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1. MACIIOPT PABOYEM ITPOT'PAMMBI YYEBHOM JUCITATIINHBI
«1OKYMEHTAIMOHHOE OBCIIEYHEHHUE YIIPABJIEHUS»

1.1. Ob6aacTp npuMeHeHus nporpamMmbl. Pabouas mporpamma y4eOHOW TUCIMIUIMHBI
«JlokymMeHTaMoHHOE 00ecneuyeHrne YIpaBICHUs» SBISETCS YacTblO MPOTrpamMMbl IOJATOTOBKU
crenuanuctoB cpeanero 3BeHa (IMIICC3) mo cnenumansHocTH 40.02.04 «¥OpucnpyneHuus» u

eauHa 11 BceX (hopm oOydeHws.

Vuebnas JUCHUITIIIMHA ((Z[OKYMCHTaHI/IOHHOC obecreyeHune YIOpaBJICHUA obecreynBaeT

dopMupoBanne oOmMX W NMPO(ECCHOHATBHBIX KOMIICTEHIMH IO BCEM BHJAM AEATEIHLHOCTU
®I'OC no cneunansHoctu 40.02.04 «HOpucnpyneHuus.

1.2. MecTo AMCUUIIUHBI B CTPYKTYpPe OCHOBHOI 00pa30BaTe/IbHON NPOrpaMMbl

VYuebHas [ucHMIUIMHA «J{OKyMeHTanMOHHOEe o0ecreueHne YIpPaBICHUS» SBISIETCS
o0si3arenbHOM  YacThio  OOmenpodeccHoHANBHOTO [HKJIA TPUMEpPHOW  00pa3oBaTeNbHON
nporpammel B cootBercTBUM ¢ @I'OC CIIO no cnenuanbHOCTH.

Oco0oe 3HaueHWe MAUCUUIUIMHA HMeeT Mpu (HOPMHPOBAHMM U PA3BUTUU OOIIMX
komnetenuit OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 07, OK 08, OK 09.
1.3. Heap u niianupyemblie pe3yJibTAThl 0CBOEHUS JUCHUILINHBI:

B pamkax nporpaMMbl yueOHOM TUCIMIUIMHBI O0YYAIOIIMMUCS OCBAUBAIOTCS YMEHUS

Y 3HaHUs
Kon Ymenus 3Hanus
IIK, OK
OK 01, [Ipumensars Ha npaktuke | TepmuHonoruro B obnactu
OK 02, roCyapCTBEHHBIE CTaHJAPTHI, | JOKYMEHTAIIMOHHOTO obecrieyeHus
OK 03, JIpyrue HOPMaTUBHO-METOAMYECKHUE | YIPABIICHHUS;
OK 04, JOKYMEHTBI,  pernameHTupyoomue | HopmatusHbie JIOKYMEHTHI,
OK 05, OpraHM3aIMI0 JOKYMEHTAllMOHHOIO | PErJaMEHTUPYIOIIUE  COCTAaBJIEHUE U
OK 06, oOecrnieueHnsl ypaBieHuUs; oopMIIEHHE JOKYMEHTAllUM U MOPSAI0K
OK 07, CocraBndrthb u MpaBWIBHO | €e 00paboTKy;
OK 08, 0QopMIISITH OCHOBHBIE Buael | [lpaBuna cocraBneHuss U oQopmileHUS
OK 09, OpraHU3alOHHO- OpraHU3alMOHHO-PACIIOPSAIUTEIbHBIX
IIK 1.2, pacropsAUTEIbHBIX TIOKYMEHTOB; JIOKYMEHTOB, BXOJIALINX B
I1K 1.3. Odopmisate UH(POPMALMOHHO- | YHU(DUIIUPOBAHHYIO cUCTEMY
CIIPAaBOYHYIO JOKYMEHTALHUIO; OpraHU3alMOHHO-PACIOPSAAUTEIbHBIX
OdopmnsaTe KaJIpOBYIO | IOKYMEHTOB, YHUGUIUPOBAHHYIO
JIOKYMEHTALHIO; CHUCTEMY MIEPBUYHOMN Y4YETHOU
OdopmnsaTe MPETEH3UOHHO- | JOKYMEHTAallU! B YacTH JOKYMEHTAalluu
HCKOBYIO JIOKYMEHTAIIHIO. 0 YYeTy Tpya;
[lopsamox  mpoBeneHUss  DKCIEPTU3bI
LIEHHOCTH JOKYMEHTOB M TOJTOTOBKH
JIeJI K apXUBHOMY XPAaHEHHUIO.
TexHonoruto OpraHu3aluu
JIOKYMEHTOO0OpOTa B  OpraHU3aIUsAX
(YdpexaeHusx).




B pesynbrare ocBoeHus yd4eOHON AUCHUILIMHBI JOJIKHBI ObITH C(hOPMHPOBAHBI:

OK 01. BeiOupats cmocoObl pemeHus 3anad Mpo(hecCHOHAIBHOW JesITeIbHOCTH
IPUMEHUTEIBHO K Pa3JIMYHbIM KOHTEKCTaM;

OK 02. Hcnonb3oBaTb COBPEMEHHBIE CPEICTBA IOMCKA, aHAIU3a M HHTEPIpETalUU
uHpopMaUu U UHPOPMALMOHHBIE TEXHOJOTMU JJIS BBIIOJIHEHHUS 33434 IpodecCHOHATBHON
NeSITeIbHOCTH;

OK 03. IlimanupoBaTh U peaqn30BbIBaTh COOCTBEHHOE MPO()ECCHOHATLHOE U IMYHOCTHOE
pasBUTHE, NPEANPUHUMATEIIBCKYIO AEATEIBHOCTh B NPOPECCHOHATIBHON cdepe, NCIOoIb30BaTh
3HaHUS 110 IPaBOBOM U (PMHAHCOBON I'PAaMOTHOCTH B PA3JIMYHBIX )KU3HEHHBIX CUTYaLUSX;

OK 04. D¢ddexTnBHO B3aMMOACHCTBOBATH M pabOTaTh B KOJUIEKTUBE 1 KOMAH/IE;

OK 05. OcymiecTBisiTh YCTHYIO M NHMCbMEHHYI0 KOMMYHHUKALMIO Ha FOCYAapCTBEHHOM
s3pike  Poccmiickoit ®epepanuy € yd4eTOM OCOOCHHOCTEW COIUAIBHOTO W KYJIBTYPHOTO
KOHTEKCTa;

OK 06. IIposBnaTh Ipa)xJaHCKO-NATPUOTUYECKYIO IO3UIMIO, JEMOHCTPUPOBAThH
OCO3HaHHOE MOBEICHUE Ha OCHOBE TPAJUIIMOHHBIX OOLIEUEIOBEUECKUX LIEHHOCTEH, B TOM YHuCIie
C yYeTOM TrapMOHM3allUd MEXHALMOHAJIBHBIX M MEXPEIUTHMO3HBIX OTHOIIEHHH, MPUMEHSThH
CTaHJAapThl aHTUKOPPYNLUOHHOTO [TOBEICHMS;

OK 07. CopneiicTBOBaTh COXpPAaHEHUIO OKPYKAIOMIEH Cpebl, pecypcocOepekeHuto,
OPUMEHATh 3HaHWS OO0 U3MEHEHUM KIuMaTa, MPUHIMIBI OEepexIIMBOro IpPOU3BOJICTBA,
3 PEKTUBHO ACHCTBOBATH B UPE3BBIYAWHBIX CUTYAIIUsX;

OK 08. Ucnonb3oBarh cpecTBa PU3NUECKON KyIbTYpbl ISl COXPAHEHUS U YKPEITIJICHUS
3I0pOBbsl B Ipoliecce NPOPECCHOHATBHON NEATEIbHOCTH U MOAJCPXKAHUSA HEOOXOJUMOro
YpOBHs (pU3MUYECKON OATOTOBIEHHOCTH;

OK 09. Ilonb3oBatbcsi MpoecCHOHATBHONW JTOKYMEHTAllMel Ha TroCylapCTBEHHOM H
MHOCTPAaHHOM SI3bIKaX;

IIK 1.2. IlpumeHsaTp HOpMBI MpaBa JUIsl pelleHHs 3ajad B MNpodeccCHOHAIbHOM
JeSITEIbHOCTH.

[IK 1.3. Bnamers HaBBIKAMU MOJATOTOBKH IOPUIUYECKUX JOKYMEHTOB, B TOM YHUCJE C
HCIOJIb30BaHNEM MH(POPMAIIMOHHBIX TEXHOIOTH.



2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIHUILIMHBI
«/lokyMeHTanMOHHOE o0ecneYeHue yIpaBJIeHU

2.1. O0beM y4eOHOM NTMCHUILIMHBI U BUbI Y4eOHO# padoThl

Buna yueOHoii padoThI

O0BeM yacoB

OYHas
O0bem o0pa3oBaTeIbHON HATPY3KH 42
O6s13aTesibHAs ayIUTOPHAs ydeOHAasi HATPY3Ka 34
B T.4. B popMe NPpaKTHYECKOH MOJATOTOBKH 18
B TOM YHCIIE:
TeopeTudeckoe o0yueHue 16
MPAKTUYECKHE 3aHITUS 18
KypcoBasi paboTa (mpoeKT) (€ciu MperyCMOTPEHO) -
CamocrosiTesibHasi padoTa cTy/leHTa (BCero) 8

IIpome:xyTouHast aTTecTALMA 324eT € OLIEHKOM




2.2. Cogepxanue y4eOHOH aucHUNIINHBI «/loKyMeHTallMOHHOE o0ecnieyeHre yIpaBJJieHus»

Oo0beM, aKkaj.

u/ Koabl koMneTeHnui,
HaumeHnoBanue Coaeprxanue yueOHOro Mareprasa u GopMbl OPraHM3anMH 1esITeIbHOCTH BTN aHeie B ¢popmupoBanuro
pa3aesioB U TeM o0yuyarmuxcst (bopuie . | KOTOPBIX CIIOCOOCTBYeET
HPARTIMICCRON | rement NPOrpaMMmblI
NOAr0TOBKH,
aKaa. 4
1 2 3 4
Pasnen 1. OCHOBBI JOKYMEHTHUPOBAHMS YIIPABJEHYECKOM JESATEJIBHOCTH 5/2
Tema 1.1 Ilonsitue o | Conep:kanue yueOHOro MaTepuajia 1 OK 01, OK 02, OK 05,
AOKYMEHTAalMOHHOM | OCHOBHBIE CBOWMCTBAa JIOKYMEHTOB M MX (PYHKIHMHU B CUCTEME YIPABJICHHUS. OK 09
ol0ecrevyeHUH ITonatue gokymenta. WMudopmanms u  gokyment. Knaccuduxarms [IK 1.2, IIK 1.3
ynpaBJieHHS, JOKYMEHTOB: 1O BHIY O(OpPMIIEHHS; MO COJAepXkaHHIO; Mo ¢dopMme; II0
AOKYMEHTE 1 MIPOMCXOXACHNUIO; MO CpeAcTBaM  (UKCAllUM; 10 CpPOKaM  XpaHEHUSs. 1
crocodax MarepuanbHbie HOCUTEIN HHPOPMAIIHH.
AokymentupoBanusi | [lonsatue noxymeHTHpoBaHus. OCHOBHBIE CHOCOOBI JIOKYMEHTHPOBAHHUSI.
OCHOBHbBIE COBPEMEHHBIE TEXHOJOTHMH, NPHUMEHSEMblE IpU OpraHU3aLUU
paboThI ¢ JOKYMEHTaMH B OpraHu3alusax (YUpexKIeHUsAX ).
Tema 1.2 Coaep:xanue y4eOHOro MaTepuasa 1
HopmaTtusHo- HopMmaTtuBHO-n1paBoBBIE aKThlI, perynupyoomue JIOKYMEHTAllMOHHOE OK 01, OK 02, OK 05,
npasosas 0a3a oOecrnieueHre ympaBieHUs. YHUUKALMA U CTaHAApTU3ALMA KaK OCHOBHBIE OK 09
AOKYMEHTAIIMOHHOI'0 | HallpaBJICHUs COBEPILICHCTBOBAHUA JIOKYMEHTOB U JOKYMEHTAllMOHHOI'O 1 I[IK' 1.3
ol0ecrieyeHust oOecrnieueHus ynpaBIeHUsl.
ynpaBJieHUs [lepeueHb OCHOBHBIX TOCYJapCTBEHHBIX CTaHAAPTOB Ha YHU(PUIMPOBAHHbBIE

CUCTCMBbI JOKYMCHTAIINH. OCHOBHBIE TTOJ0KEHHS FOCY}I&pCTBCHHOﬁ CHUCTCMBI




JOKYMEHTAIMOHHOTO obecnieueHus ynpasieHus. CoctaB yHHU(DUIMPOBAHHBIX

CUCTEM AOKYMCHTAIlUU: OpTraHU3allMOHHO-PACTIOPAANTCIIbHAS, OTYCTHO-

CTaTUCTHUYCCKAsd, (I)I/IHaHCOBaSI u ap.

Tema 1.3 Cnocodonl u | Coaep:kanue ydeOHOro MaTepuajia 32 OK 01, OK 02, OK 03,
NMPaBUJIA CO3AHMS XapakTepuctuka, coctaB u cogepxkanue 'OCTa Ha cucTeMy OpraHu3aIlMOHHO- OK 04, OK 05, OK 06,
JOKYMEHTOB pacnopsIuTeIbHON JIOKYMEHTAIH. YHauduupoBaHHas cucreMa OK 09

OpPraHU3alMOHHO-PACTIOPAIUTEBHON  JIOKYMEHTAIIUH. TpeboBanust  k 1 I[IK 1.2, TIK 1.3

odopmiiennto gokymentoB. @opmymsip-oopaszenr OPJI. IlpaBuna odopmiaeHus

PEKBU3UTOB, perinameHTHpoBaHHbIX [[OCTomMm.

B ToM 4nciie npakTHYeCKUX 3aHATHH 2

ITpakTuyeckoe 3ansatue Nel. OdopmiieHre peKBU3UTOB Ha JOKYMEHTAX. 2
Pazgen 2. OPTAHU3ALIUA CUCTEMbBI JOKYMEHTAIIMOHHOI'O OBECIIEYEHU A 24/14
Tema 2.1 Coaepixanue yueOHOro MaTepuasa 412 OK 01, OK 02, OK 03,
Odopmienue XapakTepucTUKa M COCTaB  CIPAaBOYHO-UH(POPMAIIMOHHBIX JIOKYMEHTOB OK 04, OK 05, OK 06
UH(POPMALIMOHHO- (cimy>ke0HBIX MHCEM, CIIPABOK, 3asBIICHUH, aKTOB, MPOTOKOJIOB, TOKJIAHBIX H 5 IIK 1.2,1IK 1.3
CIIPABOYHOM O0OBSACHUTEIIbHBIX 3aIHCOoK), TpeOOBaHMS K 170.4 0(pOpMIICHUIO.
AOKYMCHTAINHU JIOKyMEHTUPOBAHUE AEATEIBHOCTU KOJUIETUATIbHBIX OPraHOB.

B ToM uynciie npaKTHYECKUX 3aHATHI 2

[TpakTruyeckoe 3ansatue Ne2. Ocdopmienue HHGOPMaAIIMOHHO-CIIPABOYHON 5

JIOKYMEHTaI1H.
Tema 2.2 Coaepixanue yueOHOro MaTepuasa 4/2 OK 01, OK 02, OK 03,
Odopmienue OcCHOBHBIE  TPYNIBl  OPraHU3ALMOHHO-PACTIOPSIAUTEIBHBIX  JTOKYMEHTOB. OK 04, OK 05, OK 06,
OpPraHM3anMoOHHO- XapakTepucTUKa UM COCTaB OpraHM3allMOHHBIX JOKYMEHTOB (ycCTaBa, OK 09
pacnopsauTe1bHON MOJIOKEHMSI, WHCTPYKIMH, JOJDKHOCTHOM HWHCTPYKIMH), TpeOOBaHUS K K 1.2, IIK 1.3
AOKYMEHTAIlUH oopmienuto. XapakTepuCTHKa U COCTaB PACIOPSAAUTENbHBIX JTOKYMEHTOB 5

(mocTaHOBNEHUS, MIPUKA3a, PEIICHUS, PACTIOPSHKEHUS, yKa3aHus), TpeOOBaHUS
K UX o(hopmIIeHHIO.
[lonsaTne mOANWMHHWKA, KOMWW, BBIMHCKW, ayoOnukata. Buasl komwmit

JOKYMCHTOB, 0COOCHHOCTH 3aBCPCHUA KON M BBIITHCOK HOTapuaJbHBIMHA




KOHTOpaMu U OOJDKHOCTHBIMH JIMIAMH OPIt aHI/I3aLII/If/'I.

B ToM 4Hc/ie IPAKTHYECKUX 3aHATHI] 2

[TpakTuueckoe 3ansatue Ne3. OdopmiieHrne opraHu3aoOHHO- 5

pacropsauTeIbHON TOKYMEHTALUH.
Tema 2.3 Coaep:xaHue yueOHOro MaTepuaJia 6/4 OK 01, OK 02, OK 03,
Od¢opmiienue 3asBiIeHHS U MPUKA3bI [0 JUYHOMY cocTaBy. JInunas kaprouka ¢opmel T-2 u 5 OK 04, OK 05, OK 06,
Ka/pOBOii JINYHBIE Jea OK 09
AOKYMCHTAIIMU B TOM uMc/Ie NIPAKTHYECKUX 3aAHATHI 4 T1IK 1.3

IIpaktuyeckoe 3ansatue Ne4. OcdopmiieHue KaJpoBoil JOKYMEHTALUH. 4

IIpakTruyeckoe 3ansatue NeS. OdopmiieHue kapoBoil TOKyMEHTALUH.
Tema 2.4 JloroBopHo- | Coaep:kanue y4eOHOro MmarepuaJjia 4/2 OK 01, OK 02, OK 03,
npaBoBasi [Tonstue moroBopa. OCHOBHEIE pa3ieibl JH0roBopoB. [lopsimoxk odopmiteHus ) OK 04, OK 05, OK 06
AOKYMEHTalus TPYZOBOIO OTOBOPA, TOTOBOPA MOCTABKH, JOrOBOPA KYILIU-IIPOIAXKH. K 1.2,1IK 1.3

B ToM 4mHc/ie IPAKTHYECKUX 3aHATHI 2

[IpakTuueckoe 3ansatue Ne6. OpopmieHrue J0roBOpoB. 2
Tema 2.5 Coaep:xanue yueOHOro MaTepuaJia 6/4 OK 01, OK 02, OK 03,
IIperen3uonHo- OCHOBHBIE PEKBM3UTHI U MOPSAOK O(GOpPMIIEHUS MpPETEH3Uil, OTBETOB Ha OK 04, OK 05, OK 06,
HCKOBas nperensuto. FOpuanueckas cimyx0a, BBINOIHSIONIAS MPETEH3MOHHO-UCKOBYIO OK 09
AOKyMeHTalust paboty Ha npeanpustuu. JXKypHasl perucTpaluy IpeTeH3uM. 2 K 1.2,1IK 1.3

[Topsimox odopMiIeHHsST WCKOBBIX 3asBICHUN W TIPEACTaBICHHUE WX B

ApOuTpakHblIil cy.

B ToM 4nciie npaKTHYECKUX 3aHATHI 4

[Ipaktuyeckoe  3amstTHe  Ne7.  OdopmiieHHe  NPETEH3MOHHO-MCKOBOM

JIOKyMEHTAIUH. 4

[IpakTuueckoe 3anarue Ne§. OpopmiieHHEe HCKOBBIX 3asBJICHUM.
Pa3zgen 3 OPTAHU3BALIUA PABOTHI C JOKYMEHTAMMUM B OPTAHU3ALUSX 5/
(YUYPEXKIEHUSIX)
Tema 3.1 Texnonorus | Conep:kanue y4e0HOro MaTepuajia 1 OK 01, OK 02, OK 03,
OpraHu3anuu VYnpasnenue u JIEJIONPOU3BOICTBO. OpranuzanmoHHbIE bopmbl 1 OK 04, OK 09




AOKYMEHT0000pOTa B

nenorpounsBoacTBa. Ciyk0a JOKyMEHTAIIHOHHOTO 0OecreueHus yrpaBieHus,

K 1.2,IIK 1.3

OpraHu3anusx OCHOBHasl 3ajaya, (DYHKIHUU, TUIIOBBIE CTPYKTYPHI, JOJDKHOCTHOH COCTaB.
(yupexaeHunsix) PernmamenTamus padotel ciyx0b1 JIOY. IlpuMepHOe MOJNIOKEHHE O CITyKOe

JOKYMEHTAI[MOHHOTO O0ECTICUEHUS YIIPABICHHSI U JJOJHKHOCTHBIC HHCTPYKITUH.
Tema 3.2 Coaep:xaHue yueOHOro MaTepuaJia 32 OK 01, OK 02, OK 03,
OcobennocT [TonsaTHs npeanoxenus, 3asBieHus U kanoObl. [Iprem u perucrpanus nucem OK 04, OK 05, OK 06,
JeJIONPON3BOICTBA rpaxaad. PaccMoTpenue u paspelieHue muceM, CpoK pacCMOTPEeHUS. AHaIu3 OK 09
no o0pameHusaM MHACEM T'PaKJIaH. IIK 1.2, 11K 1.3
rpakaaH u KondunenmmansHoe aenonpou3BoacTBo. ['pud orpaHuueHuss moctyma K 1
KOH(PUAECHIHATBHOIO | TOKYMEHTY. ABTOMATH3UPOBAHHBIE CHCTEMBI pabOTBI C JOKYMEHTaMHU.
JAeJI0NPOU3BOACTBA CpencrtBa  WM3rOTOBJICHHS, KOIMPOBAHHMSI W PA3MHOKEHHUS JIOKYMCHTOB.

Opranu3zanus pabo4nux MecT.

B ToM Yuc/ie NpaKTHYeCKUX 3aHATHH 2

[Ipaktuueckoe 3anarue Ne9. Odopmienue oOpalieHuid rpaxaaH. 2
Tema 3.3 Coaepixanue yueOHOro MaTepuasa 1 OK 01, OK 02, OK 03,
CucreMaTu3zanus ITonsarue JIOKYMEHTO000pOTa. OO0mue TIPUHITATIBI OpraHu3aluu OK 04, OK 09
AOKYMEHTOB, JIOKYMEHTOO0OpOTa, €ro OCHOBHBIE 3Tallbl: MPUEM U IepBHYHAs 0O0paboTKa K 1.2,1IK 1.3
(popmMupoBanMe HX B | TOKYMEHTOB; pachpeelieHne TMOCTYMUBIINX JOKYMEHTOB;, pPETHUCTpaIus
AeJia M mepeaaya B JOKYMEHTOB M  TpPEIBAPUTEIFHOE UX PACCMOTPEHHE; PacCMOTpPEHUE
apXMB OPraHM3aldM | JOKYMEHTOB PYKOBOJCTBOM OpTraHM3aIUH (YUpEeKIeHHUs) U HalpaBiIeHUE X Ha 1

WCIOJIHEHUE; UCTIOTHEHHE U KOHTPOJb 32 UCIIOIIHEHUEM JIOKYMEHTOB; TEKYIIEe

XpaHeHUE JIOKYMEHTOB.

Homenkinarypa nen. O6paboTka fes st TOCIEYIOIIEro XpaHeHUsI.

DKcnepTu3a HEHHOCTH IOKYMEHTOB, O()OPMIIEHUE /1], COCTaBICHHE OMMUCEH.

Cnaua nien B apxuB.
CamocrositeibHas padora
CocraButh Tabnuiy «Mcropus aemonpon3BoacTsa B Poccum. 3

CocraButh koHcneKT «['OCT P 6.30-2003 «YHuUpHIHPOBaHHBIE CHCTEMBI JOKyMEHTALW». M3y4uuTh

pacrojoKeHue PEKBU3UTOB M TpaHUIBI 30H Ha (opmare A4 yrioBoro M MpOJIOJILHOTO OJaHKOB,




pa3MeleHre Hadal MevyaTaHusi PeKBU3UTOB MO0 TOPU30HTAIN U UX B3aUMHOE PACIIOJI0KEHHUE.
Pedepar Ha Temy «TpeboBaHus U TEXHOIOTHSI pAOOTHI C FOPUAUYECKUM JOKYMEHTOM)

CocraButh coobmenue Ha TeMy: «OcobeHHOCTH (OPMHUPOBAHUS M XPAHEHHS JIe B FOPUIMYECKOM
OTHeIE»

IIpome:kyTOUHAsI aTTeCTALMS: 3a4€T C OLEHKOI

Bcero:

42




3. YCJIOBUS PEAJIM3AIIMMA ITPOT'PAMMBI YYEBHOM JUCIATIIMHBI
3.1. TpeGoBaHus K MaTEPUAIbHO-TEXHUYECKOMY 00ecIedeHnI0

Peammzanms IMporpaMmbl JAUCHUITIINHBI Tpe6yeT HaJINn4us KaOMHeTa
((I[OKYMCHTaI_II/IOHHOFO obecrieueHus YIIPABJICHUA»

O6opynoBanue yueOHOTo KabUHeTa!

Ne | HanmenoBanue 000py10BaHuUs
| Cneunanu3upoBanHasi MeGeJib M CHCTEMbI XPAHEHHUS
OcHOBHOE 000pyI0BaHUE
1 CTOJN yYEHUYECKHUH
Cryn yuyeHHYeCKuit
Cron npenoaBaTenis ¢ SIIMUKAMH JIJIs1 XpaHSHUs. WIN TyMOOH
Cryn npenojgaBarens
[Mkad nus XxpaHeHust yueOHbIX HOCOOUN U MaTEpUAJIOB
Jlocka MarHUTHO-MapKepHas 1100 MenoBast
Il Texunueckue cpeacTna
OcHoBHOe 000py/10BaHHE

OO WIN

1 Komneiorep (B cOope) nin HOyTOyk
2 MynbTUMEAUIHBIN TPOEKTOP
3 WHTepakTUBHAsI IOCKa

11 leMoHcTpanMOHHbIe Y4eOHO-HALJISIAHbIE TOCO0OHUS
OcHoBHOe 000py/10BaHHE
1 ‘ [TnakaTsl 1O JUCIHUILIMHAM, HAIJIAIHbIE YueOHbIE TOCOOMS

3.2. UndopmanuonHoe odecnedenne 00yueHust

OcHOBHbIE HCTOUHHKH:

1. Kysnenos, U. H. JlokymeHTaloHHOe oOecrieyeHue ynpasieHus. JJoOKyMeHTOOOOpOT U
JIETIOTIPOM3BOACTBO | YUeOHHK U MPAKTHUKYM Ul CPEHEro mpodeccuoHambHOro oopasoBanus /
. H. Ky3nenoB. — 5-¢ uzn., nepepad. u non. — Mocksa : MU3gatensctBo HOpaiit, 2025. —
425 c.— (IlpodeccuonanbHoe ob6pazoBanue). — ISBN 978-5-534-20025-6. — Tekct
anekTpoHHbld  //  OOpazoBatenpHass  miatdpopma  IOpaitr  [caitit]. —  URL:
https://urait.ru/bcode/581141.

2. bacakoB, M. MW., JloKkyMeHTalMOHHOE OOeCIeUeHUEe YIpaBieHUs (C OCHOBAMH
apxuBoBeZieHUs) : yueObHoe nocobue / M. U. bacakoB. — Mocksa : KnoPyc, 2023. — 216 ¢. —
ISBN 978-5-406-11367-7. — URL.: https://book.ru/book/948724. — TekcT : 371€KTPOHHBIA.

JlonosiHuTEILHAS JIUTEPATYypa:

1. ApacnanoBa, B. A. JlokymeHTarimoHHOE oOecriedyeHue yIpaBiIeHUs: Y4eOHO-TIPAaKTHIECKOE
nmocoOue B cxeMax, Tadymiax, oopasmax : [12+] / B. A. ApacianoBa. — 2-¢ u3., JIOII. ¥ Tiepepad.
— Mocksa ; bepnun : upext-Menua, 2020. — 266 c. : wn., tabia. — Pexxum poctyma: mo
noanucke. — URL: https://biblioclub.ru/index.php?page=book&id=578394. — bubauorp. B KH. —
ISBN 978-5-4499-1454-5. — DOI 10.23681/578394. — Tekcr : anekrponnsiid. (CI10)

2. loponuna, JI. A. JIoKyMeHTaIlMOHHOE OOECTICYCHHE YIPABICHHS ;| YIEOHUK U MPAKTUKYM
U1t cpeaHero npodeccuoHanbHoro odpazoBanus / JI. A. Jloponunna, B. C. MputukoBa. — 2-¢
u3a., mnepepad. u  gon.— MockBa: M3parensctBo  FOpaiit, 2025.— 270c.—
(ITpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-16017-8. — Texkcr : 3meKTpOHHBIN //
Oo6pasoBarenbhas wiathopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/563264.



https://biblioclub.ru/index.php?page=book&id=578394

3. Kysnemnos, U. H. JlenonpousBoactso : yueoHOe mocobue : [16+] / W. H. Ky3nenos. — 14-¢
u3a. — Mocksa : JlamkoB u K°, 2025. — 406 ¢. — Pexxum moctymna: mo moamucke. — URL:
https://biblioclub.ru/index.php?page=book&id=720252. — bubmauorp.: c. 312-323. — ISBN 978-
5-394-06052-6. — TeKCT : AIEKTPOHHBIH.

HNupopmannoHHbIe pecypchl:

1. HemonpousBoAactBo  +  [DnekTpoHHbIi  pecypc] /  Pexxum  gocrtyma
http://www.delpro.narod.ru

2. JIOKyMEHTOOOOpPOT ¥ JIEIONPOM3BOJCTBO: KHUTH, YYEOHHKM W CaMOYYUTEIH
[DnexTponnslii pecypc] / Pexxum moctyna http:// www.workpaper.ru

3. CaiiT mo KazipoBOMY JIEIOMPOU3BOACTBY [DIEKTPOHHBINA pecypc] / Pexxum mocrymna
http://www.kadrovik-praktik.ru

4. JlokymeHT0000pOT u JIETIONTPOU3BOJICTBO. Cucremsl 3JIEKTPOHHOTO

JOKyMEHTO000poTa [DnekTpoHHbIi pecypc] / Pexxum mpoctymna http://www.doc-online.ru



http://www.delpro.narod.ru/
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http://www.doc-online.ru/

4. PEAJIM3ALMA TPOT'PAMMBI JIUTA JIMIY C OTPAHUYEHHBIMHT
BO3MOKHOCTAMHU

1. O6pazoBanue OOy4arOIIMXCs C OrPaAaHUYEHHBIMH BO3MOXHOCTSIMHU 370pOBbs (IIpH
HAJIMYUY KOHTHHT'€HTA) MOXKET OBITh OPraHM30BAHO KAaK COBMECTHO C APYTUMH O0YYarOIIUMHUCH,
TaK ¥ B OTJIEJIBbHBIX TPyIIIax.

B ocBoeHMH TUCHMITIMHBI MHBAJIUAAMHU U JIMIAMU C OFPAaHUYEHHBIMU BO3MOKHOCTSAMHU
3J10pOBbsl 0OJIBIIOE 3HAUCHHE MMEET MHIMBHIyalbHas paboTa, moJpasyMeBaromas ABe (pOopMbl
B3aMIMOJICHCTBHS C TPEIojaBareieM: WHANBUAyaIbHAs ydeOHas paborta (KOHCYNbTalUH), T.C.
JIOTIOJTHUTENIFHOE pPa3bsiCHEHHWE Y4eOHOro Marepualia, W YriIyOJeHHOe M3y4YeHHE Marepuana u
UHIUMBUJyalbHasi BOCHMTaTeNbHas pabora. VHIuBUAyallbHbIE KOHCYJIbTALMU IO IpEIMETY
SBIISIIOTCSL  BaXHBIM  (DAaKTOPOM, CIOCOOCTBYIOLIMM  HMHAMBHMIyadu3alMd OOydeHHs U
YCTAHOBJICHHIO BOCIIMTATEILHOTO KOHTaKTa MEXIy NpenojaBarejeM U 0O0ydJarouImMcs
WHBAIUIOM M 00YYaIOUIMMCS C OTPAaHHYSHHBIMH BO3MOKHOCTSIMU 3710POBBSI.

2. Y4ebHO-MeTOIMYECKHEe MaTepHuabl 11 00y4arolUXCcs U3 YUCila MHBAJIUA0B U JIMIL C
OTFPAaHUYEHHBIMU  BO3MOKHOCTSIMM ~ 3/I0POBbSl  NPENOCTABISIIOTCA B OJHOW U3 (opwm,
Q/IaTITUPOBAHHBIX K OTPAaHUYEHUSIM HX 3I0POBBS U BOCTIPUATHS HHPOPMALIUH.

[lepeuenp yueOHO-METOAMUECKOTO 00ecneueHus Uil 00y4arouXCsl M0 AUCLIUIIIINHE:

e C HapylIeHHEM clyXa: B le4aTHO! (opme, B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

e C mnHapymieHueM 3peHMs: B INe4aTHON (opme yBenuyeHHbIM WIpUPTOM, B Gopme

AIIEKTPOHHOTO JIOKYMEHTA;
e (C HapylIeHHEM OIOPHO-ABUraTeNbHOIO ammapaTta: B Ie4daTHoW ¢opme, B ¢opme
AIIEKTPOHHOTO JIOKYMEHTA;

JlaHHBINA TepeyeHb MOXeT OBbITh KOHKPETH3MpPOBAaH B 3aBUCHUMOCTH OT KOHTHHIE€HTa
00y4aronuxcs.

3. OcBoeHHE AMCIUIUIMHBI WHBAIAJIAMH W JIMIIAMH C OTPAaHUYCHHBIMH BO3MOXXHOCTSIMH
3JIOPOBBSI OCYIIECTBIIIETCSI C WCIOJIB30BAHUEM CPEICTB OOyUYEHHsI OOMIET0 W CHEeIHaIbHOTO
Ha3HAuEHUs: MYJIbTUMEAUNHHOE 000pYyIOBaHHE C BO3MOXHOCTBHIO DKPAHHOTO YBETHYEHUS s
CTYJCHTOB C HAapyLICHHEM 3pEHMs, UCTOYHUKU MUTAHMUSA JUISI MHIUBUIYAJIbHBIX TEXHUYECKHX
CPEJICTB.

B xkaxnod aymutopmm, Tae OOydYarOTCsl HWHBAIUABI M JIMIA C OrPaHUYCHHBIMHU
BO3MOXHOCTSIMH  3/I0POBbsI, MpPEIYyCMaTPUBACTCS COOTBETCTBYIOIIEE KOJMUYECTBO MECT s

06yanOH_[I/IXC$I C y4€TOM Ol"paHI/I‘-ICHI/Iﬁ HX 310POBbA.



5. KOHTPOJIb U OIIEHKA PE3YJbTATOB OCBOEHUSA YUEBHOM

JUCHUIINHBI

KOHTpOJ'IB N OLCHKa pE3YJIbTaTOB OCBOCHUA yqe6H0171 JUCHUIINIMHBI OCYHICCTBIIACTCA
npenoaaBarcJicM B IHPOLHECCE MPOBCACHUA IMPAKTHUYCCKUX 3aHSITI/II\/JI, TCCTUPOBAHUA, a4 TAKXKC
BBITIOJTHEHU A O6y‘laI-OH_II/IMI/IC${ HUHAUBHUAYAJIBbHBIX 3aI[aHHfI.

PesyabTaTnl 00y4yeHus
(ocBOEHHBbIE YMEHM S,
YCBOCHHbIE 3HAHMS)

Kpurtepun onenkn

@opMBbI U METO/IbI
KOHTPOJISI ¥ OLIeHKH
pe3yJabTaToB 00y4eHHsl

HepequL 3HaHPII>i, OCBaMBACMBIX B paMKaX JUCHUIIIMHEI

TepmuHosIOrUs B
obnactu
JIOKYMEHTallMOHHOT'O
obecrnieueHus
yIpaBJICHUS;
HopwmatuBHbie
JIOKYMEHTHI,
periaMeHTHpYIOIIHe
COCTaBJICHUE u
odopmiieHre
JIOKyMEHTAIUN u
MOPSIIOK €€ 00paboTKY;
[IpaBuna cocraBneHus u
odopmIIeHHUS
OpraHU3alOHHO-
pacnopsIUTENbHBIX
JIOKYMEHTOB, BXOJSIINX
B YHU(QUIMPOBAHHYIO
CUCTEMY
OpraHU3alMOHHO-
pacnopsIUTENbHBIX
JIOKYMEHTOB,
YHUDUITUPOBAHHYIO
CUCTEMY NIEPBUYHOU
YYETHOU JOKYMEHTAIIUU
B YacTH JOKYMEHTAIH

10 y4eTy TpyJa;
[Topsamok  mpoBeneHus
OKCHEPTU3bl  LIEHHOCTH
JIOKYMEHTOB n
MOATOTOBKM  JIed K
apXUBHOMY XPaHEHHUIO.
TexHnonorus
OpraHu3aIuu

- oopMIICHHE TOKYMEHTOB U PEIICHUE
MPAKTHYCCKUX CUTYyaIHui c
HOPMAaTHBHBIM [IPaBOBBIM
000CHOBAHHEM;

- UCTIOJIb30BaHUE Pa3JInYHbIX
HMCTOYHUKOB, BKIIOYas OSJCKTPOHHBIC
pecypchl, Menua pecypcesl, MHTepHer-
peCYpCHI, MEPUOIUYCCKHE H3JaHUS 10
CICIUATBHOCTH TUIst pelLeHus
npodeccnoHaABHBIX 3a7a4

- JIEMOHCTpalMs OTBETCTBCHHOCTH 32
MPUHATBIC PEIICHUS, 00OCHOBAHHOCTH
camoaHaiIn3a u KOPPEKIIHS
pE3yNbTaTOB COOCTBEHHON pabOTHI;

- HCIIOJIb30BaHHUE 3aKOHOJATEIBHBIX U
HOPMATHUBHO-TIPABOBBIX ~ aKTOB  TIPH
TUTAHUPOBAHUM TIPEITPHHUMATETHCKOM
NEATCIILHOCTH B TIPO(ECCHOHATBLHOM
cdepe;

- JIeMOHCTpainusi 3HaHMA B o0O0NacTu
(hMHAHCOBOM IPAMOTHOCTH;

- KOHCTPYKTHBHOCTh B3aUMOJICHCTBUS

C O6y‘laI-OH_[I/IMI/IC$I, npenoaaBareyIiMu B

Xofe  OoOyueHUs, PyKOBOJIUTEISIMH
y4eOHOM " IIPOU3BOJCTBEHHOMN
MTPaKTHK.

-coOmroieHne HOPM
po¢eCCUOHAIIBHON ITUKH,

— TMOCTpoeHHe MPOohecCHOHATHLHOTO
oO0ImeHnss C  yd4eToM  COIMajJbHO-
npodeccrnoHaIbHOTO cTaryca,
CUTyalluu  OOIIEHHUsI, OCOOCHHOCTEH
TPYIIIBI u WHIUBUIYaJIbHBIX
0COOEHHOCTEM Y4aCTHUKOB
KOMMYHHUKAITUH;

- TPaMOTHOCTb YCTHOM U IHUCBMEHHOU

- JKCIEpPTHOE HAOIIIO/ICHUE
BBITIOJIHCHUS
MPAKTUYECKUX 3aJaHUM,

- OLICHKAa 10 uroram
YCTHOI'O OIIpocCa
CTYACHTOB,

- HaOJIIOJeHHE IO WUTOram
TECTUPOBAHUSA,
- OLEHKa B
IIPOBEJCHUS
IIPOMEKYTOYHOU
aTTeCTalUu.

nporecce




JOKyMEHTooOOpoTa B
OpraHu3aLusaX
(YdpexneHusx).

peuu;
- odopmieHHe
cootBeTcTBUM ¢ ['OCToMm;
bopMyIUpOBaHHS
H3JI05KCHUS MBICJICH;

JOKYMEHTOB B
- sACHOCTb

- TPOsIBICHHE  TOJCPAHTHOCTH B
rpoiiecce OOIICHHS;

- COONIOZICHWE HOPM TIOBEICHHUS BO
BpeMs yueOHBIX 3aHSTHIA;

- coOitoieHne CTaHJapTOB
AHTUKOPPYIITUOHHOTO TIOBEICHUS;

- COONIOaeT HOPMBI JKOJOTHYECKOU

0e30I1aCHOCTH;
— oTpeeIseT HaTPaBIICHUS
pecypcocOepexeHus B pamMKax

npodeccHOHATBHON JIeATEeIbHOCTH TI0
CICIUATBHOCTH;

- 3(pQdEKTUBHOCTh  HCIOJB30BaAHUS
cpeAcTB (pU3MUECKOW KYJIBTYPBI ISt
COXPAHCHUS U YKPEIUICHUS 3[I0POBBS B
nporecce npoeCCUuOHATBLHON
NEeSATCIIEHOCTH " TOIJICPKaAHUS
HEOOXOUMOTO YPOBHS  (PU3NYECKOM
MTOATOTOBJICHHOCTH;

- 2(QpEeKTUBHOCTh HCMOIB30BAHUSI B
npogecCuoHaNIbHON JIeATETLHOCTH
HEOOXOUMOM JOKYMEHTAIlH, B TOM
YHCJIe HA HHOCTPAHHOM SI3bIKE

IlepeueHb yMEHUN, OCBau

BACMbIX B paMKaX TUCHUIIJIMHbI

[IpumensaTh Ha
NpaKTUKe
roCyJapCTBEHHbIE
CTaHJapTHl, apyrue
HOPMAaTHUBHO-
METOINYECKHE
JIOKYMEHTHI,
perjJaMeHTHUpyrolne
OpraHH3aIIIo
JIOKYMEHTAIUOHHOTO
obecrieueHus
yIpaBJICHUS;
CocraBiATth u
MPaBWIBHO 0(OPMIISATh
OCHOBHbIE BUJIBI
OpraHU3alMOHHO-
pacropsauTeIbHbBIX

JIOKYMEHTOB;

- oopMIIeHHE JOKYMEHTOB U PEIICHUE
MPAKTHYECKUX
HOPMAaTHUBHBIM
000CHOBaHHUEM;

CUTyaluin c
IIPaBOBBIM

- MCIIOJIb30BaHUE pa3IMYHBIX
HCTOYHHUKOB, BKIIIOYasA OJICKTPOHHBLIC
pecypcel, Meaua pecypcsl, MHTepHeT-
peCcypcehl, MEPUOIUICCKHE U3TaHHS 10
CHEINATbHOCTH JUTST pelieHus
npoeCCHOHANTBHBIX 3a]1a4

- JIEMOHCTpAIlMsl OTBETCTBEHHOCTH 3a
MIPUHSATHIE PENICHHUs, 000CHOBAHHOCTH
caMmoaHasmn3a " KOPPEKIIHS
pe3yIbTaToOB COOCTBEHHON pabOTHI;

- HWCIIOJIb30BaHHUE 3aKOHOJATEIbHBIX U
HOPMAaTUBHO-TIPABOBBIX ~ aKTOB  TIpH
TUTAHUPOBAHUM TIPEIITPUHUMATETHCKOM

NeSTeIbHOCTH B  MPO(hecCHOHATBLHON
cdepe;

- DKCIIEPTHOE HAOJI0/IEHUE

BBITIOJTHEHUS
MPAKTHYECKUX 3aJaHUIH,

- OLUEHKa IO uToram
YCTHOT'O orpoca
CTYJICHTOB,

- HAOJIIOIEHUE II0 UTOTraM
TECTUPOBAHUS,
- OIEHKa B
MPOBEACHUS
MIPOMEXKYTOUHOU
aTTeCTallHH.

nporiecce




Odopmitsate
UH(POPMALIMOHHO-
CIIPaBOYHYIO
JIOKYMEHTALUIO;
OdopmisiTh  KaIpOBYIO
JIOKYMEHTALUIO;
OdopmisTh
IPETEH3UOHHO-HUCKOBYIO
JIOKYMEHTAIHIO.

- JIEMOHCTpalusi 3HaHMW B O0NacTH
(rHaHCOBOW I'PaMOTHOCTH;
- KOHCTPYKTHBHOCTb B3aUMOJECHCTBUS

¢ 00yYarOIIUMUCS, IPENOIABATEIIIMUA B
xoe  o0yueHHs, PpPYKOBOJIUTEISIMU

y4ueOHOMH u MPOU3BOACTBEHHOMN
MIPaKTUK.
-coOroIeHue HOPM

npoecCHOHATLHOM ATUKY;

— TOCTpOoeHHE TPO(ecCHOHATBHOTO
OOIIEHUSI C  y4YeTOM  COIMAJIbHO-

npodeccnoHaIbHOTO cTaryca,
CUTyalluu OOIlIeHus, OcoOeHHOCTEeN
IPYIIIBI 51 WH/IMBU/Ty ATBHBIX
ocobeHHOCTEN YYaCTHUKOB
KOMMYHUKAIUH;

- TPaMOTHOCTh YCTHOM M INMHUCbMEHHOU
peuu;

- odopmieHHE  JOKYMEHTOB B
cootBeTcTBUH ¢ 'OCToM;

- sCHOCTh  (OpPMYJIMpPOBaHUS U
HU3JI0KCHHS MBICIICH;

- MPOSBIACHHWE TOJEPAHTHOCTH B
Mpolecce OOIIeHus;

- coOmo/leHre HOPM TIOBEACHUSI BO
BpeMs YUEOHBIX 3aHSTHH;

- colutoIeHNe CTaHJapTOB
AHTUKOPPYIIIUOHHOTO MMOBEJCHUS,
- COOJIOIaeT HOPMBI JKOJIOTHYECKON

0e30IMacHOCTH;

— ompezaenser HaTpaBIECHUS
pecypcocOepekeHmst B paMKax
npodeccnoHanbHON eATeIbHOCTH TIO
CIEIHATEHOCTH,

- 23(pGdeKTUBHOCTh  UCIHOJB30BaHUS
CpencTB (pU3UYECKOW KYJIbTYpPhI IS
COXPAaHEHUS U YKPEIUICHUS 37J0POBBS B
nporecce npodeccHoHaTHHON
JEeSTeIbHOCTH " MOAJIeP>KaHUS
HEOOXOJIUMOTO  YPOBHS  (PU3NUCCKOM
MOATOTOBJICHHOCTH;

- 3h(}EeKTUBHOCTh HWCTOIB30BAHUS B
npogeccuoHaIbHON JIESITENIbHOCTH
HEOOXOUMOW JIOKYMEHTAIIMH, B TOM
YHClie HA HHOCTPAHHOM SI3bIKE




