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1. MACHOPT MPOI'PAMMBI YYEBHOM JUCIUITIJINAHBI

JlokyMeHTallMOHHOEe 00ecneyeHne YIIpaBJIeHHs

1.1. O6a1acTh NpUMeHeHUs1 padoyeil MPOrpaMmbl

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

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

JucrumHa «J[oKyMeHTamMoOHHOE 00€CTICUeHNEe YITPABICHUSD» OTHOCUTCS K ITUKITY
obmemnpodeccnonanbubix  guctuminH (O 13)  ocHOBHOW — mpodecCHOHATBHOMN
o0pa3oBaTeNIbHOI MPOTrpaMMBl.

HucuunnnHa  «JloKyMEHTallMOHHOE  OOecClieYeHUe  YIpaBJICHUEM»  SIBISICTCS
oOmenpodeccuoHabHOM,  yCTaHABIMBAIOIIEH  0a30Bble  3HAHUA IS YCBOCHHS
po(ecCHOHABHBIX KOMIIETEHITUH.

1.3. Heau u 3apa4n y4eOHON TUCHMILIMHBI — TPEOOBAHHUS 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 ATAIOB JIOKYMEHTAIIMOHHOTO o0ecneuenus ynpasieHus (10Y).

[{enapro M3ydeHUs MPOTPAMMHOTO MaTepHalia JUCIUIUTHMHBI «J[OKyMeHTalnoHHOE
oOecrieueHre ypaBJICHUAS SBIISICTCS:

— (QopMupoBaHUE TEOPETUIECKUX 3HAHUN B 00JIaCTH JEIOMPOU3BOICTBA;

— (QopMupoBaHUE M Pa3BUTHE KOMIIETEHTHOCTH B pabOTe€ C YHPaBJICHUYECKOU

JOKYMEHTalUEw;

— (opMupoBaHUE HOBOTO S3KOHOMHUYECKOTO 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 UCIIOJTHECHUEM;
- 0OpPMIIATH TOKYMEHTHI JIJISl TIEpe/Iavu B apXUB OpPTaHU3aIUH.

B pe3ynbTaTe 0CBOCHUS TUCIUTIITUHBI 00YYaIOIIUNACS TOJDKEH 3HATH:
- IOHSATHE JJOKYMEHTA, €r0 CBOMCTBA, CIIOCOOBI JOKYMEHTUPOBAHUS;
- TpaBWJa COCTaBJieHUS W  O(QOpPMIICHHS  OpPTaHHW3AIMOHHO-PACTIOPSIUTEIHLHBIX
nokymentoB (OPJI);
- CHUCTEMY W THUIIOBYIO TEXHOJIOTHIO JOKYMCHTAI[MOHHOTO OOECICUCHUS YIpaBICHUS
(HA0VY);
- 0COOCHHOCTH JIeJTIOMPOU3BOJICTBA IO OOpAIEHUAM TpakJaaH U KOH(PHUICHIIUAIBLHOTO
JICIONTPOU3BOICTRA.



N3ydenne JUCHMILTMHBI CTOCOOCTBYET OCBOSHHUIO OOIIMX KOMIIeTeH M
OK 1. [loHumaTh CyIIHOCTh M COLMAIBHYIO 3HaYUMOCTb CBOEW Oyayiel mnpodeccud,
MPOSABIIATH K HEW YCTOMYHUBBIA HHTEPEC.
OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JE€ATENbHOCTb, BbIOMpAaTh THUIIOBBIE METOJbI U
CHOCOOBI BBINIOJHEHUS] NPO(ECCUOHANBHBIX 3aJa4, OLEHUBaTh UX 3(PPEKTUBHOCTH U
Ka4yeCTBO.
OK 3. [IpyHuMaTh peleHys B CTaHJAPTHBIX U HECTAHAAPTHBIX CUTyalUsAX U HECTH 3a 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
npodheccHnoHaNbHOMN e TEeTbHOCTH.
OK 8. CamocTosTeNnbHO OIpENeisaTh 3aJadd MPOo(EeCcCCHOHATBHOTO U JIMYHOCTHOTO
pa3BUTHUSA, 3aHUMATbCS CaMOOOpa30BaHMEM, OCO3HAHHO ILJIAHUPOBATh IOBBIIICHUE
KBaJIU(DUKAIIUN.
OK 9. OpuentupoBaTbcCsl B yCIOBUSAX MOCTOSIHHOIO U3MEHEHUS IPABOBOM 0a3bl.

W3ydyeHne  AUCHUUIUIMHBI  CIIOCOOCTBYET  OCBOCHHMIO  NPO(ecCHOHAIBHBIX
KOMITeTeH LU
ITo cetmmansuoctu 40.02.01 Ilpasosoe coyuanvroe obecneyenue.
[IK 1.1. OcyecTBasaTh NpoPecCUuOHAIBHOE TOJKOBAaHUE HOPMATHUBHBIX IMPABOBBIX aKTOB
IUIsL peanu3aluy IpaB IpaxaaH B c(epe NEHCHMOHHOTO OOECHeYeHHs] U COLUATbHOU
3AILUTHI.
[IK 1.2. OcymiecTBiATh ONpUEM TpaxJaH MO BOMNpPOCaM MEHCHOHHOTO OOECleyYeHUus U
COLMAJIbHOM 3aILINTBHI.
I[IK 1.3. PaccmarpuBaTh NakeT AOKYMEHTOB [iJIi Ha3HAuY€HHWs] MEHCUM, MOCOOMId,
KOMIICHCALIMM, APYIMX BBIIUIAT, @ TAKXE MEpP COLMAIBHON MOIIEPKKH OTACIBbHBIM
KAaTErOpHsIM IPak1aH, HYKIalOIIUMCS B COLIMAJIBHOM 3aIlUTe.
[1K 1.4. OcymiecTBasTh yCTaHOBIEHUE (Ha3HAUYCHUE, TIEpepacyeT, MepeBo/1), HHACKCAIUIO
1 KOPPEKTHUPOBKY NEHCHUM, Ha3HAYEHHUE MMOCOOMH, KOMIICHCAIIMA U JPYTUX COIMATIBHBIX
BBIIIAT, UCTIOJb3Ys HH(POPMALIMOHHO-KOMITBIOTEPHBIE TEXHOJIOTUH.
IIK 1.6. KoHCynbTUpPOBATh Ipa)kJaH U MPEACTABUTENICH IOPUANYECKHUX JIUIL IO BOIIpOCam
MIEHCUOHHOTO 00ECTIeUeHNs U COLMATbHOMN 3aIUTHI.
1.4. Pexomenayemoe KOJIMYECTBO YacOB HAa OCBOCHHE IMPOrpaMMbl Y4eOHOU
AUCHUIJIMHBI:
MaKCUMabHOW yueOHOU Harpy3ku oOydatomierocs 60 daca, B TOM ymcIe:
00s3aTeNbHOM  ayIUTOpHOW  y4eOHOW  Harpy3ku  oOywatomerocss 40  49acos;
CaMOCTOSATENbHON paboThI oOyuaronierocs -20




2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JIJUCHOUTLTAHBI

2.1. O0bem yueOHOM TMCHMILIMHBI M BHABI Y4e0OHOH padoThI

Bun yueO6Hoii padoThI

Oovem 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 -

BHEAYIUTOPHAsI CAMOCTOSITeNIbHAsI padoTa 20
B TOM YHCJIE:
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:xkanue Yy4eOHOTO MaTepHajia, JIEKIMH W TPAKTHYeCKHe 3aHATHS, CaMOCTosATelbHasi padora | O0bem Yposensn
o0yuammuxcs, Kypcosasi padora 4acoB YCBOCHUS
1 2 4 4
BBenenune Copepxanue yueOHOTo Marepuaia 2 1
1 Lenu, 3agaun u mpenmer ydeOHoW  aucumiuimHbl.  CTpyKTypa  OUCHUIUIMHBI, €€
npodeccuoHapHasi 3HAYMMOCTh, MEXIpenMeTHble CBsi3U. CyYIIHOCTh OCHOBHBIX ITOHSTHUI
JOKYMEHTAIIMOHHOT0 00€CTICUEeHUS! YIIPaBICHHS.
CamocTrosiTesqibHas padora ody4yaromuxcsi. Co3nats npezeHTanuio mno treme «Vcropus BOSHUKHOBEHHS | 2 2
W 3TaIbl pa3BUTHS Aer0npon3BoacTea B Poccumy.
Pa3znen 1. JlokyMeHTHpOBaHUe 24
yIIpaBJIeHYECKO
JAeATeTbHOCTH
Tema 1.1. Jdoxkymentnl wu | Comeprxkanue yueOHOro Marepuana 2 1
CIoco0bI TOKYMEHTAIlHN 1 [TonsiTie 0 mokyMeHTax, uX (yHKIUsX. CBOHCTBA, MPU3HAKU, KiIacCU(DHUKAIMSA U BUIBI
TOKyMeHTOB. CriocoObl JOKYMEHTHPOBAHUSI.
CamocrosiTeibHas padora odyuammuxcs. [logrorosurs coobmenue: «['OCT P 6.30-2003. | 2 2
Ob6nacTe npUMeHeHus cTannapTay; «deaepanbHblil 3aK0H «OO0 IEKTPOHHON MOITUCHY.
Tema 1.2. VYuuduxanuss u | Congepkanue yueOHOro marepuania. 2
CTaHapTH3ANNS TOKYMEHTOB | 1 YHudukauuss W craHzapTU3alys JOKyMEHTAllMW: IOHSATHE. YHU(UIMPOBAaHHAs CHUCTEMa
JOKYMCHTAaIWU: TOHATHUC. Cocrasn YHI/I(bI/IHI/IpOBaHHBIX CHUCTEM NOKYMCHTAlMU: OPraHU3allMOHHO- 1
pacnopaauTeiibHad, OTYETHO-CTAaTUCTHYCCKas, IE€pBUYHAsA, YUYCTHasd, (1)I/IHaHCOBa$I u Japyrue.
I'ocynapcTBeHHbIE CTaHIAPTH HA YHU(HUIMPOBAHHbBIE CUCTEMBI TOKyMeHTauu. O0mepoccuiickue
KJIacCU(HUKATOPBL.
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.
[MpaBuna odopMmieHHS PEKBU3UTOB OJIaHKA W WX PACTONOKEHHE Ha cTaHaapTHOM Qopmate
Oymarm, pa3Mepsl moJieil. bianku noxymeHTa: MOHATHE, HazHadeHue, BUAbI OmaHKoB. Cocrtas,
odopmieHue pekBU3UTOB Onanka. Dopmyssip-oOpasen Tpynbl JOKYMEHTOB, IPUHAAJIEKAIINX K
onHoi cucreme. llpoekTupoBanue OJIaHKOB JOKYMEHTOB opranu3anuu. Cocta, oQopMIICHHE,
W3TOTOBJICHUE, XpaHEHUE OJIAHKOB OpPTaHU3AIINH.
IIpakTnyeckoe 3ansitue Ne 1. Opopmienne OCHOBHBIX PEKBU3UTOB JOKYMEHTOB Ha (opmare A4. 2 2
CamocTosiTesibHasi padora odyuaromuxcsa. Konacnekt: «Pa3Menienrne Hadaid egaTanust peKBU3HUTOB 110 | 4 2
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TOPU30OHTAJIM U HUX B3aUMHOC PACIIOJIOKCHHUCY. Pa3pa60TaTL mabJaoH U CTPYKTYPY TCKCTa OCHOBHBIX
OpraHu3allMOHHO-PACOPAANUTCIIBHBIX JOKYMEHTOB B 3JICKTPOHHOM BHUIE.

Temal.4.OpraHu3anuoHHO-
pacnopsiauTeJbLHAs
JOKyMEeHTAIus

Copeprkanne yueOHOTO MaTepuaa.

1 Opranu3aimoOHHO-PACTIOPSAUTENBHEIC IOKYMEHTHBI: TIOHSITUE, HA3HAUCHUE, OCHOBHBIC BUIBI.
OpraHu3aiMoHHbIE JTOKYMEHTBI: yCTaB, IIOJIOXKCHHE, CTPYKTypa M IITaTHAas YHUCJICHHOCTb,
IITaTHOE paclvMcaHue, MpaBuiia JODKHOCTHAS WHCTPYKINS, X Ha3HA4YeHWE, XapaKTepPHCTHUKA U
cocras, TpeboBaHUE K 0(QOPMIICHHIO, TOPSAOK YTBEPXKIACHUS. PacriopsauTebHbIe JOKYMCHTHI:
MTOCTAHOBJICHUE, TIPUKa3, PACHIOPSIKEHUE, MX HA3HAYCHHE, XapaKTEPUCTUKA U COCTaB, TPEOOBAHHUS
K odopmnernro. CripaBoYHBIE JOKYMEHTHI: CIyeOHBIE MHUChMa, CIPaBKH, AOKJIAIHbIE 3aIFCKH,
MIPOTOKOJIBI, aKThI, 3asBIEHHS, NX XapaKTePUCTHKA M COCTaB, TpeOoBaHMs K odopmieHnro. THIrsr
JIOKYMEHTOB: TIOJUTMHHUK, KOIHUs, TyOIHKaT, BBITMCKA, UX Ha3HaycHHE. [lopsimok odopMiIeHUs U
BBIIaYH KOMHH U TyOIMKATOB JOKYMEHTOB, BBIITMCOK U3 HUX.

IpakTnyeckoe 3ansaTue Ne 2,3,4. OhopmiieHne opraHu3aOHHO-PACTIOPSAUTENLHBIX JOKYMEHTOB.

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

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. JJokyMeHTOO00pOT: TOHATHE, OOIIUE IPUHIUITEI OpTaHU3aI[IH
JIOKYyMEHTO000pOTa, €ro CTPYKTYpa, HEOOXOAMMOCTh yuera o0beMa JoKyMeHToo0opoTa. HopMaTHBHEIC
JIOKYMEHTBI, PerJaMEeHTHPYIOIIME OPraHu3alHtio JOKYMEHT0000poTa.

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

CamocrosiTetbHass padora oOy4yarommxcs. [loAroTOBHUTBCS K CEMHHApCKOMY 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, 1€, 3aJa4l, MECTa PETUCTPALMH Pa3IUIHbIX
KaTeropuil JokyMeHToB. CucTeMbl ¥ (POPMBI PETUCTPALINH, UX JOCTOMHCTBA M HEOCTATKH.
[MToka3zaTenu, BBOIMMBIC B peructpanuoHHbie Gopmbl. Buael perucrpanuu. OcobeHHOCTH
pEeruCTpalii BXOMSIINX, HCXOAAIIMX M BHYTPEHHUX IOKYMEHTOB. KOHTpOJb HCIIONHEHUS
JOKYMEHTOB: TMOHSTHE, Ha3HaueHue, BuAblL. [IpuHIMIBEI opraHu3anuu KOHTpons. Cpoku
HCIIOJIHEHMSI: TUIIOBOM, MHAMBUAYAIbHBIA. TE€XHOIOrUsS BEAEHUS KOHTPOJISL.

IlpakTuyeckass padora Ne 6,7. CemmHap mo Teme «Opram3anys pPETUCTPAIlMH U KOHTPOJb
UCIIOJIHEHUS JOKyMeHTOB». COCTaBUTh M 3alOJHUATH (OpMY >KypHalla PpErMCTpalyy BXOISIINX
JOKYMEHTOB, HCXOJSALINX JOKYMEHTOB U ()OpMY KypHasa perucTpauuu TeaeoHorpaMm (Ha OCHOBaHUH
npwioxeHus 1,2,3 COOTBETCTBEHHO).




CamocTrosiTenbHast padoTa ody4yarmerocs. Hamummre npeuioxkeHne U 3aperucTpupynTe B JKypHaie
perucrpanuu.

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

Copeprkanne yueOHOTO MaTepuaa.

TpeOoBanuss K OpraHW3alMK OIEPATHBHOTO XpaHEHHsA AOKyMeHTOB. HomeHkiaTtypa nem:
1 noustre. Bunbl Homenkmatypsl nen. Ilopsaok cocraBienus, ohopMIeHHS, YTBEPXKICHHUS U
MPUMEHCHUST KOHKPETHOH HOMeHKnaTypbl nen. [lopsgok odopmienus nen. OpraHuzanus
XPaHEHUs UCTIOJTHEHHBIX TOKYMEHTOB. [lopsiaok nepenayn TOKYMEHTOB Ha XPAHEHHUE B apXUB.

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

CamocrosiTenbHasi padora oOyuaromerocsi. 3 yuebnmka Kysnemo, M.H. JlokxymeHTammoHHOE
obecrieyeHne ympaBlieHHS M JAEJIONPOM3BOACTBO HAa OCHOBAaHWHU MpwWiokeHus 15, ctpanuma 553 B
paboueii TeTpaau OTMETUTD CPOKH XpaHEHHUs IOKYMEHTOB, KacaeMo Balllell CrielIuaaIbHOCTH.

Tema 2.4. JlokymMeHTauusi 1o
npogeccuoHaIbLHOM
e TeJIbHOCTH

Conepxanue yueOHOro MaTepuaa.

1. Kondunennmansasle 10KyMeHTB. CTpyKTypa W OCOOCHHOCTH JIOKyMEHTOOOOpOTa
KOH(QHIEHIIMAJIbHBIX ~ JOKYMEHTOB. TexHosiorus y4era, oOOpaOOTKM W  HUCIOJHEHUS
KOH(HICHIIMATIBHBIX JTOKyMEHTOB. (DOpMHpOBaHWE W XpaHEHHE [Nl KOH(UACHIMATBHBIX
JIOKYMEHTOB.

2. JIokyMeHTBI 10 OOpalieHusM TpakaaH. Buasl oOpamenuid rpaxnaH ¥ paboTa ¢ HUMH,
HOPSII0K AEJIONPOU3BOJICTBA 10 0OpaIlIEHHUSIM I'PakJIaH.

IIpakTuyeckas padora Ne 9,10. 1. CocraBnenne [lepednss JOKyMEHTOB, KOTOPBIE HE MOTYT COCTABIIATh
KOMMEPUECKYI0 TallHy Kojuiemka. 2. HamuwcaHue M perucrpaius kajao0bl B JIIOOOH perucTpanmoHHON
dopme. 3. CocTraBneHre caMOCTOSTEILHO (POPMBI KAPTOUKH MpUEMa I'PaskaaH.

CamocTrosiTenbHasi pabota oOyvaromierocs. [loAroToBUTECS K CEMHHAPCKOMY 3aHSITHIO.
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 U3yUEHHBIX 0OBEKTOB, CBOICTB);

2. — penpoyKTUBHBIN (BBIMOIHEHHE IEATSILHOCTH IO 00pasily, HHCTPYKIMU WITH TIOJT PYKOBOJICTBOM)

3. — IPOLYKTHUBHBIN (TIJIAHUPOBAHUE U CAMOCTOSTEIHHOE BBINOJIIHEHHUE IEATEIbHOCTH, PeIICHHE TPOOJIEMHBIX 3a1a4)




3. YCJIOBHUS PEAJIM3AIIMN YYEFHOM JJUCITUITJIMHBI
3.1. TpeboBaHusi K MUHMMAJbHOMY MATEPHAJIbLHO-TEXHUYECKOMY 00eCIedeHUIo

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).

O06opynoBaHue yueOHOro kabnuera u pabouux mect kaounera JIOVY:
- pabo4re CTOJIBI | CTYJIbS JIJIsI 00yYaroITUuXCs;
- pabouuii CTOJ U CTYJ IS TIPETO1aBaTEeIIs;
- TOCKa KJIaCCHAsi MarHUTHO-MapKepHas;
- HarJIsOHBIC TOCOOuS;
- KOMIUTIEKT Y4eOHO-METOAMYECKON TOKYMEHTAITUH.
TeXHHYECKHE CPEJICTBA OOYUEHHS:
- MYJBTUMEAUNHBIN IIPOEKTOP;
- HOYTOYK.
O6GopynoBaHue yueOHOro KaOWMHETa M pabouyux MeCcT KabumHeTa HMH(POPMAIlMOHHBIX
TEXHOJOTHI B IIpo(PeCcCHOHAILHOM JIESITSIbHOCTH.
- KOMITBIOTED;
- IPUHTED;
- MYJIbTUMEIUNHBIN IIPOEKTOP;
- MporpamMMHoe obecrieueHue o01Iero u mpo(eccnoHaIbHOrO Ha3HAYSHHS,
- KOMIUTEKT Y4eOHO-METOMYECKON TOKyMEHTAITUH;
- KOMIUTEKT OJJAaHKOB JJOKYMEHTAITUH.

3.2. UndopMmaunoHHoe odecneyeHne 00yueHust

Y4eOHO-MeTOAMYECKAS JOKYMEHTALMS:

1.YuebHo-MeToM4YeCKre KOMITJIEKCHI TI0 pa3iejiaM U TeMaM yu4eOHOU TUCIIUTIITUHBI.
2.MeTroandeckue PpEeKOMEHJAUM I CaMOCTOSITEIbHOM pabdOThl CTYJIEHTOB MO
JTUCLUTUIAHE.

3.DoH/I OIIEHOYHBIX CPEJICTB 110 TeMaM JUCIUTLUIHHEI.

4.Y4eOHO-METOIMUECKUEe TTOCOOUS YIIPABIIAIONIETO TUMA (HATJISAHbIE TOCOOUS: KOMIUIEKT
OJIAaHKOB JTIOKYMEHTOB, METOJIUYECKHUE PEKOMEHAAIMU [l BBIMOJHEHUS] MPAKTHUYECKUX
paoor).

denepajibHble 3AaKOHbI U HOPMATHUBHbBIE AKTHI

1. TocynapcTBeHHas cucTeMa JOKYMEHTAIIMOHHOTO obecrieueHus yrpapiieHus. OCHOBHbIE
nosnoxeHusi. OOmue TpeboBaHUS K JOKYMEHTaM U CIy)k0aM JOKYMEHTAI[MOHHOTO
ob6ecneuenus (I'CHOY).

2. TOCT P 6.30-2003 VYCI. VYaudunupoBaHHas CHUCTEMa OpPraHU3aIMOHHO-
pacnopsIMTeTLHOM ToKkyMeHTanuu. TpeboBanus K opopMICHUIO JOKYMEHTOB.

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

4. OcHOBHbIE TTpaBuiIa pabOTHl APXMUBOB OpPraHU3aIUi.
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5. TumnoBoe MoJIOKEHUE O BCIACHUHU ACJIOIIPOU3BOJACTBA 11O IPCIAJIOKCHUAM, 3aABJICHUAM U
»kaymobam rpaxaad B IOCYyJAapCTBCHHBIX OpraHax, Ha HNPCANPHUATHAX, B YUPCKIACHUAX U
OpraHu3anuax.

OcHoBHas JuTeparypa
1. bacakoB M. U. Jlenonpou3BojacTBO [JloKyMEHTaIIMOHHOE OOECIeueHUE yIpaBieHUs |:
yueOnuk / M. U. bacakos, O. W. 3ambiikoBa. — U3n. 13-e, crep. — PoctoB H//] : denuke,
2018. — 376 c¢. — (Cpennee npodeccroHanbsHOe 00pa3oBaHue).
2. Ky3nenora U. B. JlokymMeHTanmmoHHOE 0OecIieueHre yIpaBICHUS IEPCOHATIOM: YIeOHOe
nocobue s OakamaBpoB / M. B. Kysuenosa, I'. A. Xawarpsa. — M.: H3narenbcko-
ToproBas kopnopaus «/lamkos u K», 2018. — 220 c.
3. Poroxun, M.1O. Opranmzarus aenonponu3BoacTsa npeanpusatus: (Ha ocaoBe [[OCT
P6.30-2003) : yuebHO-nipakTHUeckoe mocodue / M.1O. PoroxuHn. - M.; bepnun: Jlupexr-
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/ - DHIMKIIONEANS ACIOIPOU3BOACTBA
2. www.e-reading.club/.../Smirnova_-_Deloproizvodstvo_dlya_sekretarya -  Kuwura:
JIEJIOMIPOU3BOICTBO ISl CEKpeTapsl
http://www.grandars.ru/ - Micropus aeaomnpou3BoicTBa
http://www.kadrovik-praktik.ru/ - Caiit mo kagpoBoMy I€I0IPON3BOJICTBY
http://delo-ved.ru/ - Bce o nenmonpon3BoicTse
http://evolutsia.com/ - MicTopus aemonpon3BoacTBa
http://www.delowork.ru/ - JIeinonpou3BoacTBO
http://working-papers.ru/ - O6pa3ipl ¥ MmadIoHBI JOKYMEHTOB
http://www.pseudology.org/Documets/Deloproizvodstvo.htm — Hcropus pa3Butus
Pocculickoro nenonpons3BoicTea
10.http://rudocs.exdat.com/docs/index-450932.html - Pedepar «Kparkas wuctopus
Pa3BUTHS IE€TONPOU3BOICTBA B Poccumy;
11.http://delo-press.ru/articles. - XKypuam: [lenonpou3BOACTBO U JIOKYMEHTOOOOPOT Ha
PEANPUATAN
12.http://base.garant.ru/ - cipaBouHO-1IpaBoBasi 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/ - 1enonpou3BoACTBO U 3JICKTPOHHBIN JOKYMEHTOOOOPOT
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4. KOHTPO.Ib M OIIEHKA PE3YJIbTATOB OCBOEHUWS YUYEBHOUN

JUCHUILIAHBI

KOHTpOJIb H OLEHKA pPC3yJIbTaTOB OCBOCHHA y‘l66H0ﬁ AUCHUIIIIMHBI OCYIICCTBIIACTCA
MPpCIIoAaBaTCiICM B IIPOLCCCC IIPOBCACHUA IIPAKTHUYCCKHUX BaHHTHﬁ, TCCTUPOBAHUA, A

TaK>XC BBIIIOJIHCHUA O6y‘{aIOHIHMI/ICH SaﬂaHI/Iﬁ JJIsL CaMOCTOSITCJIbHOM pa6OTBI.

Pe3yabTaTnl 00yyeHus

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

@®opMbI 1 METObI KOHTPOJISI U OIIEeHKH Pe3yJbTAaTOB
00yueHus

YcBoeHHBIE 3HAHUS

PackpsITh NOHSATHE JOKYMEHTA, €T0
CBOHCTBA, CLIOCOOBI JOKYMEHTUPOBAHUS,

HaOnroneHue 3a eATeIbHOCTBIO B IIPOLECCE OCBOCHHUS
IIPOrpaMMbl JUCLUIUIMHBI CTYIEHTa U OLIEHKA
JOCTHKEHHS PE3yNbTaTa 4Yepes:

-aKTMBHOE y4aCTHUE B XOJ€ 3aHATHS;

- YCTHBIN ¥ IMCBMEHHBIN OIIPOC;

- 3aJJaHMs JUI CAaMOCTOSITENIbHON paboThI;

ITosicHuTh NpaBuUIa COCTABIEHUS U
oopMieHHs: OpraHU3alIOHHO-
pacnopsauTenbHbIX JoKyMeHToB (OP/I);

HaOnroneHue 3a 1eSTeIbHOCTBIO B IIPOLIECCE OCBOEHUS
IIPOrpaMMbl JUCLUIUIMHBI CTY/IEHTa U OLIEHKA
JOCTHKEHUS PE3yNbTaTa 4Yepes:

- BBIIOJIHEHUE NTPAKTUYECKUX padoT;

- YCTHBIN ¥ MMCBMEHHBIN OIIPOC;

- 3aJJaHMA JUI CAMOCTOSITENIbHON paboThI

XapakTepru30BaTh CUCTEMY U TUIIOBYIO
TEXHOJIOTHIO JIOKYMEHTAI[MOHHOTO
obecneuenus ynpasierus (JJOVY);

HaOnroneHue 3a 1esATeIbHOCTBIO B IIPOLIECCE OCBOCHMUS
IIPOrpaMMbl JUCLUIUIMHBI CTY/IEHTa U OLIEHKA
JOCTHKEHUS PE3yNbTaTa 4Yepes:

- aKTUBHOE y4acCTHE B XOJI€ 3aHATHS;

- YCTHBIN ¥ MMCBMEHHBIN OIIPOC;

- BBIIOJIHEHUE MTPAKTUYECKUX padoT;

- 3aJJaH}s Ul CAMOCTOSITENIbHOU PabOThI;

OOBsICcHATE 0COOEHHOCTH
JIeTIOTIPOU3BO/ICTBA 110 OOpAIICHUSIM
rpakJiaH ¥ KOH(PHIECHIIMATHHOTO
JIeTIOTIPOU3BOICTBA

HaOnroneHue 3a esATeIbHOCTBIO B IIPOLIECCE OCBOCHMUS
IIPOrpaMMbl JTUCLIMIUIMHBI CTYI€HTA U OLICHKA
JOCTHKEHUS PE3yNbTaTa 4Yepes:

- aKTUBHOE y4acCTHE B XOJ€ 3aHATHUS;

- YCTHBIN ¥ MMCBMEHHBIN OIPOC;

- BBIIOJIHEHUE MTPAKTUYECKUX padoT;

- 3aJJaH}s I CAMOCTOSITENIbHON pabOThI;

OcBoeHHBIC YMECHHSA

YMmeTb 0popMIISITh OpraHU3alMOHHO-
pacrnopsAUTEIbHBIE JOKYMEHTHI B
cooTtBeTcTBUH ¢ AeiicTByromuM ['OCTowm;

OCYIIECTBIATH 00pabOTKY BXOISIINUX,
BHYTPEHHUX U UCXOJSIINX TOKYMEHTOB,
KOHTPOJIb HaJ] UX UCIOJHEHUEM;

YMeTb 0pOpMIIATh JOKYMEHTHI JIs
nepesiayy B apXUB OpraHu3aluu.

HaOnroneHue 3a 1esATeIbHOCTBIO B IPOLIECCE OCBOCHMUS
IIpOrpaMMbl JTUCLIMIUIMHBI CTYI€HTA U OLICHKA
JOCTHKEHUS PE3yNbTaTa 4Yepes:

- aKTUBHOE y4acTHE B XOJ€ 3aHATHUS;

- YCTHBIN ¥ MMCBMEHHBIN OIPOC;

- peleHre Npo0JIeMHO-CUTYAIIMOHHBIX 3a]1a4 Ha
IIPAKTUYECKUX 3aHATHUSAX;

- 3aJJaHNA JUI CAMOCTOSITENIbHOU pabOThI;

ABTOP:

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