHHEe MOKyMEHTAaMM W TIOPAJOK ee
OK 07, CocrtaBisTh u IIPABUJIBHO | 00paboTKH;
OK 08, ohopMIIATH OCHOBHbIE Buibl | [lpaBuna cocraBneHus M 0oQOpMIICHHS
OK 09, OpraHU3aluOHHO- OpraHU3alMOHHO-PACTIOPSAUTEILHBIX
PacnopsITUTENBHBIX JOKYMEHTOB; JOKYMEHTOB, BXO/ISAIIAX B
Odopmisats UH()OPMALIMOHHO- | YHH(DUIIMPOBAHHYIO cucreMy
CIPaBOYHYIO JOKYMEHTAIHIO; OpraHU3alMOHHO-PACTIOPAAUTENILHBIX
OdopmisTs KaJIpOBYIO | TOKYMEHTOB, YHU(UIMPOBAHHYIO
JOKYMEHTALUIO; cucTeMy NepBUYHON y4eTHOU
OdopmisTs IIPETEH3MOHHO- | JOKYMEHTAI[MH B YacTH JIOKYMEHTAIHH I10
WCKOBYIO JIOKYMEHTAITHIO. yUueTy Tpy/a;
[Topsimox TpoBeeHUsT SKCIIEPTH3BI IIEHHOCTH
JIOKYMEHTOB U MOJTOTOBKU JI€] K apXHUBHOMY
XpaHEHHIO.
TexHonoruto OpraHu3aIu
JIOKYMEHTO0000poTa B OpraHu3aIusIx
(YUpESKICHUSIX ).




2. CTPYKTYPA U COAEP KAHUE JUCHUIIJINHbI

2.1. O6beM TUCHUNJIMHBI U BBl Y4eOHOH padoThI

Buna yueoHoii padoTbi

O0BbeM yacoB

O0Bem 00pa3oBaTeILHOM MPOTPaMMbl Y4EOHOM TUCITUTUTHHBI 54
B TOM YHCJIC:

TeOpeTHIeCKoe 00ydIeHHE 16
npakTUYeckue (J1abopaTOpHBIC) 3aHATHS 32
camocTosTellbHas padoTa 6

[TpomeskyTouHas arrecTanus — 3a4eT 3 ceMecTp




2.2. TeMaTHyeCKHi IJIAaH U coaepikaHue TUCHUNIJIHHDBI «I[OKyMeHTaIII/IOHHOB o0ecneyeHue yYHunpaBJjJeHUS»

Oo0beM, akaja. 4

/
Koabl
B TOM 4HCJIe .
HaumenoBanue Copep:xanue yueOHOro MaTepuaia u popMbl OPraHU3aLUHU JeATeTbHOCTH o KOMIIeTeHIH i,
B (hopme
pa3zesioB U TeM o0y4arommxcst ¢opmMupoBanuIo
NPaKTHYECKO
. KOTOPBIX
i
crnocodcTByer
NOATOTOBKH,
3JIEMEHT
akaj. 4
NPOrpaMMbl
1 2 3 4
Paznen 1. OCHOBBI JOKYMEHTUPOBAHUSA YIIPABJIEHUECKOM JEATEJIBHOCTH 9
Tema 1.1 IousiTHe 0 Conep:xanue y4eOHOT0 MaTepuaJia 1 OK 01, OK 02, OK 05,
AOKYMEHTALMOHHOM OcCHOBHBIE CBOICTBA IOKYMEHTOB U MX (PYHKIHMH B cucTeMe ynpasieHus. [loHsTHe moKyMeHTa. OK 09
obecrneueHnn Wudopmamust u  poxkymeHT. Kiaccudpukamus JOKYMEHTOB: MO BHAY O(QOpMICHHUS; IO
ynpaBJeHusl, coJepKaHuio; 1o Gopme; 0 MPOUCXOKIECHHUIO; IO CPEACTBaM (PUKCALUM; IO CPOKaM XPaHEHHS.
JAOKYMeHTe u ciocodax | MarepuaiabHble HOCUTETH HHPOPMAIHH. 1
AOKYMEHTHPOBAHMS Ilonsitne noxymeHtupoBaHus. OCHOBHBIE CIIOCOObI JOKyMEHTHpoBaHUS. (OCHOBHBIE
COBpEMEHHBIC TEXHOJIOTUH, TPHUMEHSEMbIE MPH OpraHu3anu paboThl ¢ JOKYMEHTAMH B
Opra"m3anusx (yIpekIeHusX).
Tema 1.2 HopmaTtuBno- | Conep:kanue yuedOHOro Matepuasia 1
npasoBas 0a3za HopmaTuBHO-TIpaBOBbIE aKThI, PErYJIMPYIOIIUE TOKYMEHTAIIMOHHOE OOecreueHre YIpaBJIcHuUsI. OK 01, OK 02, OK 05,
AOKYMEHTALMOHHOIO YHudUKanus v cTaHIapTU3AINS KaK OCHOBHBIE HAMPABICHHUS COBEPIICHCTBOBAHUS JJOKYMEHTOB OK 09
obecreyeHust Y IOKYMEHTaIIHOHHOTO 00ecieueHHs yIPaBIICHHUS.
ynpaBJieHusi [lepeyeHb OCHOBHBIX TOCYNApPCTBEHHBIX CTaHJAPTOB Ha YHU(DHUIMPOBAHHBIE CHCTEMBI 1
nokymeHTalud. (OCHOBHBIC TIOJIOKEHHS TOCYAapCTBEHHOH CHCTEMBI JIOKYMEHTAlHOHHOTO
obecrieyenust  ympaenenus.  CocraB  yHUQUIMPOBAHHBIX  CHUCTEM  JIOKyMEHTAIUH:
OpraHU3aIMOHHO-PACTIOPSIUTEbHAS, OTYETHO-CTATUCTHYECKAs, KaJApOBas 1 JIp.
Tema 1.3 Cnioco0bI 1 Conep:xaHue y4eOHOT0 MaTepuasia 6 OK 01, OK 02, OK




NpaBuJIa CO3JAHUS Xapaktepuctuka, coctaB u conepxkanne ['OCTa Ha cucreMy OpraHu3alMOHHO- 03,
JOKYMEHTOB pacopsIIUTENIbHONM  MOKYMEHTAallMd.  YHHU(UWIMPOBaHHAs  CHUCTEMa  OpPTraHW3allMOHHO- OK 04, OK 05, OK
pacropsiAuTeNsHON JOoKyMeHTanuu. TpeGoBanus K odopmieHuro nokymeHTOB. Dopmyrsip- 1 06,
obpazenr OPJI. TlpaBmma o(popMIEHHS PEKBH3HTOB, DPETIAMEHTHPOBAHHBIX OK 07, OK 08, OK
TOCTowm. 09
IpakTnyeckue 3aHATHSA 3
[Mpaktuaeckoe 3ansatue Nel. OdopmieHue peKBU3UTOB Ha JOKYMEHTAX. 3
CamocrosiTensHas paboTta 3
Pazngen 2. OPTAHU3ALUS CUCTEMbBI JOKYMEHTAIIMOHHOI'O OBECIIEYEHUSA 35
Tema 2.1 Odopmiienne | Coaep:kaHue y4eOHOT0 MaTepHuasia 6 OK 01, OK 02, OK
uH$popMaLHOHHO- XapakTepucTHKa U COCTaB CIPaBOYHO-MH()OPMAIIMOHHBIX JTOKYMEHTOB (CIy»EeOHBIX IIHCEM, 03,
CIPaBOYHOIA CIIPaBOK, 3asBIICHUI, aKTOB, NPOTOKOJIOB, JOKIAJHBIX W OOBSCHUTENHHBIX 3alHCOK), 5 OK 04, OK 05, OK
AOKYMEHTAIMH TpeboBanust K uXx odopmieHuto. JOKyMEHTHpOBaHHE MAESATEIBHOCTH 06
KOJIJIETHAJIbHBIX OPI'aHOB.
IIpakTHyeckue 3aHATHA 4
ITpaktuueckoe 3ansatue Ne2. OdopmieHne nHPOPMALTMOHHO-CITPABOYHON TIOKYMEHTALUH. 4
Tema 2.2 Ogopmiienne | Coaep:kaHue yueOHOT0 MaTepuaJia 8 OK 01, OK 02, OK
OpraHu3aluoOHHO- OCHOBHBIE TPYHIIBl OPTraHU3ALMOHHO-PACHOPSIUTEIBHBIX [JOKYMEHTOB. XapaKTepHCTHKa U 03,
pacnopsiiuTeJILHOI COCTaB OPTaHHM3AIMOHHBIX JIOKYyMEHTOB (YCTaBa, MOJOXKCHUS, WHCTPYKIHH, JIOJDKHOCTHOM OK 04, OK 05, OK
AOKYMEHTALMH WHCTPYKIUK), TpeOoBaHUS K oQopMieHuto. XapakTepUCTHKA W COCTaB PaCIOPSIUTEITBHBIX 06,
JOKYMEHTOB (TIOCTaHOBJICHUS, IPUKAa3a, PEIICHHs, PACIIOPsHKEHUS, yKa3aHus), TPeOOBaHUA K MX 3 B)QK 07, OK 08, OK
0 OpMIICHHIO.
IToHsTHE TONIMHHUKA, KOIUH, BBIMCKU, AyOnukara. Buapl komuil JOKyMEHTOB, OCOOEHHOCTH
3aBEPEHUs] KOMWUH W  BBIIMCOK HOTApPUAIBHBIMH  KOHTOpaMH U
JOJDKHOCTHBIMHM JINLAMHU OpTaHU3aI|i.
IIpakTH4eckue 3aHATHS
[Ipaktnueckoe 3anarue Ne3. OopmiieHre OpraHu3auOHHO-PACTIOPSAUTENEHOM 5
JIOKyMEHTAIHH.
Tema 2.3 Odopmienne | Conep:kanue yueGHOro MaTepuasia 6 OK 01, OK 02, OK
KaJpoBoi OyHKIMH KapOBOH CIIy>KOBI IpeANpUATHs. 3asBJICHUS U NPUKA3bl 1O JUYHOMY COCTaBy. 03,
JIOKYMEHTAIMH TpynoBast KHWXKKa, TOPAT0K O0OPMIICHUS TPYIOBOTO JoroBopa Jludnas kaptouka ¢opmsr T-2 1 OK 04, OK 05, OK
U JIMYHOE AeN0 paOOTHHKA. 06,09
IIpakTH4eckune 3aHATHS 5
[Ipaktnueckoe 3anarue Ne4. OpopmieHne KaapoBoil JOKYMEHTALIUH. 5




Tema 2.4 CyobeKThI Conep:kanue yueGHOro MaTepuaia 6 OK 01, OK 02,
JIEJIONPOU3BOICTBA B IIpakTHYecKHe 3aHATHS 5 OK 03,
Cy/eOHBbIX OpraHax [Tpaktrueckoe 3ansatue Ne5. OdopmiieHue KypHAIOB y4ueTa Jiei, Cy1eOHbIX TTOBECTOK, 5 OK 04, OK 05,
TpeOOBaHUH O TOCTABJICHUU TIOJCYAUMOTO U JIp. OK 06
Tema 2.5 | Conep:kaHne y4eOHOT0 MaTepuaja 6 OK 01, OK 02,
OK 03,
Opranmszanus IIpuem u nepBuuHas perucTpauus Bxoasiieil koppecrnonaeHuuu. [lopsanok oTnpaBku OK 04, OK 05, OK 06,
CUCTEMBI UCXOJSIIEeH KOPPECTIOHACHIIMU. PerucTpanus 1 y4eT yrojloBHBIX U FPaKIAHCKHUX eI 1 OK 07, OK 08, OK 09
JOKYMEHTALHOHHO Peructpamust n y4er mMaTepHaioB, pa3periaeMbIX B HOPSAIKE CyaeOHOTO KOHTPOILS.
Oco0OeHHOCTH JEeTIONpPOU3BOJICTBA B Cylde C y4YacTHEM IIPHCSHKHBIX 3acelnarelneii.
ro obecnedennsi B [lepenaya w XpaHeHHWE BEUIECTBEHHBIX JOKAa3aTeNbCTB. ABTOMATH3WPOBAHHEIC
opraHax cyaa WH(POPMAITMOHHBIC TEXHOJOTUH B JCJIONPOM3BOJCTBE CYyIIOB (cuctema T'AC
«ITpaBocyame»)
IIpakTHyeckue 3aHATHA 5
[IpaxTrueckoe 3arstre Ne6. OdopMieHre akTOB 00 OTCYTCTBHH TIOYTOBBIX BIIOKEHUH, 5
oopmiieHrEe 0OJIOKKH YTOJIOBHOTO M TPKIAHCKOTO Jieia, Jefla 00 aIMHHUCTPATHBHOM
NpaBOHAPYIICHHUH, CIIPABOYHOTO JIMCTA, )KYPHAJIOB yYeTa MaTepHalIOB CyIeOHOTr0 KOHTPOIS ,
aKTOB NpHEMa M Nepeaadn BEIIECTBEHHBIX JI0KA3aTeNIbCTB U .
CamocrositensHast paborta 3
Paznean 3 OPTAHU3ALIUA PABOTHI C JOKYMEHTAMMU B OPTAHU3ALUSAX (YUPEXIEHUSAX) 7
Tema 3.1 Texnosorus | Cogep:xanue yueOHOro MaTepuaJia 2 OK 01, OK 02, OK 03,
OpraHu3anuu VYnpasnenue u aenonpons3BoacTBo. OpranuzannoHHsle GopMbl enonponsBoacTsa. Ciyxba OK 04, OK 09
AOKYMEHT0000pOTa B | JOKyMEHTAIIMOHHOTO OOECTeUeHHs] YIpaBJICHHUs, OCHOBHAs 3aaaya, (QYHKIMH, TUIIOBBIC
OpraHu3auMsax CTPYKTYpBI, JOJDKHOCTHOW cocTaB. Permamenrtamust pabotel ciyx0b1 [JOY. Ilpumepnoe 2
(Y4pexnaeHusIx) HOJIOKEHHE O CIY)KO€ TOKYMEHTAlMOHHOTO OOEeCIIeUeHHs YIpPaBICHHUS WU
JIOJPKHOCTHBIE HHCTPYKITHH.
Tema 3.2 Coaepsxanue yue0HOT0 MaTepHuaJia 6 OK 01, OK 02, OK 03,
Ocobennoctn [lonsaTust npeanoxeHus, 3asBJICHUS U kajdo0bl. IlpueM u peructpanus muceMm rpaxiaH. OK 04, OK 05, OK 06,
AeJI0NPOU3BOICTBA PaccmoTtpenue n pasperieHne nuceM, Cpok pacCMOTPEHUs. AHAITN3 IIMCEM Ipa)</iaH. OK 07, OK 08, OK 09
10 00paleHusIM Kondunenunansnoe aenonponsBoacTBo. ['pud orpanuyeHus nocTyna K JTOKYMEHTY. 1
rpaxaaH u ABTOMAaTH3MPOBaHHBIE CHUCTEMBI Pa0OTBI C JOKyMeHTamH. CpeacTBa H3TOTOBJIECHHS,
KOH(MUACHIHANBLHOI | KOIMUPOBAHUS U PA3MHOKEHHS TOKyMeHTOB. Opranu3arius pabounx MecCT.
0 /1eJI0NPOU3BOACTBA | [IpakTHYeCKHe 3aHTHS 5
[Ipaktnueckoe 3ansitue Ne7. OdopmieHne oOpaleHui rpaxiaH. 5
Tema 3.3 Conep:kaHue y4e0OHOT0 MaTepHuajia 2 OK 01, OK 02, OK 03,
CucremMaTuzanusi ITonsite moxymeHtooOopora. OOIMe MPHHLIMIBI OPraHU3alUU JTOKYMEHTO00O0pOTa, €ro OK 04, OK 09




JAOKYMEHTOB,
¢dopmuposanue ux B
Jeja u mepeaaya B

apXuB OPraHu3auuu

OCHOBHBIC OTambl: TpUEM © T[epBHYHAsS o00paboTKa JIOKYMEHTOB;, paclpe/ieiieHue
MOCTYMBIIUX  JOKYMEHTOB, PETHUCTpallsl JIOKYMEHTOB M  IPEABAPUTEIBLHOEC WX
paccMOTpeHHue; PacCMOTPEHHE JIOKYMEHTOB PYKOBOJCTBOM OpTaHHM3aluH (YUPESKIACHUS) U
HaNpaBJICHUE WX HAa MCIIOJHEHHUE, MCIOJHCHHE U KOHTPOJIb 332 UCIOJIHCHUEM JIOKYMEHTOB;
TEKyIIee XpaHCHHUE JOKYMECHTOB.

Howmenxkmarypa men. O6paboTka [ie s MOCIeAYIOMIero XpaHeHH. DKCIepTH3a

HpOMC)KyTO‘IHaH arrecranuAd - 3a4€T

Bcero:

54




3. YCJI0OBUS PEATIU3AIIUU TPOT'PAMMBI AU CITUTIJIMHBI

3.1. Jlna peanu3amuM NPOrpaMMbl JUCHHUIUIMHBI JO/UKHBI OBITH NMPETyCMOTPEHbBI
cJenyrolue crenuajibHble MOMeIeHusl:

CrienipajbHble TOMEIICHHS IPEJACTABISAIOT COOOM ydueOHbIe ayauTOPHH, JadOPaTOpHH,
MacTepCKHe, OCHAIICHHbIE OOOpYIOBAaHUEM, TEXHUYCCKUMHU CPEICTBAMU OOYYCHHS ISt
MPOBEJICHUS 3aHATHH BCEX BHJIOB, B TOM WYHCJIC JUIA MPOBEACHUS TEKYIIEro KOHTPOJI,
MPOMEXYTOYHOH ¥ TOCYJAapCTBEHHON WTOTOBOM aTTEeCTAllMd, MOMEIICHUS IS OpraHu3aluu
CaMOCTOSITEIIbHOM paOOTHI.

Kabuner «J10KyMEHTAIlMOHHOT'O obecrneueHus YIPaBICHUS OCHAIIEHHBIH
o0opynoBaHueM:

— TI0CaJOYHBIC MECTA MO KOJUYECTBY 00 YUaIOIHXCS;
— pabouee MeCTO MpernoaBaresis;
— MapKepHas JIOCKa,
— y4eOHO-METOIMYECKOe 00ecreYeHHE.
TexHuueckue cpencTBa 00ydeHus:
— JIOKaJbHasi KOMITBIOTEPHAs CETh U II100aJIbHAs CeTh MIHTepHET;
— JIMIICH3HOHHOE IMPOrpaMMHOE OOECIIeYCHHE, B TOM 4YHCIe HMH(POPMAIMOHHBIC CIIPABOYHO-
IIPaBOBbIC CHCTEMBI «I apaHTy;
—  MYJIbTUMEIHANIPOCKTOP, YKPaH.

3.2. UudopManuonHoe odecrieyeHue peajn3auiu NporpaMmbl
Jis peanmzanuu mporpaMmbl oubamoredHslii o Hayunoit 6ubmmoreku @I'BOY BO
«WII'Y» wum. B.J.PacmyTrHa w#MeeT T[€4aTHBIC W/WIM OJCKTPOHHBIC O00pa3oBaTeNbHBIC H
nH(OPMAIMOHHBIE PECYPCHI, IS HCIIOJIb30BAaHMsI B 00pa30BaTeIbHOM IpoIiecce.
3.2.1. DJIeKTpOHHbIE U3TAHUSI
1. Kysueuos, U. H. JlokymeHTanmonHoe obecrieueHue yrpasieHus. [JokymeHToo00poT
U JEJIONPOU3BOJCTBO | YUeOHUK U MPAKTUKYM MJI1 CPEIHEro MpoQecCHOHAIBHOTO
oOpazoBanusi / W. H. Ky3nenoB. — 5-e wu3a., mnepepab. u jom. — Mocksa :
WznarensctBo FOpaiit, 2025. — 425 c. — (IlpodeccuonanbHoe oOpazoBaHHE). —
ISBN 978-5-534-20025-6. — Texkcr : anekTpoHHbI / OOpa3zoBaTelbHas miaTdopma
FOpaiit [caiiT]. — URL: https://urait.ru/bcode/581141 (mara obpamenus: 20.05.2025).
2. IllysanoBa, H.H. JlokymeHTannoHHOe oOecrieueHHe YNpPaBICHUS : YUEOHUK JUIs

cpenHero mpodeccuonamsHoro obpasoanus / H. H. llyBamoBa. — 3-e¢ w3,
nepepab. u jgon.— MockBa: MW3natensctBo FOpaiit, 2025.— 234c.—
(ITpodeccnonanproe obOpazoBanue). — ISBN 978-5-534-20349-3. — Tekcrt

ekTpoHHBI //  OOpa3zoBatenbHass miardopma IOpaiit [caiit]. — URL:

https://urait.ru/bcode/561049 (nara obpamenus: 20.05.2025).

3.2.2. DJIeKTPOHHbBbIE pecypchl
1. JJoponuna, JI. A. JloKyMEHTalMOHHOE OOECleYeHne YIpPaBICHUs : Y4EeOHUK U
NPaKTUKyM s cpeaHero mnpodeccuoHanbHoro ooOpazoBanusi/ JI. A. JlopoHuHa,

B. C. UputukoBa. — 2-e u3fa., mepepad. u gom. — Mocksa : M3marensctBo FOpaiir,
2025. — 270 c. — (IlpodeccuonansHoe oOpazoranue). — ISBN 978-5-534-16017-8. —
Texcr : osnextponHHbiii // OOpasoBarenbHas minatgopma FOpaiit [caiit]. — URL:

https://urait.ru/bcode/563264 (nara obpamenus: 20.05.2025).
2. Kopnees, U. K. JlokymMeHTallmOHHOE 00ECIIEYCHNE YIIPABJICHUS : YICOHHK U MPAKTHKYM
s cpenHero npodeccuoHanbHoro o6pasosanusi/ . K. Koprees, A. B. [lmenko,
B. A. Mamypne. — 3-¢ u3a., mepepad. u jgomn. — Mocksa : M3nmarensctBo HOpaiir,
2025. — 438 c. — (IIpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-16002-4. —
Texcr : osmektponHbIi // O6pazoBatenpHas tiatdopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/563193 (nara obpamenus: 20.05.2025).
3.2.3. lonojiHuTEIbHbIE HCTOYHUKHU
1. AnbOOM MepBUYHBIX JOKyMeHTOB: DnekTponHas kaura (1 CD).- M.: ]I «PaBHOBecuey.-
(Cepust [lenoBble JOKYMEHTBI», BHIIL. 6).
2. PepkakoB A.I1. OOpa3iipl JOKyMEHTOB Ui rpaxaan: DnekrponHas kaura (1 CD).- M.:
NJ1 «PaBHOBECHEY.



3. CnpaBouHo-mipaBoBas cuctema «l apaHT».

4. TOCT P 7.0.8-2025 Haunonansublii crangapt Poccuiickoii ®denepanuu. "Crucrema
CTaH/JapToB 10 MH(opManuy, 6MOINOTEUHOMY U U3ATENbCKOMY Jeily. [leonpou3BOACTBO U
apxuBHOe€ J1en0. TepMuHbI U onpeneneHus."

4. KOHTPOJIb MU OILEHKA PE3YJbTATOB

JUNCIUITJIMHBI

OCBOEHUS YYEBHOM

PesyabTaTnl 00y4yeHust ‘

Kpurepun onenku

MeToabl OIEHKH

HepequL 3HaHHﬁ, OCBAaMBACMBbIX B paMKax JUCHUILUIMHBI

TepmuHosOrHA B
o0mnacTu
JOKYMEHTAIIHOHHOTO
o0ecrieyeHust
yIIpaBJICHUS;
HopmatusHbie
TOKYMEHTEI,
periaMeHTHPYIOIINE
COCTaBJICHUE u
odopmiIeHHE
JTOKyMEHTAIIH u
MOPSIIOK ee 00paboTKH;
[IpaBuna cocraBieHus u
odopmiteHUS
OpraHU3aluOHHO-
pacropsIuTeIbHbIX
JOKYMEHTOB, BXOJSIINX
B YHU(PHIUPOBAHHYIO
cucTeMy
OpraHU3aluOHHO-
pacropsIuTeIbHBIX
JOKYMEHTOB,
YHU(HUIMPOBAHHYIO
CUCTEMY NEPBUYHOU
YYETHOH JOKyMEHTaIluH
B YaCTH JOKYMEHTAIUH

II0 Y4ETy Tpya;
Ilopsimok ~ mpoBenEHHUs
JKCIIEPTU3Bl  LICHHOCTH
JOKYMEHTOB u
MOATOTOBKM  Jel K
apXMBHOMY XpaHEHHUIO.
TexHonorus
OpraHu3aIu
JOKyMEHTO000pOTa B
OpraHu3aIHsIxX
(YapexneHHsIx ).

- opopmIIeHHE JOKYMEHTOB M pEIICHHE
NPaKTUYECKHUX CHUTYaIi c
HOPMaTUBHBIM MPaBOBBIM
000CHOBaHHUEM;

- UCIIOJIb30BAHUE Pa3IMYHBIX
UCTOYHHMKOB, BKJIOYas 3JICKTPOHHBIC
pecypchbl, Meaua pecypcbl, MHTepHeT-

pecypchl, MEpUOANYECKHE H3JIaHHs I10
CHEeHATBHOCTH JUIst peleHHs
npodeCCHOHATBHBIX 3aa4

- JIMOHCTpAlHUsi OTBETCTBEHHOCTH 3a
IPUHATBIE pELIeHUs, OOOCHOBAaHHOCTb
caMOaHaJIM3a U KOPPEKLUsl pe3ysIbTaToB
COOCTBEHHOM pabOTHI;

- WCIIOJIb30BaHUE 3aKOHOJATEIbHBIX H
HOPMATHUBHO-IIPABOBBIX ~ aKTOB  IIpH
IUIAHUPOBAaHUM  IPEANPUHUMATEIIbCKOM
NESTeTbHOCTH B IPOQECCHOHATBHON
chepe;

- JIEMOHCTpalusi 3HaHUH B o0jacTu
(uHAHCOBON TPaMOTHOCTH;

- KOHCTPYKTHBHOCTb B3aUMOJIEHCTBUS C
00yYaroImuMucs, MpernoiaBaTesiMH B
xo0J1e 00y4eHusl, pyKOBOIUTEISIMU
yueOHOI U IPOU3BOJCTBEHHOM MPAKTHUK.
-co0roIeHue HOpM TIPOPECCHOHATTBHON
ITUKH;

—  MOCTpoeHHe  Npo¢eCCHOHATBLHOTO
oOIIeHUsT C  y4eToM  COIMaJIbHO-
po(hecCHOHANIBHOTO CTaTyca, CUTyalluu
oOmieHusi, 0COOEHHOCTeW TIpynmbl |
WHIUBUTYTbHBIX 0coOeHHOCTEH
YYaCTHUKOB KOMMYHHKAIIUH;

- I'PAMOTHOCTh YCTHOW M NUCBMEHHOU
peun;

- odopmieHue JOKYMEHTOB B
cootBeTcTBUH ¢ 'OCTowM;

- ACHOCTh  (OPMYJIUPOBAHUS  H
U3JI0KCHUS MBICIICH;

- TpOSIBIICHHE  TOJIGPAHTHOCTH B

mpoIiiecce OOIIeHMS;
- CcoONIoIeHHe HOPM TIOBEACHUS BO
BpeMsl Y4eOHBIX 3aHSITUH;

- cobmoieHne CTaH/IapTOB

- OJKCIIEPTHOE HaOJIO/ICHUE
BBITIOJIHEHUS TTPAKTUYCCKUX
3aJlaHHH,

- OUEHKa IO HWTOram
YCTHOTO OTIPOCa CTY/ICHTOB,
- HaOIOJIeHUE MO0 HUTOram
TECTUPOBAHUS,
- OIEeHKa B
MIPOBEICHUS
MIPOMEXYTOYHOM
aTTeCTalHu.

nporecce




AHTUKOPPYIMIIUOHHOTO TIOBEICHUS;
- COONIOJJaeT HOPMBI  DKOJIOTHYECKOM
0e30I1aCHOCTH;

- orpesensieT HaIpaBJICHUS
pecypcocOepexeHus B pamKax
npoeCCUOHATBPHON  JIEATEILHOCTH  T10
CIEUAIbHOCTH;

- 30}eKTUBHOCTh  HUCIOJIB30BAHUS
cpencTB  (pu3MUEeCKOW KyIbTYpBI  JUIS
COXpaHEHHsI M YKPEIUICHHS 37J0POBbS B
nporecce poQecCHOHATILHOM
JeSITeIIbHOCTH u MOJICPIKaHUS
HEOOXOUMOTO  ypPOBHS  (PU3UYECKOM
MOJITOTOBJICHHOCTH;

- 3(h(}EeKTUBHOCT, HCIOJIB30BAHHUS B
podeCCHOHATTLHON JESITeTTBHOCTH
HEOOXOJUMOW JTOKYMEHTAIlMH, B TOM
YHCIIe HA UHOCTPAHHOM SI3bIKE

HepequL YMGHHﬁ, OCBAaMBACMBIX B paMKaX TUCHUIIIINHBI

[TpuMeHATH Ha MpaKTHKE
TOCY/IapCTBEHHBIC
CTaH/apThl,
HOPMAaTHBHO-
METOINYECKHUE
TOKYMEHTEI,
periiaMeHTHPYIOLIHe
OpraHMU3aLHUI0
JOKYMEHTAIHOHHOTO
obecnieueHus
yIIpaBJIEeHUS;
CocraBnaThb u
MpaBWIbHO  0QOPMIISTH
OCHOBHBIE BU/JIbI
OpraHU3aluOHHO-
pacnopsiIUTENbHBIX
JOKYMEHTOB;
OdopmisiTs
nH(pOpMaIMOHHO-
CIIPaBOYHYIO
JOKYMEHTAITHIO;
OdopmisaTh  KaJpoBYIO
JOKYMEHTAIHIO.

npyrue

- O(bOpMJ'IeHI/Ie AOKYMCHTOB M PCUICHUC

HpaKTI/I‘-ICCKI/IX CI/ITyaIII/Iﬁ C
HOPMAaTHBHBIM IPaBOBBIM
000CHOBaHUEM;

- HCII0JIb30BaHUE Pa3IMYHbBIX
HCTOYHHUKOB, BKJIFOYast BHGKTPOHHI)IC

pecypcel, Mmenua pecypcbl, HMHTepHeT-
pecypchl, MEpPUOANYECKHE HW3JAHHS TI0
CHeNHaTbHOCTH JUIs peLeHus
MpoeCCUOHANIBHBIX 3a]1a4

- JIEMOHCTpallUsi OTBETCTBEHHOCTH 3a
NPUHATBIE PEIIeHHUsS, OOOCHOBAaHHOCTb
caMoOaHaliN3a U KOPPEKLUs pe3yibTaToB
CcOOCTBEHHOM paboOTHI;

- HCIIOJIb30BaHUE 3aKOHOJATEIbHBIX H
HOPMATHBHO-TIPABOBBIX ~ aKTOB  TIPH
IUIAHUPOBAaHUM  IPEANPUHUMATENIBCKOM
NEeSITeTPHOCTH B IPOQECcCCHOHATHHON
chepe;

- KOHCTPYKTHBHOCTH B3aUMOJICHCTBUS C
00yYaroImuMucs, MPernoiaBaTesiMH B
xo0J1e 00y4eHusl, pyKOBOJIUTEISIMU
yueOHOM U TPOU3BOACTBEHHON MPAKTHK.
-co0JII0/IeHne HOPM TpodeccroHalIbHOM
ITHKH;

—  TOCTpoeHHE  MPOGECCHOHATBLHOTO
oOmeHNsT C  y4eToM  COILMAaJIbHO-
po(ecCHOHANBHOrO CTaTryca, CUTyalluu
oOmieHusi, OCOOCHHOCTEH Tpynmbl U
VHIMBUTyaTbHBIX 0coOeHHOCTEH
YYaCTHUKOB KOMMYHHKAIIHH;

- JKCIepTHOe HaOJI0IeHNe
BBITIOJIHCHHS TPAKTHYECKUX
3aJlaHuH,

- OINEeHKa II0 UTOraMm
YCTHOTO OIpOca CTYJEHTOB,
- HaOIIoJeHUE II0 HTOraM
TECTUPOBAHUS,
- OlEHKa B
MIPOBEICHUS
IIPOMEXYTOYHON
aTTeCTaIluU.

nporecce




- TPaMOTHOCTb YCTHOW U NMHUCHbMEHHOMU
peun;

- odopmieHue JOKYMEHTOB B
cootBercTBUH ¢ 'OCTowMm;

- SICHOCTb dopMmynupoBaHus |
HU3JI0KCHUS MBICTICH

- TpOsIBIICHHE  TOJICPAHTHOCTH B
MpoIecce OOIIEHUS;

- CcOoONIo/IEHHE HOPM TIOBEACHUS BO
BpeMsl YUEOHBIX 3aHSTUI;

- coOuroieHue CTaHJapTOB
AQHTUKOPPYIIIUOHHOTO TOBEJICHHUS;

- COOJIOIaeT HOPMBI  AKOJOTUYECKOU

0e30IMacHOCTH;

— orpenensieT HaTPaBJICHUS
pecypcocOepexeHus B paMkax
MpOPECCUOHAIBHON  JIEATETLHOCTH  TI0
CIEIUATIbHOCTH;

- 9(QQeKTUBHOCTh  HCIOIH30BAHUSI
cpeAcTB (PU3MUECKOW KYJIBTYphI LIS
COXPAaHCHHS M YKPCIUICHUS 3JI0POBbS B
npoiiecce npodeccruoHanbHOM
JESITSIIBHOCTH u TOIJICPIKaAHUS
HEOOXOIUMOTO0  YpOBHSA  (huU3HUECKOM
MIOJITOTOBJICHHOCTH;

- 2(Q¢EeKTUBHOCTh WCIIOIH30BAHUSI B
npodecCHOHATIBHOM JeATELHOCTH
HEOOXOIMMOUN JOKYMEHTAI[UU, B TOM
YHCJIC HA HHOCTPAHHOM SI3BIKE

PabGouast mporpamma paszpaborana B COOTBETCTBUU C DeaepanbHBIM TOCYIapCTBEHHBIM
0o0pa3oBaTeNbHBIM CTAaHJAPTOM CpEIHEro o0Iero oOpa30BaHMs, YTBEPXKIECHHBIM MPUKA30M
MunuctepctBa odpasoBanus u Hayku Poccuiickoit denepaunu ot 27 okTsa6psa 2023 r. Ne 798

ABTOp mporpamMmbl =" T~ =-- M.A.MuTioKOBa, npenoaaBaress Komremka UT'Y
(D.U.0., oonxcrocms)

Ceenenusi o mnepeyrBep:xkaeHun  PaGoueit NporpaMmMbl  y4eOHOH JHCHHMIIMHBI
«/lokyMeHTaMOHHOE o0ecneYeHre YIIPABJICHHUD> HA OUepeIHOH YU4eOHbIi roJ U perucTpanuu
U3MEHEeHU

VYueb Pemenne  YMK Buecennbie Howmepa mucroB
bl roa | Komtemxa A3MEHECHUSA 3ame HOBBIX aHHYN
(Ne mporokomna, HEH-HBIX upo-
nara, TIO/IITHCH BaHHBIX
npecenaTens)

Hacmoswas npoepamma, ne modxcem Ovbimb 60CHpoussedeHa HU 6 Kakou ¢opme 0Oe3
npeosapumenbHo20 NUCbMEHHO20 paspeulenusl Kagheopul-paspabomuuxa npocpammol.




