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1. MACHOPT MPOI'PAMMBI YYEBHOM JUCIUITIJINAHBI

JlokyMeHTallMOHHOEe 00ecneyeHne YIIpaBJIeHu s

1.1. O6a1acTh NpUMeHeHUs1 padoyeil MPOrpaMmbl

[Iporpamma y4eOHOM IUCHUILUIMHBI SIBJSETCS YacCThIO MPOrpPaMMbl MOJATOTOBKH
CIIeMAIUCTOB cpeaHero 3BeHa B cooTBeTcTBUM ¢ PI'OC mo cnenumanbHoctu 40.02.01
IIpaBoBoe coumnagbHOE oDecrieyeHne.

1.2. Mecro yuyeOHOH JUCHUIVIMHBI B CTPYKType MNPOrpaMMbl MNOJATOTOBKH
CIEeINUAJIMCTOB CPeIHEro 3BeHa:

JucrummHa «J[oKyMeHTaMoOHHOE 00€CTICUeHNEe YITPABICHUSD» OTHOCUTCS K IUKITY
obmemnpodeccuonanbubix  guctminH - (O 13)  ocHOBHOW — mpodecCHoHATBHON
00pa3zoBaTeNbHON NPOrpaMMBbl.

HucnunnnHa  «JloKyMEHTAllMOHHOE  OOecCIlieYeHUe  YIpaBJICHUEM»  SIBISICTCS
oOmenpodeccuoHabHOM,  yCTaHABIMBAIOIIEH  0a30Bble  3HAHUA IS YCBOCHHS
po(ecCHOHABHBIX KOMIIETEHITUH.

1.3. Heau u 3apa4n y4eOHON TUCUMILIUHBI — TPEOOBAHHUSA K Pe3yJibTaTaM OCBOCHUSA
Y4eO0HO JUCUUIJINHBI:

HucnunnnHa «JlokymeHTalmoHHoe oOecleueHrue YMIpaBJICHUs» CIHOCOOCTBYET
MOJATOTOBKE KOMIIETEHTHBIX CHEIMAIMCTOB B OOJACTH IpaBa, COLUAIBLHON paboThl U
M3/1aTeITLCKOTO JIeIa, KOTOPBIE JTOJDKHBI HAYYUTHCS MPaBHIAM COCTaBJICHHUS JOKYMEHTOB,
YMETh COCTaBUTHh HEOOXOIWUMBIN HOKYMEHT, IO CTPYKType U O(DOPMIICHHIO ITOJTHOCTHIO
COOTBETCTBYIOIMIA TPEOOBAHUSAM JEHCTBYIOIIETO 3aKOHOJATEIhCTBA JOJDKHBI 3HATH
TEXHOJIOTHIO OCHOBHBIX 3TANOB JJOKYMEHTAIMOHHOT0 o0ecnieueHus ynpasienus (J1OY).

[{eapr0 M3y4YeHUs MPOTPAMMHOTO MaTepHalia JUCIUIUTHHBI «J[OKyMeHTalnoHHOE
oOecrieueHre ypaBJICHUAS SBIISICTCS:

— (QopMupoBaHUE TEOPETUIECKUX 3HAHUN B 00JIaCTH JEIOMPOU3BOICTBA;

— (QopMupoBaHuE M Pa3BUTHE KOMIIETEHTHOCTH B pabOTe€ C YIPaBJICHUYECKOU

JOKYMEHTalUEw;

— (¢opMupoBaHUE HOBOTO 3KOHOMHUYECKOTO MBIIIICHHUS.

B pe3ynbTaTe 0CBOCHHUS TUCUUILITMHBI 00YYaOIUNACS TOJKEH yMeTh!
- 0pOpMIIATH OPTaHU3AMUOHHO-PACIIOPSIANTEIBHBIE JOKYMEHTHI B COOTBETCTBHHM C
nenctByromuM 'OCTowm;
- OCYUIIECTBJISTH OOpaOOTKY BXOMASIIMX, BHYTPEHHUX W MCXOASIIMX JIOKYMEHTOB,
KOHTPOJIb HAJ] X UCIIOTHCHUEM;
- 0(hOpPMIIATH TOKYMEHTHI JIJISl TIEPEIauu B apXUB OpPTaHU3AIUH.

B pe3ynbTaTe 0CBOCHUS TUCITUTIIUHBI 00YUYAIOIIUNACS TOJDKEH 3HATH:
- IOHSATHE JJOKYMEHTA, €r0 CBOMCTBA, CIIOCOOBI JOKYMEHTUPOBAHUS;
- TIpaBWJa COCTaBJieHUS W  O(QOpPMIICHHS  OpTraHHW3aIMOHHO-PACIIOPSIUTEIHLHBIX
nokymentoB (OPJI);
- CHUCTEMY W THUIIOBYIO TEXHOJIOTHIO JOKYMCHTAI[MOHHOTO OOECICUCHUS YIpaBICHUS
(HA0VY);
- 0COOCHHOCTH JIeJTIOMPOU3BOJICTBA IO OOpAIEHUAM TpakJaaH U KOH(PHUICHIIUAIBLHOTO
JIEOMPOU3BOICTBA.



N3ydenne JUCHMILTMHBI CTOCOOCTBYET OCBOSHHUIO OOIIMX KOMIIeTeH M
OK 1. ITonumaTh CyHIHOCTh M COLMAJIBHYIO 3HAYMMOCThH CBOoed Oyayuied npodeccuu,
MPOSABIIATH K HEW YCTOMYHUBBIA HHTEPEC.
OK 2. OpranuzoBbIBaTh COOCTBEHHYIO NEATEIHLHOCTh, BBIOMpPATh THUIOBBIE METOJbBI U
CIOCOOBI  BBITIOJIHEHUS TPOo(EeCCHOHANBHBIX 3a7ad, OlEHUBaTh UX 3I(P(EKTUBHOCTh U
Ka4eCTBO.
OK 3. IIpyHuMaTh pelieHus B CTAHAAPTHBIX U HECTAHAAPTHBIX CUTYyallUsIX U HECTH 32 HUX
OTBETCTBEHHOCT.
OK 4. OcymecTBisTh MOUCK W MCHOJb30BaHUE HHPOPMALHUHU, HEOOXOIWMOM s
3¢ (HEeKTUBHOTO  BBIMOJHEHUS MPO(PECCHOHANBHBIX 3adad, Mpo(hecCHOHATBHOTO U
JUYHOCTHOI'O Pa3BHUTHSL.
OK 5. Hcnomp3oBath  HMH()OPMAIIMOHHO-KOMMYHHKAIIMOHHBIE  TEXHOJIOTUH B
po¢heCCUOHATIBHON JIEATEIIbHOCTH.
OK 8. CamocTosTeNnbHO OIpEneisaTh 3aJadd Mpo(ecCHOHATBHOTO U JIMYHOCTHOTO
pa3BUTHS, 3aHUMATbCAd CaMOOOpa30BaHMEM, OCO3HAHHO IUIAHUPOBATH IOBBIIICHHUE
KBaJIU(DUKAIIUN.
OK 9. OpuentupoBaTbcCsl B yCIOBUSAX MOCTOSIHHOIO U3MEHEHUS IPABOBOM 0a3bl.

W3ydyeHne  JAUCHUIUIMHBI  CIIOCOOCTBYET  OCBOCHHIO  NPO()ecCHOHAIBHBIX
KOMITeTeH LU
ITo crettmansuoctu 40.02.01 Ilpasosoe coyuanvroe obecneyenue.
IIK 1.1. OcyiectBisTh npodheCCUOHATIBHOE TOJIKOBAaHUE HOPMATHMBHBIX MPABOBBIX aKTOB
IUIsL peanu3aluy IpaB IpaxaaH B c(epe NEHCHMOHHOTO OOECHeYeHHs] U COLUATbHOU
3AILUTHI.
[IK 1.2. OcymiecTBasTh ONpHeM TpakJaH MO BOMpPOcCaM IMEHCHOHHOTO OOecreueHusl u
COLIMAJIbHOM 3aILNTBHI.
I[IK 1.3. PaccmarpuBarh MakeT JOKYMEHTOB [IJIi Ha3HAYCHHsS TEHCUM, MOCOOUH,
KOMIIEHCAllUi, JPYTrMX BBHIIJIAT, a TAKXKE MEp COLMAIbHON MOIIEPKKH OTIAECIbHBIM
KaTEropusaM IpaxiaH, HYKIAIOIUMCS B COIIUATIbHOM 3aIlINTE.
[1K 1.4. OcymiecTBasTh yCTaHOBIEHUE (Ha3HAUYCHUE, TIEpepacyeT, MepeBo/1), HHACKCAIUIO
1 KOPPEKTHUPOBKY NEHCHUM, Ha3HAYEHHUE MMOCOOMH, KOMIICHCAIIMA U JPYTUX COIMATIBHBIX
BBITIJIAT, UCTIONB3YS MHHOOPMAITMOHHO-KOMITBIOTEPHBIE TEXHOJIOTHH.
IIK 1.6. KoHCynbTUpPOBATh Ipa)kJaH U MPEACTABUTENICH IOPUANYECKHUX JIUIL IO BOIIpOCam
MIEHCUOHHOTO 00ECTIeUeHHUs U COLMAIbHOMN 3alUThI.
1.4. Pexomenayemoe KOJIMYECTBO YacOB HAa OCBOCHHE IMPOrpaMMbl Y4eOHOU
AUCUMILTUHBI:
MaKcUMaJbHOU yueOHOM Harpy3ku oOyudaroierocs 60 4daca, B TOM 4HCIIe:
o0s3aTeNIbHOM  ayAUTOpHOM  yueOHOM  Harpy3ku  oOyuaromerocss 40  4acos;
CaMOCTOSITeTIbHOM paboThI obyuatomierocs -20




2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JIJUCHOUTLTAHBI

2.1. O0bem yueOHOM TMCHMILIMHBI M BHABI Y4e0OHOH padoThI

Bun yueOHoii padoThI

Oo0vem uacos

MakcuMmanbHasi yueOHasi HArpy3ka (Bcero) 60
O0s13aTesibHAsi ayIMTOPHasi yueOHasi HArpy3Ka (Bcero) 40
B TOM YHCJIE:

MIPAKTUYECKHE 3aHATUS 20
CamocrosiTesibHas padboTa o0y4awierocs (Bcero) 20
B TOM YHCJIE:

CaMOCTOSTENIbHAs paboTa HaJl KypcOBOW pabOTOi -

BHEAYIMTOPHASI CAMOCTOsITeNIbHAs padoTa 20
B TOM YHCIIE:
ONOPHBIN KOHCIIEKT 4
co00I1IeHNE 2
yu4eT JOKyMeHTOB B JKypHaje perucTpanuud BXOMSIIUX U 2
UCXOSIINX TOKYMEHTOB
MYJTBTUMEANIHAS TPE3CHTAIHS 2
pa3paboTka 1mabiaona u cTpykTypsl Tekcta OPJ] 2
pedepat 2
oopMIIeHHE JOKYMEHTOB 10 OOpaleHUsIM TpaskJaH 2
MOJITOTOBKA K CEMUHAPCKOMY 3aHSTHIO 4

Umocosas ammecmayus 6 hoopme oughgpepenyuposannozo 3auema




2.2. TemaTuyeCcKMi IJIAH M COIEPKAHUE Y4eOHO! JUCHUUIINHBI JIOKYyMEeHTAMOHHOE o0ecriedeHue yIpaBJieHHsI

HaunMeHoBaHMe pa3aesioB U TeM Copaep:xanue Yy4eOHOT0 MaTepHajia, JIEKIMH W TPAKTHYECKHEe 3aHATHA, CaMOCTOsITeJbHas padora | O0beM Yposensn
o0yuammuxcs, Kypcosasi padora 4acoB YCBOEHUS
1 2 4 4
BBenenune Copepxanue yueOHOTO Marepuaia 2 1
1 Lenu, 3agaun u mnpenmer y4yeOHOW  jaucuuiuivHbl.  CTpyKTypa  JUCHUILTUHBI, €€
npodeccHOHaNbHAS 3HAYUMOCTh, MEXIpenIMeTHble CBsA3W. CyYIIHOCTh OCHOBHBIX ITOHSTHHA
JIOKyMEHTAIIOHHOTO 00ecniedeHus yIpaBIeHusI.
CamocrosiTeibHasi padoTa ody4yarommxcs. Co3aTh Npe3eHTAIUIO 110 TeMe «VcTopusi BOBHUKHOBEHUS | 2 2
Y 3TaIlbl Pa3BUTHS JIEIOMPON3BOICTBA B Poccrmy.
Pa3znen 1. JlokyMeHTHpOBaHUe 24
yIIpaBJIeHYECKO
JAeATeTbHOCTH
Tema 1.1. Jdoxkymentnl wu | Comeprxkanue yueOHOro Marepuana 2 1
CIOCO0bI JOKYMEHTAIUA 1 [TonsiTie 0 nokyMeHTax, ux (QyHKIUsX. CBOWCTBA, MPU3HAKU, KiIacCU(DHUKAIMSA U BUIBI
JTOKyMeHTOB. CriocoObl JOKYMEHTHPOBAHUSI.
CamocrosiTeibHas padora odyuammuxcs. [logrorosuts coobmenue: «['OCT P 6.30-2003. | 2 2
O6nacTs npUMeHeHus cTaHnapTay; «deaepanbHblil 3aK0H «OO0 IEKTPOHHON TMOMUCHY.
Tema 1.2. VYuuduxanuss u | Congepkanue yueOHOro marepuania. 2
CTaHAapTU3ALNS TOKYMEHTOB | 1 YHudukanus W CTaHAapTH3alus JOKyMEHTAI[MH: TOHATHE. YHH(HUIUpOBaHHAS CHCTEMa
JoKyMeHTanuu: moHsTue. CoctaB YHHQUIIMPOBAHHBIX CHCTEM JOKYMEHTAIMU: OPTraHU3alliOHHO- 1
pacropsiiuTeNbHast, OTYETHO-CTATHCTHYECKas, TEepBUYHAs, ydeTHas, (UHAHCOBas H JpYTHe.
I'ocynmapcTBeHHBIC CTaHIAPTHI HA YHU(DUITUPOBAHHBIE CHCTEMBI JokyMeHTarmu. O0mepoccuiickre
KIJIACCH(UKATOPBI.
Tema 1.3. PexBmsutnl u | Conepkanue yaeOHOro Marepuaia. 2
0JIaHKH TOKYMEHTOB 1 PekBusut, Qopmyisip noKyMeHTa, THIIOBOW (opmyisp, ¢dopMmyisp-oopaser, Tabenb Gopm 1
JOKYMEHTOB, aib0oM (opM YHUPHUUMPOBAHHBIX JOKYMEHTOB: IIOHATHE, XapaKTepHCTHKA.
[IpaBuna odopmileHHs] pEeKBU3UTOB OJNIaHKa M HMX PACHOJIOKEHHWE HAa CTaHAAPTHOM Qopmare
Oymaru, pa3Mmepsl molieil. brnanku nokymMeHTa: MOHATHE, Ha3HaveHue, Bujpl OnaHkoB. Cocras,
odopmieHue pekBU3UTOB Onanka. Dopmyssip-oOpasen Tpynnbl JOKYMEHTOB, IPUHAAJIEKAIINX K
onHoi cucreme. llpoekTupoBanue OIIAHKOB JOKYMEHTOB opranu3anuu. Coctas, oQopMIiIeHHE,
W3TOTOBJICHUE, XpaHEHUE OJIAHKOB OpPTraHHU3AIINH.
IIpakTnyeckoe 3ansitue Ne 1. Opopmienne OCHOBHBIX PEKBU3UTOB JOKYMEHTOB Ha (opmare A4. 2 2
CamocTosiTesibHast padora odyuaromuxcsa. Konacnekr: «Pa3Menienrne Hadaia e9aTanust peKBU3HUTOB 110 | 4 2
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TOPU3OHTAJIM U HUX B3aUMHOC PACIIOJIOKCHUCY. Pa3pa60TaTL mabJIoH U CTPYKTYPY TCKCTa OCHOBHBIX
OpraHu3allMOHHO-PACOPAANUTCIIBHBIX JOKYMEHTOB B 3JICKTPOHHOM BHUIE.

Temal.4.OpraHu3anuoHHO-
pacnopsiauTeJbLHAs
JOKyMEHTaIus

Copeprkanne yueOHOTO MaTepuaa.

1 OpraHu3aoOHHO-PACTIOPAIUTENbHBIE JOKYMEHTHI: IOHATHE, HA3HAYE€HNE, OCHOBHBIE BH/IBI.
OpraHu3alioHHbBIE JTOKYMEHTBI: YCTaB, IIOJIOKEHHE, CTPYKTypa M IUTaTHas YHCIEHHOCTb,
ITATHOE PACIHCAHME, IPABWIIA JOLKHOCTHAS MHCTPYKUUS, UX HAa3HAYEHUE, XapaKTEPUCTHKA U
cocTaB, TpeboBaHKE K 0(OPMIICHHIO, TIOPSIOK yTBEPKACHU. PaciopsauTensHble TOKYMEHTHI:
MOCTaHOBJICHHUE, [TPHUKA3, PACTIOPsDKEHNE, UX HAa3HAUCHHE, XapaKTEPUCTHKA U COCTaB, TpeOOBaHUS
K odopmnernro. CripaBoYHBIE JOKYMEHTHI: CIyeOHBIE MHUChMa, CIPABKH, JOKJIAJHBIE 3aIICKH,
MIPOTOKOJIBI, aKThI, 3asBICHHS, HX XapaKTePUCTUKA M COCTaB, TpeOoBaHMs K ohopmieHn0. THITBI
JOKYMEHTOB: TOAJMHHUK, KOTIHS, TyOIUKaT, BBIIIMCKA, UX HazHaueHue. [lopsamok opopmieHus u
BBIIaYH KOMHH U TyOIMKATOB JOKYMEHTOB, BBIITMCOK U3 HUX.

IpakTnyeckoe 3ansaTue Ne 2,3,4. OhopmiieHne opraHu3alOHHO-PACTIOPSAUTENLHBIX JOKYMEHTOB.

CamocrosiTeibHass padora oOyuarommxces. [loaroroBute pedepar Ha Temy: «JlemoBoe
UCbMOY», «ITUKET B JICJIOBOM EPENUCKEY.

Pasznen 2. Opranuszanus
padoThI ¢ JOKYMEHTAMM.

32

Tema 2.1. Opranusanus
JIOKYMEHT0000poTa

ConeprxkaHue yueOHOTO MaTepuara.

Cnyx6a JIOY B opranuzanusax, Ha3HadeHHe, 3a/a4d, (PYHKIIUU, THIIOBBIE CTPYKTYPHI, JTOIDKHOCTHOM
cocraB. PernamenTanus padotsl ¢ CAOY. JJokyMeHTOOO0POT: MOHATHE, OOIIUE IPHHIUITBI OpPTraHU3aluH
JOKyMEHTO000pOTa, €ro CTPYKTYpa, HEOOXOAUMOCTh ydyeTa o0beMa JoKyMeHTooOopoTa. HopMaTuBHBIE
JIOKYMEHTBI, PerJaMEeHTHPYIOIIME OPraHu3alHtio JOKYMEHT0000poTa.

IpaxTuyeckoe 3ansatue Ne 5. OcHoBHbIE (OpMBI opranu3anuu ciyxos1 JIOVY.

CamocrosiTetbHass padora oOydarommxes. [loAroTOBHUTBCS K CEMHMHApCKOMY 3aHSATHIO IO TeMe
«Opranuzanusi perucTpauyy 1 KOHTPOJIb UCIIOJIHEHHS JOKYMEHTOB).

Tema 2.2.0pranusanmst
perucTpanum JAOKYMEHTOB U
KOHTPOJIb HCIOJIHEHUsI
JOKYMEHTOB.

Copnepxanue yueOHOro MaTepHaia.

1 Perucrpanus 10KyMeHTOB, OIIpeENIEHUE, eI, 3aja4H, MECTA PETUCTPALMH PA3INIHbIX
KaTeropuil JokyMeHToB. CrucTeMbl 1 (YOPMBI PETUCTPALIMHU, UX JOCTOMHCTBA M HEOCTATKH.
[MToka3zaTenu, BBOIMMBIE B perucTpanuoHHbie Gopmbl. Buabel peructpanuu. OcobeHHOCTH
PETUCTpallid BXOJSIINX, MCXOMSIIMX M BHYTPEHHUX JOKyMEHTOB. KOHTpOIJIb HCIIONHEHUS
JIOKYMEHTOB: MOHSATHE, Ha3HaueHWe, BUABL. [IpUHIMIBI opraHu3anuu KOHTpOdsd. Cpoku
HCIIONIHEHUS: TUIIOBOM, HHAMBUAYAIbHBIA. TE€XHOIOr U BEAEHUS KOHTPOJISL.

IlpakTuyeckass padora Ne 6,7. Cemumnap mo Teme «OpraHuzamnusi pEeTUCTPAllU W KOHTPOJIb
UCIIOJIHEHUS JOKyMeHTOB». COCTaBUTh M 3alOJHUATH (OpMY >KypHalla PpErMCTpalyy BXOISIINX
JOKYMEHTOB, HCXOJSALINX JOKYMEHTOB U ()OpMY KypHasa perucTpauuu TeaeoHorpaMm (Ha OCHOBaHUH
npwioxeHus 1,2,3 COOTBETCTBEHHO).




CamocTrosiTeibHasi padoTa o0y4yaromerocsa. Hanmumure npeayioxkeHue U 3aperucTpUpynTe B JKypHaie
perucrpanuu.

Tema 2.3.0pranusamnus
ONEePATHBHOTO XpaHeHust
JOKYMEHTOB u MOPS/IOK
nepenavyu B apxXuB

Copeprkanne yueOHOTO MaTepuaa.

TpeboBaHns K OpraHM3al{ OIEPATHBHOTO XpaHEHUS MOKyMeHTOB. HomeHkmarypa mpem:
1 noustre. Bunpl Homenkmatypsl aen. Ilopsmok cocraBienus, oQopMmIleHHs, YTBEPKICHHUS U
MpPUMEHEHUS! KOHKPETHOM HOMEHKJIaTypsl Aen. I[lopsmox odopmienus npen. OpraHuzanus
XpaHEeHUs UCTIOJIHEHHBIX IOKyMEHTOB. [lopsok nepenaun TOKyMEHTOB Ha XpaHEHUE B apXUB.

HpaKTI/I‘leCKaH paﬁoTa Ne 8. CocraBieHue 3arojIoBoK Jei JyIsl CHCTEMAaTH3allui JOKYMCHTOB B JI€J1a.

CamocrosiTenbHasi padora oOyuaromerocsi. 3 yue6nmka KysnemoB, M.H. JloxymeHTammoHHOE
oOecrieueHre YIpaBJCHUS W JEJIONPOU3BOJCTBO Ha OCHOBAaHUM MPHIOKEHUs 15, ctpanuna 553 B
paboueii TeTpaau OTMETUTh CPOKH XpaHEHHUS IOKYMEHTOB, KacaeMo Balllell CrieluaabHOCTH.

Tema 2.4. JlokymMeHTauusi 1o
npogeccuoHaIbLHOM
e TeJIbHOCTH

Copneprkanne yueOHOTO MaTepuaa.

1. Koudunennmaneasle nokyMeHTB. CTpyKTypa W OCOOCHHOCTH JIOKyMEHTOOOOpOTa
KOH(QUJIEHIIMAJIbHBIX ~ JOKYMEHTOB. TexHoyoruss y4era, OOpaOOTKM U  HCIIOJHEHUs
KOH(HICHIIMATBHBIX JTOKyMEHTOB. (DOpPMHpPOBaHHWE W XpaHEHHE Jel KOH(HICHIHATbHBIX
JIOKYMEHTOB.

2. JIokyMeHTBI 10 OOpalieHusM TpaxkaaH. Buasl oOpamenuid rpaxnaH u paboTa ¢ HUMH,
HOPSI0K AEJIONPOU3BOJICTBA 10 0OpaIlIEHUSIM I'PaKJIaH.

IIpakTnyeckas padora Ne 9,10. 1. Cocrasnenue llepeuns: JOKyMEHTOB, KOTOPBIE HE MOTYT COCTaBJIATh
KOMMEPUECKYI0 TallHy Kojuiemka. 2. HamuwcaHue M perucrpaius kajao0bl B JIIOOOH perucTpanmoHHON
dopme. 3. CocTraBneHre caMOCTOSTEILHO (POPMBI KAPTOUKH MPUEMa I'PaskaaH.

CamocTrosiTenbHasi pabota oOyvaromierocs. [ToAroToBUTECS K CEMHHAPCKOMY 3aHSTHIO.
OdopmiieHre TOKYMEHTOB 10 00OpallleHUsIM TPpaXJiaH B COOTBETCTBHH C 3aJIJAHHEM.

2,3

Bcero

60

i XapakTepUCTUKH YPOBHS OCBOECHUS yU€OHOT0 MaTepHaja UCIIOJIb3YIOTCS CIIEAYIOIINEe 0003HAUCHHUS:

1. — o3HaKoMuUTENBHBIN (Y3HABaHHE paHee N3yYEHHBIX 00BEKTOB, CBOICTB);

2. — penpoIyKTUBHBIN (BBIMOJIIHEHHE ICATSILHOCTH IO 00pa3ily, HHCTPYKIIMU WITH O] PyKOBOJICTBOM )

3. — IPOLYKTHUBHBIN (TIJIAHUPOBAHUE U CAMOCTOSTEIBHOE BHINOJIIHEHHE IEATEILHOCTH, peIICHHE POOIEMHBIX 3a/1a4)




3. YCJIOBHUS PEAJIM3AIIMN YYEFHOM JJUCITUITJIMHBI
3.1. TpeboBaHusi K MUHMMAJbHOMY MATEPHATIbLHO-TEXHUYECKOMY 00eCledeHUI0

Peanmaun;{ yqe6H0ﬁ AUCHUIUIMHBI IIPCAIIoJIaractT HaAJIU4YHUC y‘{€6HI>IX KaOWHETOB
«I[OKYMCHT&HI/IOHHOG obOecrieueHme YIIPaBJIICHUCM), ((I/IH(i)OpMaHI/IOHHLIC TCXHOJIOTHHN B
HpO(i)GCCHOHaHBHOﬁ ACATCIBHOCTI).

O6opynoBaHue yueOHOro kabmuera u pabouux mect kaounera JIOVY:
- pabo4ue CTOJIBI | CTYJIbS JJIs1 O0y4YarOITUXCs;
- paboYuii CTOJ U CTYJ IS TIPETNOIaBaTEeIIS;
- TOCKa KJIaCCHAsi MarHUTHO-MapKepHas;
- HaIUISIAHEIC TTOCOOUS,
- KOMIUTIEKT Y4eOHO-METOMYECKONU TOKYMEHTAITUH.
TeXHHYECKHE CPEJICTBA OOYUEHHS:
- MYJBTUMEAUNHBIN IIPOEKTOP;
- HOyTOYK.
O6GopynoBanue yueOHOro KaOWHETa M pabdouyux MecT KaOumHeTa HMH(OPMAIlMOHHBIX
TEXHOJOTHI B IIpo(PeCcCHOHAILHOM JIESITSIbHOCTH.
- KOMITBIOTED;
- IPUHTED;
- MYJIbTUMEUUHBIN TIPOCKTOP;
- MporpamMMHoOe obecriedeHne o01Iero u MpodeccuoHaIbHOI0 Ha3HAYCHHUS;
- KOMIUTEKT Y4eOHO-METOMYECKON JOKYMEHTAITUH;
- KOMIUTCKT OJJAaHKOB JJOKYMEHTAITUH.

3.2. UndopMannoHHoe odecneyeHne o0yueHust

Y4eOHO-MeTOAMYECKAS JOKYMEHTALMS:

1.YuebHo-MeToM4YeCKre KOMITJIEKCHI TI0 pa3iejiaM U TeMaM yu4eOHOU TUCIIUTIITUHBI.
2.MeToandeckue PpEeKOMEHJAIUU I CAaMOCTOSITEIbHOM  paboOThl  CTYAEHTOB IO
JTUCLUTUIAHE.

3.DoH/I OIIEHOYHBIX CPEJICTB 110 TeMaM JUCIUTLUIHHEI.

4.Y4eOHO-METOIMUECKUEe TTOCOOUS YIIPABIIAIONIETO TUMA (HATJISAHbIE TOCOOUS: KOMIUIEKT
OJIAaHKOB JIOKYMEHTOB, METOJIMUECKHE PEKOMEHAAIMU [IJIsi BBIMOJHEHUS] MPAKTHUYECKUX
paoor).

denepajibHble 3aKOHbI U HOPMATHBHbIE AKThI

1. TocynapcTBeHHas cucTeMa JOKYMEHTAIIMOHHOTO obecnieueHus yrpasiieHus. OCHOBHbBIE
nosiockeHus. OOmme TpeboBaHMs K JOKYMEHTaM U CIyK0aM JOKYMEHTallMOHHOTO
ob6ecneuenus (I'CAOY).

2. TOCT P 6.30-2003 VYCI. VaudunupoBaHHas CHCTeMa OpPraHU3alMOHHO-
pacnopsIMTeabLHON ToKkyMeHTanuu. TpedoBanus K 0ohopMICHUIO JOKYMEHTOB.

3. TunmoBas WHCTPYKIMA TIO JCJIIONPOM3BOJACTBY B  (eaepanbHBIX  OpraHax
HCIIOJIHUTEIILHOM BIIACTH.

4. OcHOBHbIE TTpaBuiIa pabOTHl APXMUBOB OpPraHU3aIUi.
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5. TumnoBoe MoJIOKEHUE O BCIACHUHU ACJIOIPOU3BOJACTBA IO HNPCAJIOKCHUAM, 3asBJIICHUSAM U
»kaymobam rpaxaad B IOCYyJAapCTBCHHBIX OpraHax, Ha HNPCANPHUATHAX, B YUPCKIACHUAX U
OpraHu3anuax.

OcHoBHas JuTEpaTypa
1. bacakoB M. U. Jlenonpou3BojacTBO [JloKyMEHTaIIMOHHOE OOECIeueHUE yIpaBieHUs |:
yueOnuk / M. U. bacakos, O. W. 3ameiikoBa. — U3a. 13-e, ctep. — PoctoB H/J] : denukce,
2018. — 376 c¢. — (Cpennee npodeccroHanbsHOe 00pa3oBaHue).
2. Ky3nenora U. B. JlokymMeHTanmmoHHOE o0ecIieYeHre yIpaBIICHUS TEPCOHAIIOM: yaeOHOe
nocobue s OakamaBpoB / M. B. Kysuenosa, I'. A. Xawarpsa. — M.: U3znarenbcko-
ToproBas kopnopaus «Jlamkos u K», 2018. — 220 c.
3. Poroxun, M.1O. Opraam3arus aenonpon3BoacTa npeanpusatus: (Ha ocaoBe [[OCT
P6.30-2003) : yuebHO-tipakTHUeckoe mocodue / M.1O. Poroxun. - M.; bepnun: J{upexr-
Menua, 2019. - 209 c. : wi1. - bubnuorp. B kH. - ISBN 978-5-4458-6535-3 ; To xe
[DnexTponnsiii pecypce]. - URL:http://biblioclub.ru/index.php?page=book&id=253709
HNuTepHeT-pecypcenl
1. http://www.edou.ru/ - DHIHKIIONCANS ACIOIPOU3BOACTBA
2. www.e-reading.club/.../Smirnova_-_Deloproizvodstvo_dlya_sekretarya -  Kuwura:
JIEJIOMTPOU3BOCTBO VISl CEKpeTapsl
http://www.grandars.ru/ - Micropus aeaomnpou3BoicTBa
http://www.kadrovik-praktik.ru/ - Caiit mo kagpoBoMy I€I0IPOU3BOJICTBY
http://delo-ved.ru/ - Bce o nenmonpon3sBoacTse
http://evolutsia.com/ - MicTopus aemonpon3BoacTBa
http://www.delowork.ru/ - JIenonpou3BoacTBo
http://working-papers.ru/ - O6pa3ipl ¥ MmadJIoHBI JOKYMEHTOB
http://www.pseudology.org/Documets/Deloproizvodstvo.htm — Hcropus pasButus
Pocculickoro nenonpon3BoicTea
10.http://rudocs.exdat.com/docs/index-450932.html - Pedepar «Kparkas wucrtopus
Pa3BUTHS IE€TONPOU3BOICTBA B Poccumy;
11.http://delo-press.ru/articles. - XKypuan: [lemonpousBOACTBO U JTOKYMEHTOOOOPOT Ha
PEANPUATAN
12.http://base.garant.ru/ - cipaBouHO-1IpaBoOBasi cucteMa ['apaHT
13. http://www.consultant.ru — cnpaBouHo-tipaBoBasi cuctema KOHCYIbTaHT-ITIOC
14.http://www.delcomp.ru/010_2.html - nenonpousBoacTBO
15. http://working-papers.ru/ - 1ea0npon3BOICTBO U AJIEKTPOHHBIN TOKYMEHTOO00POT
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4. KOHTPO.Ib M OIIEHKA PE3YJIbTATOB OCBOEHUWS YUYEBHOUN

JUCHUILIAHBI

KOHTpOJIb H OLEHKA pPC3yJIbTaTOB OCBOCHHA y‘l@6H0fI AUCHUIITIMHBI OCYIICCTBIIACTCA
MPpCIIoAaBaTCiICM B IIPOLCCCC IIPOBCACHUA IIPAKTHUYCCKHUX BaHHTHﬁ, TCCTUPOBAHUA, A

TaK>XC BBIIIOJIHCHUA O6y‘{aIOHIHMI/ICH SaﬂaHI/Iﬁ JJIs1 CaMOCTOSITCJIBHOM pa6OTLI.

Pe3yabTaTnl 00yyeHus

(OCBOGHHLIe yYmeHusi, yCBOCHHLIC 31-[3]-[1/[5[)

@®opMbI 1 METObI KOHTPOJISI U OIIEeHKH Pe3yJbTAaTOB
00yueHus

YcBoeHHBIE 3HAHUS

PackpbITh NOHSATHE JOKYMEHTA, €T0
CBOHCTBA, CLIOCOOBI JOKYMEHTUPOBAHUS,

HaOnroneHue 3a JeATeIbHOCTBIO B IIPOLIECCE OCBOCHMUS
IIPOrPaMMbl JUCLUIUIMHBI CTYIEHTa U OLIEHKA
JOCTHKEHHS PE3yJIbTaTa 4epes:

-aKTMBHOE y4aCTHUE B XOJ€ 3aHATHS;

- YCTHBIN ¥ IMCbMEHHBIN OIIPOC;

- 3aJJaHMs JUIs CAMOCTOSITeJIbHON pabOThI;

[TosicHuTh paBUIa COCTABIICHUS U
oopMieHHs: OpraHU3alIOHHO-
pacnopsauTenbHbIX JoKyMeHToB (OP/I);

HaOnroneHue 3a 1eSTeIbHOCTBIO B IIPOLIECCE OCBOEHUS
IIPOrpaMMBbl IUCLUIUIMHBI CTY/IEHTa U OLIEHKA
JOCTHKEHHS PE3yJIbTaTa 4epes:

- BBIIOJIHEHUE NTPAKTUYECKUX padoT;

- YCTHBIN ¥ IMCBMEHHBIHN OIIPOC;

- 3aJJaHKA JUI CAMOCTOSITENIbHON paboThI

XapakTepu3oBaTh CUCTEMY U TUIIOBYIO
TEXHOJIOTUIO JIOKYMEHTAI[MOHHOTO
obecneuenus ynpasierus (JJOVY);

HaOnroneHue 3a esATeIbHOCTBIO B IIPOLIECCE OCBOCHMUS
IIPOrpaMMbl JUCLUIUIMHBI CTY/IEHTa U OLIEHKA
JOCTHKEHMS PE3yJbTaTa 4epes:

- aKTUBHOE y4acCTHE B XOJI€ 3aHATHS;

- YCTHBIN ¥ IMCBMEHHBIN OIIPOC;

- BBIIOJIHEHUE MTPAKTUYECKUX padoT;

- 3aJJaH}s I CAMOCTOSITENIbHON pabOThI;

OO0BACHITL OCOOEHHOCTH
JIENIOTPOU3BOICTBA 110 OOPAIICHHUSIM
TpaX1aH U KOHPUICHIIHATHLHOTO
JIeNOTPOU3BOCTBA

HaOnroneHue 3a 1esATeIbHOCTBIO B IPOLIECCE OCBOCHMUS
IIPOrpaMMbl JTUCLMIUIMHBI CTYI€HTA U OLICHKA
JOCTHKEHHS PE3yJbTaTa 4epes:

- aKTUBHOE y4acTHE B XOJ€ 3aHATHUS;

- YCTHBIN ¥ MMCBMEHHBIN OIPOC;

- BBIIOJIHEHUE MTPAKTUYECKUX padoT;

- 3aJJaH}s I CAMOCTOSITENIbHON pabOThI;

OcBoeHHBIC YMECHHSA

YMmeTb 0popMIISITh OpraHU3alMOHHO-
pacrnopsAUTEIbHbIE JOKYMEHTHI B
cooTtBeTcTBUHM ¢ AeiicTByromuM ['OCTowm;

OCYIIECTBIATH 00pabOTKY BXOISIINX,
BHYTPCHHUX U UCXOOAIINX JOKYMCHTOB,
KOHTPOJIb HaJ] UX UCIOJHEHUEM;

YMmeTb 0pOpMIIATh JOKYMEHTHI JUIs
nepesiayy B apXUB OpraHu3aluu.

HaOnroneHue 3a 1esSTeIbHOCTBIO B IIPOLIECCE OCBOCHHUS
IIPOrpaMMbl JTUCLIMIUIMHBI CTYI€HTA U OLICHKA
JOCTHKEHHS PE3yJIbTaTa 4epes:

- aKTUBHOE y4acCTHE B XOJI€ 3aHATHUS;

- YCTHBIN ¥ MMCBMEHHBIN OIPOC;

- peleHne Npo0JIeMHO-CUTYAIIMOHHBIX 3a]1a4 Ha
MIPaKTUYECKUX 3AHIATHUAX;

- 3aJJaHUA JUIs1 CAMOCTOSITENIbHON pabOThI;

ABTOP:

IIpenogaBatens Konnemka UU (punnana) ®PI'6OY BO «bI'Y» Y.B.AcradbeBa
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