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1. IACIIOPT PABOYEH MPOT'PAMMBI YYEFHOU JUCIHUTLIAHBI
«TOKYMEHTAIMOHHOE OBECIIEYEHUME YIIPABJIEHU S

1.1. Ob6aacTtp nmpuMeHeHHsi mporpamMmbl. Pabouas mporpamma y4eOHOW MMCIMIUIMHBI
«JloKyMEHTaIlMOHHOE OOECTICUeHNE YIPABICHUS» SBISETCS YaCThIO MPOTPAMMBI TOJATOTOBKU
cnenmanuctoB cpenHero 3BeHa (IMIICC3) mo cnemmansHocTn CIIO 40.02.01 «IIpaBo wu
OpraHu3alys COUAIBbHOIO 00ECIeUeHUs.

YueOHast auciuiuiiHa «J{oKkyMeHTalMOHHOE oOOecreueHue yrpaBieHUs» o0ecrneynBaeT
dbopMupoBaHre OOIIMX KOMIETCHIHHA W TPOPECCHOHATHHBIX KOMIIETEHIIMI IO BCEM BHJaM
nestensHocTt PI'OC mo cmenmansHOocTH 40.02.01 «IIpaBO0 M opraHm3anysi COLUUATHHOTO
obecnieuenus». Ocoboe 3HaYeHHE AMCLUUIUIMHA UMEET Mpu (POPMHUPOBAHUHM U PA3BUTUU OOLIUX U
npodeccuonanbabix kommnerennuii OK 1, OK 2, OK 3, OK 4, OK 5, OK 8, OK 9, IIK 1.1, TIK 1.2,
K 1.3, TIK 1.4, TIK 1.6.

1.2. Mecro aucnmmimebl B crpykrype IIIICC3: yueGHas  aucuuIuIMHA
«JlokyMeHTaImoOHHOE O0ecTieueHre yIpaBiIeHUs» BXOIUT B 001IenpodeccuoHaIbHbIE TUCIUTUIHBI
npodeccuoHaNbHOr0 Y4eOHOTO IHKIIA.

1.3. Heau 1 niiaHupyeMble pe3yJbTaThl OCBOCHHS Y4eOHOM AU CHUIIIMHBI.

B pe3ynbrare ocBoeHUS IPOrpaMMBbl JUCITUIUIMHBI CTYICHT JOKCH:

HMeTh MPAKTHYECKHUIl ONBIT:

- 0OpMIICHHUS U COCTABJICHUS] OPTaHU3AIMOHHO-PACTIOPSIIUTENBHBIX JOKYMEHTOB;

YMETh:

- 0hOpMIIATH OPTraHWU3ANMOHHO-PACIIOPSIUTEIbHBIE JIOKYMEHTBI B COOTBETCTBHHM C
nerctBytomuM ['OCTowm;

- OCYHIIECTBIIATh 00PabOTKY BXOMSIINX, BHYTPEHHUX U UCXOASIINX TOKYMEHTOB, KOHTPOIb
3a WX MCIIOJTHCHUEM;

- 0OPMIIATH IOKYMEHTHI JIJIS TIepeadd B apXUB OpTaHU3aIIH;

3HATh:

- IOHATHE IOKYMEHTA, €r0 CBOWCTBA, CIIOCOOBI IOKYMEHTHPOBAHHUS;

- MpaBUjIa COCTABJICHUS U OPOPMIICHUS OPraHU3alMOHHO-PACIIOPSIUTEIBHBIX JOKYMCHTOB
OPJD);

- CUCTEMY U THUIIOBYIO TE€XHOJOTHIO JTOKYMEHTAIIMOHHOTO 00eCIeueHu s yrpaBieHus (jaanee
- 10Y);

- 0COOCHHOCTH JCJIONPOU3BOACTBA TO OOpalIeHUsM TPaKIaH M KOH(OUICHIIMAIEHOTO

(nanee

JEeII0IIPOU3BOICTBA.
B pesynbrare ocBoeHust yueOHON AUCHUIUIMHBI JOJDKHBI OBITH CpOPMHPOBAHBI:
0bwue KomMnemeHyuu, 6KIOYarOWUe 8 ceds1 CNOCOOHOCMb!
OK 1. IloHuMare CyIIHOCTh M COIMAJIbHYIO 3HAYMMOCTh CBOeil Oynymiei mnpodeccum,
IIPOSIBJIATH K HEW YCTOWYUBBINA UHTEPEC;
OK 2. Opranus3oBbIBaTb COOCTBEHHYIO JEATEIBHOCTb, BBHIOMPATh THUIIOBBIE METOABI U

CIOCOOBI BBIMTOJTHEHUS MTPOPECCHOHAIBHBIX 3a/1a4, OIEHUBATh X A ()EKTUBHOCTH U KaUECTBO;



OK 3. IIlpuHuMaTh peuieHusl B CTAHAAPTHBIX HECTAHIAPTHBIX CUTYallUsIX U HECTH 3a HUX
OTBETCTBEHHOCTH;

OK 4. OcymecTBiaTh NOUCK W HCIOJb30BaHUE HHPOPMAIMK, HEOOXOIUMOM st
3¢ (}HEeKTUBHOTO BBIMOIHEHUSI MPO(EeCcCHOHANBHBIX 3a/a4, NPOPECCUOHAIBHOIO W JIMYHOCTHOTO
pa3BUTHS;

OK 5. Hcnomb3oBaTh  MHGOPMAMOHHO-KOMMYHUKALIMOHHBIE  TEXHOJOTUU B
npodeccuoHaNbHOM e TENbHOCTH;

OK 8. CamocrosTensHO ONpeneNsTh 3aJadyd MNpPOPECcCHOHANBHOTO MU JIMYHOCTHOTO
pa3BUTHUS, 3aHUMATKLCS CAaMO0OOpa30BaHUEM, OCO3HAHHO TUIAHUPOBATH MOBBIIICHUE KBATH(PUKAIUY;

OK. 9. OpueHTHPOBATHCS B YCIOBUSAX MTOCTOSTHHOTO M3MEHEHUS TIPABOBOM 0a3bl.

npogeccuonanvhvie KOMHnemeHyuu, coomeemcmayoujue OCHOBHBIM suoam
npogeccuoHanbHol 0essmenbHOCU.

[1K 1.1. OcymecTBisATs MpoheCCHOHATBFHOE TOJIKOBAHWE HOPMATHUBHBIX IMPABOBBIX aKTOB
JUTS peajTu3alliy MpaB rpak/iad B chepe MeHCUOHHOTO 00ECTICUeHUS U COIMATbHOM 3aIUThI;

[IK 1.2. OcymecTBisTe MpUEM TpaxkJaH IO BOINPOCAM IEHCHOHHOTO oOOecredeHusl U
COLIMAJIbHOW 3aIIUTHI;

[IK 1.3. PaccmarpuBarh MmakeT MAOKYMEHTOB JUIsS Ha3HAYCHUs TICHCHUU, IOCOOUH,
KOMITCHCAIMH, APYrHX BBIIUIAT, a TAKXKE€ MEpP COLHAIBHOW MOJIEPKKH OTACIBbHBIM KaTErOpHsIM
rpaxaaH, Hy>KIAIOIIUMCS B COITMAIbHOM 3aIlIUTe;

[1K 1.4. OcymiecTBnsTh yCTaHOBIIEHUE (Ha3HAUEHUE, MepepacyeT, MepeBo), HHICKCALIUIO
U KOPPEKTUPOBKY MEHCHH, Ha3HAYeHUE MOCOOMH, KOMIIEHCAIMA U JPYTHX COIMAIBHBIX BHITUIAT,
HCIIONB3Ys MH(OPMAITHOHHO-KOMIIBIOTEPHBIE TEXHOJIOTHH;

IIK 1.6. KoHcynbTHpOBaTh rpaXkJaH M MNPEICTABUTENEH HOPUAMYECKHUX JIMI 110 BOIIPOCAM

IIEHCHOHHOT'O 00CCIICUCHHS U COIIMAJIbHOM 3aIlIUTHI.



2. CTPYKTYPA Y COJAEPKAHUE YUYEBHOM JUCIIUILINHBI
«TOKYMEHTAIMOHHOE OBECIIEYEHUE YIIPABJIEHUS

2.1. O0beM yueOHOI JMCUMIIJIMHBI M BUABI YU4eOHO# padoThl

Bup yueOHoii padoThl

O0BbeM yacoB

Ounas popma

3aounas popma

O0bem 00pa3oBaTeIbHOI HATPY3KH 66 66
Oos3aTesqbHAsI Ay IUTOPHAA YueOHasi HArpy3Ka 44 10
B TOM YHUCIIE:

TEOpPEeTUYECKOe 00yIeHNE 18 6

PAKTUYECKHUE 3aHSTUS 26 4
KypcoBasi paboTta (IIpoeKT) - -

CamocrosiTesibHas padora 22 56

IIpomeskyTounas arrectauus B Gopme AudPepeHUNPOBAHHOIO 3a4eTa




2.2. Conep:xxanue yueOHOH TMCUMILIHHBI «/[0KyMeHTaIlHOHHOE o0ecrieueHne YIpaBJieHus

Koanl
KOMIIeTEeHIIUIA,
HaumenoBanue pa3jaesioB C 5 O0bem | popMupOBaAHUIO
—— oJep:kaHue yueOHOro MaTepgg;Ijllallao (lllll(;g‘ngzl OpraHu3anuu JAesATeJbHOCTH 4aCOB KOTOPBIX
Crmocoo0cTByeT
3J1eMeHT
NPOrpamMMbl
1 2 3 4
Pa3nes 1. JlokymMeHTHPOBaHUE YIIPABJIEHYECKOIl 1esITeIbHOCTH. 18
Tema  1.1.  Bsenenue. | Cogepsxanue y4e6HOr0 MaTepuaia 1 OK 1,
CopepkaHue ©  OCHOBHBIC | OGbekT, mpeamer JJOY. OK 2,
3aladn COBpeMEHHOI0 | Ilens M3y4YCHMS JTUCIUITIINHBIL. OK 3,
AOKYMCHTAllHOHHOI'O OO6111as1 XapaKTepUCTHKA Kypca, CBSI3b C IPYTUMH JUCHUIIIIMHAMU. OK 4,
obecrnieyeHus yIpaBIeHUs. Pons JIOY B nesatTenbHOCTH OpraHU3aliy. OK’3,
3naueHue 3HaHui U yMmenui B obnactu IOV 1 crenuanucra. OK 8,
Cnyx0a 10KyMEHTallMOHHOTO 0OeclieueHus yIpaBIeHUs, ee 3a/lauu, CTPYKTypa, OK 9,
JOJDKHOCTHOM COCTaB. IIK 1.1,
PernamenTanus pabotsl ciayx0s1 IOY. IIK 1.2,
OCHOBHBIE TIOHSTHS «TOKYMEHTa, «IOKYMEHTUPOBAHUS», «TOKYMEHTAIIMOHHOTO IIK 1.3,
obecrieueH s yIpaBICHUS. IIK 1.4,
3agaum JIOY. IIK 1.6.
MecTo 1 poJib JOKYMEHTOB B yIIpaBJI€HUN Ha COBPEMEHHOM JTarle.
WNudpopmarnus.
CBoiicTBa U QYHKIIUH TOKYMEHTA.
Knaccudukanmst ToOKyMeHTOB.
CamocrosiTeibHast padoTa CTyAeHTa 4
CocraButh Tabmuity «Mctopus aenonponsBoacTBa B Poccumy
Tema 1.2. HopmarusHo- | Coaep:kaHue y4eOHOro MaTepHuajia 1 OK 1,
meTtoaudeckas 6aza JIOY. TpeboBanust k odopmienuto aokymeHtoB no 'OCT P 6.30-2003 «YHuduuupoBaHHbie OK 2,
CHCTEMBI JOKYMEHTAIlMH. YHU(DUIUPOBaHHAS CHCTEMa OpraHU3allMOHHO-PACIOPSIUTENTbHON OK 3,
JIOKYMEHTAIWH. OK 4,
IIpakTuyeckue 3ausaTust Ne 1. PabGora B KoMmbplOTepHOM Kiacce. W3ydeHue 2 OK5,




HOpMaTHBHOM 6a3bl. PaboTa B cuctemax «KoncymnbranT [lnrocy, «I"apanT» OK 8,
CamocrosTe/bHast paoTa CTyAeHTa 4 OK 9,
[K 1.1,
IK 1.2,
[ToaroroBuTh coobmeHne «YHU(PUKALUSA U CTAaHIAPTU3AIMS JOKYMEHTOB IIK 1.3,
[IK 1.4,
I1K 1.6.
Tema 1.3. OcHoBHBIE Cojep:kanue yueOHOro MaTepuaja 2 OK I,
TpeGOBaHMs K COCTABICHUIO | TToHATHE «OJIAHK TOKYMEHTAY. OK 2,
1 0QOPMIIEHHUIO TOKYMEHTA. | OCHOBHBIE TPeOOBaHKS K OJIAHKY JIOKYMEHTA. OK 3,
CtpyKTypa TOKyMEHTA. OK 4,
TpeGoBanus K 0POPMIICHUIO TOKYMEHTOB. OK'5,
[ToHsATHS «PEKBU3UTY, «POPMYIIP-00pa3eI. OK 8,
PekBU3UTHI, UCTIONB3YyeMblIE IPU MOATOTOBKE U OPOPMIICHUU TOKYMEHTOB. OK 9,
TpeGoBanwusi K 0YOPMIICHUIO PEKBU3UTOB JJOKYMEHTOB. K 1.1,
IpakTHYecKHe 3aHATHS 2 1K 1.2,
Ne 2. PazpaGoTka GaHKa JOKyMEHTA. LK 1.3,
CamocTosiTe/ibHasi padoTa CTy/IeHTa 2 1K 1.4,
CocraButh koHcnekT « ['OCT P 6.30-2003 «YHu(pUUIUpOBaHHbIE CHUCTEMBI TIK 1.6.
JNOKYMEHTaum». M3y4uTb pacrojioKeHHE PEKBH3UTOB M TPaHUIBI 30H Ha Qopmare Ag
YIJIOBOTO M MPOAOJBHOTO OJAaHKOB, pa3MEIIeHHWEe Hayal IeyaTaHus pPEeKBU3UTOB IO
TOPH30HTAIIM M UX B3aMMHOE PACIIOJIOKEHHE.
Pa3nesa 2. CucreMbl JOKYMEHTaIMHU. 32 OK I,
Tema 2.1. Copnepxxanue y4eOHOIro Mmarepmuasa 2 OK 2,
Opranu3auuoHHbIE U Bunel ynpaBieH4ecKuX JOKYMEHTOB, OCOOEHHOCTH COCTaBIEHUS U 0(OpMIICHUS. OK 3,
pacnopsiAuTeIbHbIC CucreMa OpraHU3alOHHON JOKyMEHTAIluu. Buabl opraHn3aliMoHHbIX TOKYMEHTOB OK 4,
HAOKYMCHTBI. Cucrema pacnopsumTenLHofz'I JOKYMCHTAaIINH. Buner pacropsIANTEIbHBIX JOKYMECHTOB. OK 5,
OcoOeHHOCTH COCTaBJICHUS U OPOPMIICHHS PACTOPSAUTENBHBIX TOKYMEHTOB. OK 8,
IIpakTnyeckue 3aHsaATHS OK9,
Ne 3. Pa3zpaboTka u oopmiieHHE NTPHKa3a 10 OCHOBHOM J€SITEIbHOCTH. 4 IK 1.1,
Ne 4, PazpaboTka u opopMiIeHHE TTPUKA3a 10 JUIHOMY COCTaBY. K 1.2,
2 IK 1.3,
CaMocTosiTebHas padoTa CTyAeHTa 1K 1.4,

IIK 1.6.




Tema 2.2. CripaBouHO- Copaeprxxanue y4eOHOIo MaTepuaJa OK 1,
UH(POPMALIMOHHbIE Cucrema nHGOPMAIIMOHHO-CIIPABOYHOMN TOKYMEHTALIUH. OK 2,
JIOKYMEHTBI Buibl uHGOPMALMOHHO-CIIPABOYHAIX JOKYMEHTOB. OK 3,
OcoOenHocTH cocTapieHus U 0opMIIeHHs] HHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB. OK 4,
IIpakTHyecKue 3aHATHS OK’5,
Ne 5. JlenoBas wurpa «3aceganue YuenHoro Comera». Pa3pabotka m odopmieHue OK 8,
IIPOTOKONIA. OK9,
Ne 6. PazpaboTka u oopmiieHHEe aKTa. IK 1.1,
IIK 1.2,
K 1.3,
Ne 7. Pa3pabotka u odopmiieHne JOKIATHON, CIIy>KEOHOM U 00BACHUTEILHOM 3aHCOK. TIK 1.4,
I1K 1.6.
Tema 2.3. O0Ouume ocHoBbl | Conep:kaHue Y4eGHOT0 MaTepHasia OK 1,
JIEJI0OBOM KOPPECHOHACHIUH. | OcoOEHHOCTH COCTABICHUS JIETIOBOM KOPPECIIOHICHIINH. OK 2,
OcobenHocTr 0OpMIICHHS JEI0BOM KOPPECTIOHJCHIIUH. OK 3,
Crny>xeOHasl mepenucKa Ha NpeAnpUsTUH. OK 4,
Buael nucem. OK'S,
TpeboBaHMs K J1€JIOBOH peyH. OK g,
I'paMMaTHUECKHE OCOOEHHOCTH JIENIOBOM peuH. OK9,
JIoru4eckoe MoCTPOEHHE OKYMEHTOB. 1K 1.1,
IpakTHyeckue 3aHATHS TIK 1.2,
Ne 8. JlenoBast urpa «Cocrapienue u 0OpMIICHUE UCXOISIIEH TOKYMEHTAIUU B TK 1.3,
IOPUJINYECKOH ci1yx0e opraHu3aum» K 14,
CamocrosiTeibHas paboTa CTyeHTa K 1.6.
Hamucats acce «llenecoobpasnocts ucnoib3oBanus 6y1ankoB B X X1 Beke»
Tema 2.4. IOpunnueckue CopaepxxaHue y4eOHOro Mmarepuasa OK 1,
AOKYMCHTBI OCo0eHHOCTH COCTABIICHUS! FOPUANYECKHUX TOKYMEHTOB OK 2,
OcoOenHocTH 0POPMIICHUS IOPUANUECKUX TOKYMEHTOB OK 3,
TexHo0rMs pabOTHI C FOPHANYECKMMH JOKYMEHTAMHU OK 4,
IIpakTnyeckue 3aHsATHS OK’S,
Ne 9. Keiic «CocraBienue ycrapa». CoctaBieHne U 0ohopMIIeHHE TUTYIBHOTO JINCTA 8§ g’
,
U CTPYKTYpHI yCTaBa IK 1.1,

Ne 10. CocraBnenue u 0ohopMIIeHUE TOBEPEHHOCTH.




CamocrosiTes1bHas paboTa CTygeHTa IIK 1.2,
4 IIK 1.3,
Hanucate pedepar Ha Temy «TpeGoBaHHsS M TEXHOJOTHA PabOTHl C FOPUAMYECKUM K 1.4
JIOKYMEHTOM» K 1.6,
Paszgen 3. Opranuzamus padoTbl ¢ JOKYMEHTAMH. 12 OK 1,
Tema 3.1. Opranuzanus Coaep:xxanue yueOHOro MaTepuaJia 2 OK 2,
JOKYMEHTO000pOTa. JIBuKeHMEe JOKyMEHTOB Ha NPEIUPUATHH C MOMEHTAa HUX CO3JIaHUS J0 3aBEpIICHUS OK33,
UCIIOJIHEHUS UJIM OTIIPABKHU. OK 4,
[TonsTHE «<IOKYMEHTOOOOPOT. OKS,
[TpuHIMIBI OpraHu3anyu J0KyMEHT0000poTa. OK 8,
®opMbl OpraHu3aluy padoThl ¢ JOKYMEHTaMHU. OK9,
[TpoxoxxaeHne U MOpsAJOK UCIIOIHEHUS BXOAALINX JTOKYMEHTOB. 1K 1.1,
[TpoxoxaeHne NCXOAAIMNUX U BHYTPEHHUX IOKYMEHTOB. 1K 1.2,
Pa6oTa ¢ KOH()HIEHIHATLHBIMU JTOKYMEHTAMH. IIK 1.3,
IlonsiTHE «KOMMEpUYECKas TalHa. 1K 1.4,
Pa6oTa ¢ nucbkMaMu U 00paIleHHsIMU MPaXkIaH. IIK 1.6.
IIpakTHYecKkue 3aHATHS
Ne 11. Odopmiienne xypHaia perucTpaiy BXOAsIIed KOPPECTIOHICHIINH, HCXOSIICH 2
U JKypHaJl perHCTPaLliy IPUKA30B.
CamocrosiTesibHas paboTa CTyeHTa
CoctaBuTh coobiieHne Ha TemMy: «OcoOeHHOCTH (POPMHUPOBAHMS M XPaHEHHs JeNl B 4
IOPUAMYECKOM OTAEIIEN
Tema 3.2. @opmupoBanne u | Cogepkanue y4eGHOro MaTepuajia 2 OK I,
XpaHeHHe Jiedl. [Tpouecc popmupoBanus aei. OK 2,
CocraBiieHre HOMEHKJIATypBl JEll. OK 3,
IToHsATHA «HOMEHKIIATYpa AEID, «IEI. OK 4,
3aa4uu U MOPAJOK CUCTEMATU3aLlUN JOKYMEHTOB. OK 5,
OcoOenHocty (hOpMUPOBAHUS PA3TUUHBIX TPYIII JOKYMEHTOB. OK 8,
Posib HOMeHKIaTypHI A€ npu GOPMUPOBAHUH JOKYMEHTOB B JIEJa. OK 9,
®dopmupoBanue U 0hOpPMIICHUE JE. IK 1.1,
Opranuzanus TeKymero (onepaTuBHOTO) XpaHEHUS JIe. K 1.2,
IToaroroBka u nepenaya TOKyMEHTOB Ha apXUBHOE XPaHEHHUE. IIK 1.3,
OKCHepTu3a HEHHOCTU JOKYMEHTOB. IIK 1.4,
IIpakTnyeckue 3aHATHS [IK 1.6.




| Ne 12. ®opmupoBaHre apXUBHOTO Jiea. 2
Paznen 4. ABromaTuzanus npoueccos JJOY. 4 OK 1,
Tema 4.1. ABTomaruzauusi | CogepskaHue y4e6HOro MaTepuaa 2 OK 2,
npouneccos JIOY. XapaKkTepuCcTUKa TEXHUYECKUX CPEACTB, IPUMEHIEMBIX B IEJIONPOU3BOJICTBE. OK3,
TupaxupoBaHue JOKYMEHTOB. OK 4,
Bo3MoxxHOCTH TpUMEHEHUSI KOMIBIOTEPHBIX TEXHOJOTUA B  JIOKYMEHTHPOBAaHUU W OK'5,
OpraHu3aIy JIOKyMEHTOO000pOTa. OK8,
BHenpenue cucTeMsl 2JIEKTPOHHOTO JOKYMEHTO000pOTa Ha MPEANPUATHH. OK9,
ABTOMaTH3UpOBaHHBIC pabouune mecta (APM). IIK 1.1,
Opraanzanys JOKYMEHT0000POTa € MCIIOJIb30BAHHEM CPEACTB TEIIEKOMMYHUKAITIH. TIK 1.2,
IIpakTH4yeckue 3aHATHS IK'1.3,
Ne 13.9kckypcusi 10 CTPYKTYPHBIM TMOJApa3JeieHusM WHCTHTyTa. OpraHuzanus 2 IK 1.4,
yp PYKTYP Apasa yr P 10 K 1.6.

pa60‘lI/IX MCCT U 3JICKTPOHHOI'O I[OKYMGHTOO60pOTa.

IIpome:xxyTouHasi aTTeCcTAIUSA:
JAnddepennupoBaHHbIN 3a4eT

Bcero:

66




3. YCJOBUS PEAJIU3AIIMA TPOTPAMMBI YUEBHOM TV CHUILIMHBI

3.1. TpeGoBaHus K MaTEPUAJTbHO-TEXHUYECKOMY 00ecIe4eHnI0
Peanuzanus mporpaMMbl  TUCHMIUIMHBI — TpeOyeT Hamuyust ydeOHOro KaOuHeTa
Ipo¢eCCHOHATIBHBIX JUCLUIUINH.
O6opynoBanue y4eOHOTO KaOWHETa: y4eOHBIE CTOJIBI, pabodyee MeCTO MPErnoIaBaTes,
KOMIUIEKT y4eOHO-HaIJISIIHBIX TOCOOMH IO JUCLUIUIMHE, pa3AaTOuHbIi MaTepuall.
TexHuueckue cpeacTBa OOydeHHUs: MOOWIBHBIA MYJIbTUMEIUHHBIA KOMILIEKC: HOYTOYK,
IIPOEKTOP, IKPaH.

3.2. UnopmannonHoe odecnevyenne 00y4eHus

OcCHOBHBIC HICTOYHUKH:
- ApacmanoBa, B. A. JlokymeHTanmoHHoe oOecleueHrne YIpaBieHUsA: Yy4eOHO-

MpaKkTHYECKoe 1ocodue B cxemax, Tabnuiax, oopasmax : [12+] / B. A. Apacnanosa. — 2-¢ u3., JOIL.
u niepepad. — Mockga ; bepnun : Aupexr-Meana, 2020. — 266 c. : wi., Tabn. — Pexxum nocrymna: mo
noanucke. — URL: https://biblioclub.ru/index.php?page=book&id=578394. — bubmauorp. B KH. —
ISBN 978-5-4499-1454-5. — DOI 10.23681/578394. — Texkcrt : anexkrponusbiii.(CI10)

- BemkypoBa, A. b. JlokymeHTalnimonHoe oOecriedeHue yrpaBjieHus: yueOHoe rnocoodue

JUIS CTYJIEHTOB CpeAHero npodeccuoHanibHOro oopasosanus : [12+] / A. b. BemkypoBa. — Mockaa ;
bepnun : {upexr-Menua, 2020. — 169 c. : un., tabn. — Pexxum poctyna: nmo mogmucke. — URL:
https://biblioclub.ru/index.php?page=book&id=570999 - bubmmorp.: c. 156-159. — ISBN 978-5-
4499-0436-2. — DOI 10.23681/570999. — Tekcr : anekrponHsbiii.(CITIO)

JlonosiHUTEILHAS JIUTEpaTypa:

- BemkypoBa, A. b. OCHOBBI Nenompou3BoACTBa: yueOHOE TOCOOMEe ISl CTYICHTOB
cpennero mpodeccuonanbHoro odpaszoBanus : [12+] / A. b. BemkypoBa. — Mocksa ; bepnun :
Hupexr-Meauna, 2020. — 245 c. : wn., Tabn. — Pexum pgocryna: mo mnoxmucke. — URL:
https://biblioclub.ru/index.php?page=book&id=576203— bubauorp.: c. 233-237. — ISBN 978-5-
4499-1171-1. — DOI 10.23681/576203. — Tekcr : anexkrporHsbif.(CITIO)

- Ky3nenos, U. H. [lenonpousBoactso : yuebHoe nocodue : [16+] / U. H. Ky3nenos. — 9-
e u31., nepepad. — Mocksa : JlamkoB u K°, 2020. — 406 c. : wi. — Pexxum gocTtymna: mo moAmnucke. —
URL: https://biblioclub.ru/index.php?page=book&id=572967— bubauorp.: c¢. 312-323. — ISBN
978-5-394-03881-5. — TekcrT : 3NEeKTPOHHBIH.

HNupopmannoHHbIe pecypehl:

1. Jlemompou3BoICTBO + [DneKTpOHHBIH pecypc] / Pexum JIOCTYyTIa
http://www.delpro.narod.ru

2. IOKyMEeHTOO0OpPOT ¥ JEJONPOU3BOJICTBO: KHHUTH, YYCOHUKH U CaMOYYHTEIH
[DnexTponHsIit pecypc] / Pexxum noctyna http:// www.workpaper.ru

3.CaiiT Mo KaJapoBOMY JEJOMPOU3BOJICTBY [DIeKTpoHHBINH pecypc| / Pexum moctymna
http://www.kadrovik-praktik.ru

4. JIokyMEHTOOOOPOT U AETONPOU3BOACTBO. CHCTEMBI AIEKTPOHHOTO TOKYMEHTO000pOTa
[OnekrponHsIii pecype] / Pexxum moctyna http://www.doc-online.ru
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4. PEAJIM3ALIUA TPOT'PAMMBI JUIA JIMI] C OTPAHUYEHHBIMU
BO3MOXKHOCTAMH

1. OGpa3zoBanue OOy4arOIUXCA C OrPaHUYEHHBIMH BO3MOXKHOCTSIMH 370pPOBbs  (TIpH
HIMYMHM KOHTUHTEHTA) MOXKET OBITh OPraHM30BaHO KaK COBMECTHO C JPYIMMHU OOYYarOIIUMHUCH,
TaK U B OT/EJIbHBIX IpyIHIax.

B ocBoeHMM IMCHMIIMHBI MHBAJUAAMU M JIMIAMHU C OTPAHUYEHHBIMU BO3MOXKHOCTSIMU
3I0pOBbsI OOJIBIIOE 3HAUYEHUE HMMEET WHAMBUIyalbHas paboTa, MoapasymeBaromias Be (opMbl
B3aMIMOJICHCTBUS C TIperojaBareieM: HWHAMBHIyalbHAs ydeOHas pabora (KOHCYJIbTAIWH), T.C.
JIONOJTHUTEIbHOE DPa3bACHEHHE Yy4eOHOro marepuana, M yrIyOJeHHOE H3yuyeHHe Marepuaia U
WHAMBUJyaJIbHAsl BOCHMTaTelbHas pabora. VHaMBHIyanbHble KOHCYJbTAllMM IO MpEeIMETy
SIBIISTIOTCS] BYKHBIM (DaKTOPOM, CITOCOOCTBYIOIIUM MHIMBHUIYaIH3AIMH O0YYCHUS U YCTAHOBJICHUIO
BOCIIMTATEIbHOTO KOHTaKTa MEXJy IpenojaBaresieM M OOydarolUMCS HWHBAIMJIOM WJIU
00y4aroIuMCs ¢ OTPaHUYEHHBIMU BO3MOXKHOCTSIMU 3/J0POBBSI.

2. Y4eOHO-MeTOoIMYeCKHe MaTepualbl Uil OOy4arolUXCcs W3 4Kcia MHBAJIMIOB M JIUI] C
OTPaHUYECHHBIMH  BO3MOXHOCTSIMH ~ 3/IOpPOBBbSl  TPEAOCTABISIOTCS B OOHOW U3 (opwm,
aIalTHPOBAHHBIX K OTPAaHHYEHHSIM UX 3JI0POBbBS U BOCIIPUATHS HH(POPMAITUH.

[Tepeuenpb yueOHO-METOAMUECKOTO 00eCIieyeHHs Uil 00yHaromuXcs Mo JUCHUIUINHE:

e C HapyuieHHEM ciiyxa: B iedaTHoi popme, B hopMe dJIEKTPOHHOTO JOKYMEHTA;

e C HapylmeHHMEM 3peHMs: B Ie4aTHOM ¢opMme yBelndeHHbIM HipudTom, B ¢opMme

ANEKTPOHHOTO JJOKYMEHTA;

e C HapyleHHEM OIOPHO-JABUIaTENbHOIO ammnapara: B IedaTHOW Qopme, B ¢opme

3JIEKTPOHHOI'O IOKYMEHTA;

JlaHHBI mepedeHb MOXKET OBITh KOHKPETHU3UPOBaH B 3aBHCHMOCTH OT KOHTHHIEHTa
o0y4Jaronmxcs.

3. OcBoeHME IWCUWIUIMHBI WHBAIWAAMU M JIUIIAMH C OTPAHWYCHHBIMH BO3MOXXHOCTSIMH
3/I0pOBbSl OCYILECTBISIETCSI C HCIOJB30BaHUEM CpEACTB OOydeHHs OOLIEro M CHEUaIbHOTO
Ha3HAYEHUS: MYJIbTUMEAUIHHOE O00OpYyIOBaHHWE C BO3MOXKHOCTBIO JKPAHHOTO YBEIWYEHHS IS
CTY/ICHTOB C HAapyLIEHHEM 3pEHHUs, MCTOYHHKH IUTaHUA JI HHIUBUAYAIbHBIX TEXHUYECKHUX
CPEICTB.

B xaxmoit ayauropuu, r€ OOyYarOTCS WHBAIUABI W JIMIA C OTPaHUYCHHBIMHU
BO3MOKHOCTSIMH ~ 3/10pPOBBSI, IPEIyCMaTPUBAETCS COOTBETCTBYIOLEE KOJMYECTBO MECT JIs

o6yqa101u1/1xc;1 C YUCTOM OT’ paHI/IquI/Iﬁ HX 300POBbA.



5. KOHTPOJIb 1 OIIEHKA PE3YJbTATOB OCBOEHUS YYEFHOM JUCIUILINHBI

KOHTpOJIB N OICHKa PpeE3yjIbTaTOB OCBOCHUA y‘lC6HOfI AUCHUILIMHBI OCYINCCTBIISICTCA

npenoaaBarcjicM B IMIPOLCCCC IMPOBCACHHA IPAKTHUCCKHUX SaHHTHﬁ, TCCTUPOBAHHA, a TaAKIKC

BBIITOJIHCHU L OGY‘IaIOH_[I/IMI/ICSI HWHAWBHUAYAJIbHBIX SaHaHHfI.

PesyabTaTnl 00yueHus
(ocBOEHHBIE YMEHM S,
YCBOEHHbIE 3HAHMS)

Kpurepun onenkn

DopMBbI U METOABI
KOHTPOJISI ¥ OLIEeHKH
pe3yJabTaToB 00y4eHHsl

B pe3ynbrate ocBoeHus
y4eOHOM TUCITUTUIMHBI
00Y4alOIMINICS TOIDKEH YMETh:

- 0(OpPMIISTH OpPraHU3AIMOHHO-
pacnopsiIuTeNbHbIE TOKYMEHTHI B
COOTBETCTBHUH C JIEUCTBYIOIINM
I'OCTowm;

- OCYIIECTBIIATH 00pPabOTKY
BXOJAIINX, BHYTPSHHUX U
UCXOJAIINX JTOKYyMEHTOB,
KOHTPOJIb 32 UX UCIIOJTHEHUEM;

- 0OPMIIATH TOKYMEHTBI JIJIst
nepeiadyu B apXuB OpraHU3alNu.

B pe3ynbTare ocBoeHUS
y4eOHOU AUCIUILITUHBI
00y4Jaronuiics JOJMKEH 3HATD:

3aKOHOJATENbHYI0 0a3y 00
OpraHu3alyy roCy1apCTBEHHON
CTaTUCTUYECKONH OTYETHOCTH U
OTBCTCTBCHHOCTH 3a HAPYIICHUC
Hopsi/iKa ee MpeICTaBIeHuUs;

COBPEMEHHYIO CTPYKTYPY
OpraHoOB roCyJapCTBEHHOMN
CTaTHUCTHKH,

UCTOYHUKHU y4yeTa
CTaTUCTUYECKON nH(pOpMaLny;

HKOHOMHKO-CTATUCTHUECKHUE
METO/]Ibl 00pabOTKH Yy4ETHO-
CTaTUCTHYECKON MH(OPMAIINY;

CTaTUCTHUYECKHEC
3aKOHOMEPHOCTH U IMHAMHKY
COITMATEHO-9KOHOMHYECKUX
MIPOILIECCOB, TPOUCXOASAIINX B
CTpaHe.

OTINYHOY - TEOPETHUECKOE
coJIepKaHue Kypca OCBOCHO
MOJIHOCTHIO, 0€3 MpoOeIIioB,
yYMEHUs1 COPMHUPOBAHBI, BCE
[IPelyCMOTPEHHbIE MPOTPaMMOi
yueOHBIC 33]JaHUS BBIITOJHCHEI,
Ka4eCTBO UX BBIITOIHCHUS
OIICHEHO BBICOKO.

«XO0poII0» - TEOPETHIECKOE
coJIepKaHue Kypca OCBOCHO
MIOJIHOCTBIO, 0€3 MpoOeIoB,
HEKOTOPBIC YMCHHUS
c(hopMHUpPOBaHBI HEJJOCTATOYHO,
BCE TIPEyCMOTPEHHBIC
POrpaMMoil yueOHbIe 3a1aHUS
BBITIOJTHEHBI, HEKOTOPBIE BHUJIBI
3aJIaHAH BBITTOJTHEHBI C
OIIMOKAMHU.

«Y IOBJIETBOPUTEIHHO) -
TEOPETUIECKOE COJIEPIKAHNE
Kypca OCBO€HO YaCTHYHO, HO
poOeJIbl HE HOCSIT
CYIIIECTBEHHOTO XapakKTepa,
Heo0X0uMble yMEHHUS paboThI C
OCBOEHHBIM MaTEpHaiOM B
OCHOBHOM C()OPMHUPOBAHBI,
OOJIBLIITUHCTBO
MIPETyCMOTPEHHBIX ITPOTPAMMOI
o0ydeHus yueOHBIX 3aJaHHA
BBITIOJTHEHO, HEKOTOPHIE U3
BBITIOJIHCHHBIX 3aJJaHUI
COJIepXKaT OINOKH.
«HeynoBneTBOpUTENBHOY -
TEOPETUIECKOE COJICPIKAHNE
Kypca He OCBOEHO,
HEO0OXOMMBIC YMEHUS HE
c(hOpMHUPOBAHBI, BHITTOIHEHHBIE
yueOHBbI€ 3aJJaHUs COJIepKaT
rpyOble OITMOKH.

Tekyuii KOHTPOJIb:

- IPOBEICHUE
MUCHbMEHHOT0/YCTHOTO
orpoca;

- IPOBE/ICHUE
TECTHUPOBAHUS;

- OIICHKA Pe3yJIbTaTOB
CaMOCTOSITENIbHOW PabOTHI
(Hanmucanue pedeparos,
pelieHue 3a1a4 u T.11.)

[TIpoMexxyTouHBII
KOHTPOJIb:

- B hopme
mudepeHIMPOBaHHOTO
3ayera
(MMChMEHHBIN/yCTHBIN
OTIPOC, TIPOBEICHHE
TECTUPOBAHUS U T.JI.)
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