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1. OBIIASI XAPAKTEPUCTUKA PABOYEN NPOT'PAMMBbI YYEBHOI
JUCHHUIIVIMHBI «OI1.04 JOKYMEHTAIIMOHHOE OBECIIEYEHHUE YIIPABJIEHUS»

1.1. Ob6acTh NpUMeHEeHHUs TPOTPaAMMBI

PaGouass mporpamma y4yeOHOW ITUCHUIUIMHBI SBISETCS YacCThIO TPOTPAMMBI  MMOJATOTOBKH
crienuanucTtoB cpenHero 3BeHa B coorBeTcTBUM ¢ DPI'OC mo cnenmansHocTH CIIO 38.02.06
«®DuHaHCBH», YTBEPXKIEHHOTO NpHKa3oM MuHucTepcTBa oOpa3oBaHus W Hayku Poccuiickoit
Oeneparn oT «05» pespans 2018 roga Ne 65.

Vuebnas mucuuruimaa OI1.04 «JlokymeHTaIlmOHHOE OOECTeUeHHE YIPaBJICHUS» O0CCICUHBACT
dbopMupoBaHue nMpoQeccHOHANBHBIX U O0IINX KOMIETEHIUH 1Mo BceM BuAaM aesrerabHoctd OI'OC
no crneruanbHocTh 38.02.06 « DUHAHCH).

1.1.1. IlepeyeHb 00IIMX KOMIETEHIIUIA

OK 01.Bsi0upath ciocoObl pemieHus 3aaa4 npopecCHOHATBHON IeSTEIbHOCTH MPUMEHUTENBHO K
pa3IMYHBIM KOHTEKCTaM

OK 02.OcymiecTBiaTh TMOWCK, aHATW3 W HMHTEpPOpeTanuio WHGOpMalnuud, HEOOXOAMMOW MAJis
BBITTOJTHEHHS 33]1a9 TPOPECCHOHATIBHOMN 1A TeTbHOCTH

OK 03.I1lnanupoBath U peaqu30BbIBATh COOCTBEHHOE MPOECCHOHATBHOE U TNYHOCTHOE Pa3BUTHE
OK 04.PaboTtath B KOJJICKTHBE W KOMaHnae, S(P(EKTUBHO B3aMMOICHCTBOBATH C KOJUICTAMH,
PYKOBOJICTBOM, KITUEHTAMH

OK 05.OcymiecTBisiTh yCTHYIO M THCbMEHHYI0 KOMMYHHUKAIIMIO Ha TOCYJApPCTBEHHOM SI3BIKE
Poccwuiickoit @denepanuu ¢ y4eToM 0COOCHHOCTEH COIMANBLHOTO U KYJIbTYPHOTO KOHTEKCTA

OK 06.IIposiBisTh Ipa)KIaHCKO-MATPUOTUYECKYIO MO3UIMIO, JEMOHCTPHUPOBATH OCO3HAHHOE
MOBE/ICHNE Ha OCHOBE TPAJAMIIMOHHBIX O0IIEYEIOBEYECKUX [IEHHOCTEN

OK 07. CopnelicTBOBaTh COXpPaHEHHUIO OKPYXKAIOIIEH Cpenbl, pecypcocOepexeHuto, 3(p(EeKTUBHO
JEHCTBOBATH B UPE3BBIYANHBIX CUTYAIIHIX

OK 08. Mcnonp30BaTh cpeacTBa GU3NIECKON KYIBTYPHI JUISI COXPAaHEHHS U YKPETUICHUS 3/IOPOBBS B
npoiiecce MpodecCHOHATHHON NEATEILHOCTH U MOAACPKAHUS HEOOXOAMMOT0 YPOBHS (U3HUIECKOM
HOJTrOTOBJICHHOCTH

OK 09.HMcnons3oBaTh HHGOPMAIIMOHHBIE TEXHOJIOTHUU B TPOGECCUOHATBHON JIEATETLHOCTH

1.1.2. Ilepeuyenn npodeccHOHATBbHBIX KOMIIETEeH M

IIK 1.1. PaccuurthiBaTh moOKa3aTead IMPOEKTOB OIOHKETOB OIOKETHOM cuctemMbl Poccuiickoit
®denepannn

IIK 1.2. ObecnieunBaTh UCTIOTHEHHE OIOKETOB OO KETHON cucTeMbl Poccuiickoit denepanuu

[IK 1.3. OcymiecTBiasTh KOHTPOJIb 3a COBEPIIEHHWEM OIepaluid CO CpeICTBaMH OFOKETOB
OroxeTHOM cuctembl Poccuiickoit denepanun

IIK 1.4. CocTaBiiTh MJIAHOBBIE JOKYMEHThI TOCYJAPCTBEHHBIX U MYHUIUMAIBHBIX YUPEKACHUN U
000CHOBaHUS K HUM

[IK 2.1. Onpenensats HaMOroByr 0a3y, CyMMBbI HaJIOTOB, COOPOB, CTPAXOBBIX B3HOCOB, CPOKU HX
YIUIaThl U CPOKHU IIPEICTABICHHS HAJIOTOBBIX JEKJIapaliii U pacyeToB

[1K 2.2. OGecrieuynBaTh CBOEBPEMEHHOE M TOJHOE BBHITOJTHEHUE 005A3aTENIbCTB 0 YIUIaTe HAJIOTOB,
cOOpPOB M JApyrux oOs3aTeNbHBIX IIaTeKed B OIOMKEThl OFOKETHOW cucTeMbl Poccuiickoii
®denepannin

1K 2.3. OcyuiecTBIsATh HATOTOBBI KOHTPOJIb, B TOM YHUCIIE B (JOPME HAIIOTOBOI'O MOHUTOPHHTA

[1K 3.1. IlmaanpoBaTh U OCYIIECTBIISATh MEPOIIPHUATHS MO yIPABJICHUIO (PMHAHCOBBIMU PECYpPCaAMHU
OpraHu3aIu

1K 3.2. CocTaBnsaTh MHAHCOBBIE TUTAHBI OpPTraHU3AIUN

IIK 3.3. OnenuBate 3(PeKTUBHOCTE (UHAHCOBO-XO3IUCTBEHHON ESATEIHLHOCTH OpraHU3alluH,
IUTAHUPOBATh U OCYHIECTBIISATH MEPOIIPUSATHS IO €€ MOBBILICHUIO

I[IK 3.4. OGecrieunBaTh OCYIIECTBICHHE (DMHAHCOBBIX B3aMMOOTHOIICHUH C OpraHU3aLUsIMHU,
OpraHaMH rocyAapCTBEHHOU BJIACTH U MECTHOTO CaMOYTIPaBJICHUS



[1K 4.1. Pa3pabarbeiBaTh IIaH ¥ MporpamMmy MPOBEIACHUS KOHTPOJIBHBIX MEPONPUATHH, 0)OpMIIIATH
pe3yJbTaThl TPOBEJIEHHBIX KOHTPOJIBHBIX MEPONPUATHH, BBIpaOATHIBATh PEKOMEHAALMH IO
YCTPaHEHHUIO HEJIOCTATKOB U PUCKOB, OIICHUBATH 3()(PEKTUBHOCTH KOHTPOIBHBIX IPOIIETYP

I1K 4.2. OcymecTBasATh MPEIBAPUTENBHBIN, TEKYLIIUI U MOCIEAYIOUINI KOHTPOJIb XO35HCTBEHHON
JeATETLHOCTH 00BEKTOB (DMHAHCOBOTO KOHTPOJIS.

1.2. Mecto yuyeOHOH JUCHMIUIMHBI B CTPYKType OCHOBHOW mNpo(deccHoHAIbHOMI
o0pa3oBaTeIbHON NPOrpaMMblI

B ctpykType ocHOBHOH mpodeccHoHambHONH 00pa30BaTENbHOW MPOrpaMMBbl yaeOHAs TUCIUITIHHA
OI1.04 «/lokyMeHTalmoHHOE oOecnieueHe ynpaBiIeHUs» BXOAUT B 001IenpodeCCHOHATBHBIN LIUKII.

1.3. Heanb u 3a1a4u AUCUMILIUHBI — TPEOOBAHUSA K Pe3yJibTATAM OCBOEHUS U CIUNJINHBI

B pesynbpTaTe nzydeHus: AUCIUIUTHMHBI CTYACHT JIOJDKEH:

yMeTh:

-0OpMJIISATH JOKYMEHTAIIMI0O B COOTBETCTBHM C HOPMATHBHOW 0a30i, B TOM YHCJE HCIOJb3YsI
WH(POPMAIIMOHHBIE TEXHOJIOTUH;

-OCYIIECTBIISATH aBTOMATHU3AIHI0 00pa0OTKH JOKYMEHTOB;

-YHU(DUIIUPOBATH CUCTEMBI JOKYMEHTAIUH;

-OCYIIECTBIISITh XPAHCHHE U TTOUCK JIOKYMEHTOB;

-OCYIIECTBIATh AaBTOMATU3AIINI0 00PAOOTKHU IOKYMEHTOB;

-MCIIOJIB30BATh TEJIEKOMMYHHUKAIIMOHHBIE TEXHOJIOTHHU B AJICKTPOHHOM JIOKYyMEHTOO00POTE;
3HATH:

-TIOHSTHE, IIeJIH, 33/1a41 ¥ TIPUHIIUIIBI JETOPOU3BOICTBA;

-OCHOBHBIC TTOHSITHS JOKYMEHTAIIMOHHOTO 00ECTICUCHUS yTIPABICHHUS;

-CHUCTEMBI IOKYMEHTAIIMOHHOTO 00€CTIeUeHUs YIIPaBICHUS;

-K1accu(pUKaIUIO JOKYMEHTOB;

-TpeOOBaHUS K COCTABJICHHIO U OPOPMIICHUIO TOKYMEHTOB;

-OpraHu3aImio JOKYMEHTO000pOTa:

-iprieM, 00paboTKy, perucTpaIuio, KOHTPOJIb, XpaHEHHE IOKYMEHTOB, HOMEHKJIATYPY JeIl.



2. CTPYKTYPA U COJIEP)KAHUE YUYEBHOM JUCIUITIIUHBI «OIL.04
JOKYMEHTALHMOHHOE OBECIIEYEHUE YIIPABJIEHUS»
2.1. O0beM yueOHO# JMCHUIIIMHBI M BUABI Y4e0HO padoThI

Buj yueOHoii padoThl O0bem yacoB

MaxkcumasibHasi yueGHasi Harpy3ka (Bcero) 32
O6si3aTesibHAsSI ayTUTOPHAsN yuyeOHAasi HAarpy3Ka (Bcero) 28

B TOM YHCJIE:

JEKIMOHHbIE 3aHATHS 4
CEMHMHAPCKHUE 3aHATUS -
IIPaKTUYECKUE 3aHATUSA 24
Camocmosmenvhas paboma’ 4

IIpome:xkyTouHast arrecTanus B ¢popme 1u(ppepeHHPOBAHHOIO 3a4eTa

! Camocmosmenvnas paGoma 6 pamxax o6pazosamenshoti nPoPamMmbl NIAHUPYEMCs 06PAZ06AMENbHON Opeanu3ayuell
¢ coomsemcmeuu ¢ mpebosanusmu PIOC CIIO 6 npedenax obvema yueOHOU OUCYUNIUHBL 8 KOIUUECmEe Ydcos,
HEobX00UMOM Ol GbINONHEHUs.  3A0AHULl  CAMOCMOSIMENbHOU — pabomvl  00YUArOWUXCS,  NPEOYCMOMPEHHbIX
MeMAMu4ecKUM NIAHOM U COOEPHCAHUEM YUEOHOU OUCYUNTUHDL.




2.2. TemaTu4eckuii IUVIaH U coep:KaHue Y4eOHOI I CUMILINHBI

HaumeHoBaHue Coaepxanue yueOHOro Mmareprana u opMbl OpraHu3anMu JesiTeIbHOCTH o0yyarmuxcsa |{Oobem B| Koabl koMmnereHnmi,
pa3aesioB M TeM yacax (¢popmupoBanuro
KOTOPBIX
crmoco0cTByeT
3JIeMEHT NMPOrPaMMBblI
1 2 3 4
TEMA 1. Coaepsxkanue y4eOHOro MaTepuaJia 1 OK.02 OK.04 OK 05
COAEPKXAHUME U |1 [[Ipenmer, conepxanue u 3agaun JIOY.
OCHOBHBIE 2 | MecTo 1 poJib TOKYMEHTOB B YIPABJICHHH HA COBPEMEHHOM JTarle.
3AJIAYA 3 |Knaccudukanus 10KyMEHTOB.
COBPEMEHHOTI'O [[IpakTtuyeckne 3ansiTus 2
A0y [pakTuyeckoe 3ansTue Ne 1
- [lonsTie «uHMDOPMAIII» U «TOKYMEHT». [lenonpon3BoaAcTBO B COBpeMEeHHON Poccuu: 0cOOCHHOCTH U
OCHOBHBIC PCTJIAMCHTHI.
CamocrosiTesibHast padoTa 00y4arOImUXCs 0,5
- [TogrotoButh Aoknaznsl: «llens u 3agaun aenonpousBojacTBa», «Ocodennocts JIOY B Bamei
npodeccum.
TEMA 2. Coaep:kanue y4ueOHOI0 MaTepuaJia 2 OK 03 OK 07
UCTOPHYECKHUE |l |lenonpoun3BoaCTBO B IPEBHEPYCCKOM TocynapctBe X-XV BB.
ITAIbI 2 [pukasHoe aenonpou3BoactBo XV-XVII BB.
AEJONPOU3BOI- 3 [Komnexckoe nenonpon3BoacTBo X VII-XIX BB.
CTBA 4 Munucrepckoe aenonpon3BogactBo XIX — nagana XX BB.
S |CoBerckoe nenonpou3BoactBo B 1917-1991 rr.
CoBpemenHbii iepuos ¢ 1991 r. — no HacTosiee BpeMs.
IIpakTHYecKHe 3aHATHSA 2
[IpakTnyeckoe 3ansitue Ne 2
- Ilepsbiii cBon 3akoHOB B JlpeBHeil Pycu «Pycckas npaBma». «I'eHepalbHBIA periiaMeHT»
[METPOBCKUX KOJIJIETUH.
CamocTosiTe/ibHAsA padoTa 00y4alouuxcst 0,5

- [loaroroButs noknansl: «Bo3HukHoBeHne YenoOuTHOro npukaszay, «lctopusi KOMIbIOTEPHBIX
cucreM JIOVY», «Mcropusi co3naHus NMUIIyHIMX MamuHOK», «IlosBrnenue QortoannapaToB u

(hOTOAOKYMEHTOBY.




TEMA 3.

Conep:xanue yueOHOro MaTepuaJia

OK 01 OK 05

HOPMATHUBHO- |l |CoctaB HOpMaTHBHO—METOJIUYECKOH 0a3bl AETIONPOM3BOJACTBA. 3aKOHOAATENLCTBO PD B
METOINUYECKASA 00J1aCTH JJOKYMEHTAITMOHHOTO 00ECTICYCHHUSI.
BA3A J10Y 2 [['ocymapcTBEHHbBIE CTAHIAPTHI HA JOKYMEHTAIIHIO.
3 |VHubunupoBaHHble CUCTEMBI TOKyMeHTauu. OOMEepocCuiickue Ki1acCu(PpuKaTopbl TEXHUKOA
HKOHOMHYECKOW U COIMATIbHON MH(OPMAITIH.
4 [['ocynapcTBeHHas cucreMa JOYV. HopmatuBHO-MeTOIMUECKHE JIOKYMEHTHI,
erJIaMEHTUPYIOIIHNE IesTeIbHOCTh cly:k0b1 IOY.
IpakTHYyecKue 3aHATHS
IIpakTH4eckoe 3ansaTHE Ne 3
- M3yuenne HopMaTHBHBIX JokyMeHTOB 1o JIOY. Knaccudukanus JOKyMEHTOB MO 3a/aHHBIM|
[IPU3HAKAM.
- CTangapTsl  Ha  YOpPaBICHYECKYIO  JOKyMEHTauuio.  locymapcTBeHHass  CHCTEMa|
JOKYMEHTAIMOHHOTO 00eCTIeueH sl yIpaBJICHUsI.
TEMA 4. Coaepsxkanue y4eOHOIro MaTepuajia OK.04 OK 05 OK 03
OCHOBHBIE 1 |biaHky JOKYMEHTOB U TpPeOOBaHUSI K HUM. OK 09 IIK.1.1- IIK 3.1.
TPEBOBAHUA K | 2 |Crpykrypa nokymenTa. Tpebosanus k odopmiennio nokymentos o 'OCT P 7.0.97-2016. IIK 3.2. 1IK 4.4. TIK
COCTABJIEHUIO U [[TpakTnueckue 3anaTHS 4.3.
O®OPMJIEHUIO  [[MpakTuueckoe 3ansitue Ne 4
AOKYMEHTA - Pa30op Bu10B 0J1aHKOB U 3aKpEIUIEHUE UX PEKBU3UTOB.
- Cpaautenbnblii a"amuz ['OCT P 6.30-2003 u I'OCT P 7.0.97-2016: xapakTepuCTHKHY|
HOBIIICCTB.
- CocTaBiieHHE pa3IMYHbIX BUAOB OJAHKOB I MHIMBUAYAIBHO 33JaHHBIX IPEANPUITHH.
TEMA S. Coaepsxkanue y4eOHOro MaTepuaJia OK.04 OK 05 TIK.1.3
CHUCTEMBI 1 |Cuctema OpraHu3allMuOHHOMN TOKYMEHTAIIHUH. OK 09 I1IK.2.2 TIK 3.1.
JOKYMEHTAIMM 2 |Cucrema pacropsauTelIbHON JOKYMEHTALUH. MK 3.2.1IK 4.2
3 |Cucrema nH(GOPMAIIMOHHO-CITPABOYHON JOKYMEHTAITHH.
IIpakTHYecKHe 3aHATHA
IIpakTH4eckoe 3ansaTHe Ne 5
Pa30op 1 cocTaBiIeHUE pa3IMYHBIX BUJOB JOKYMEHTOB, 3aKPEIUICHUE UX PEKBU3UTOB.
TEMA 6. Coaep:xkanue y4eOHOI0 MaTepuaJia OK.02 OK.08
JOKYMEHTALMSA |1 [[lonsTHe ¥ BUJIBI TOKYMEHTOB IO JUYHOMY COCTABY.
IO TPYJAOBBIM 2 [[lopsaok BeneHHs TPYIOBBIX KHUKEK.




OTHOLEHUAM

IIpakTH4yeckue 3aHATUSA

IIpakTH4eckoe 3ansATHE Ne 6
CoctaBuTh pe3toMe, aBToduorpaduio, XapakKTepuCTUKY U Ap.

CamocrosiTesibHAs padoTa 00y4arommuxcst

- IloxroToButs nMOKIAABl: «IDJEKTPOHHAS TPYJOBas KHIDKKA: OCOOCHHOCTH O(OpPMIICHHS U
BeAcHU», «Kakue IUIIOCBI M MHUHYCHI IE€pexoja Ha JJEKTPOHHBbIE TPYAOBBIE KHHKKN,
«OCHOBHBIE BUBI PEIIOMEY.

0,5

TEMA 7.
CTPYKTYPA
JEJOBOTO

MACBMA M ETO
PEKBU3UTEI

Conep:xaHue yueOHOro MaTepuaJia

1 ['paMOTHOE MOCTPOCHHE IETOBON KOPPECTIOHACHITIH.

2 |OG6mmas CTpYKTypa U peKBU3UTHI J€JI0BOT0 MUCHMA.

3 |[Kmaccudukaims AENOBBIX TIHCEM [0 TEMaTHYECKOMY NPU3HAKy H  OCOOCHHOCTH|
odopmieHHS.

IIpakTHYecKkHe 3aHATHA

IIpakTH4yeckoe 3ansTue Ne 7
- CocTraBiieHHe CJIy)Ke6HBIX IMUCEM 110 3aJaHHBIM PCKBU3UTAM.

CamocrosiTesibHAs padoTa 00y4arommuxcst
- IOATOTOBUTH TIPE3CHTALMI0O U JIOKIAJ Ha TeMy: «DJEKTPOHHBIA JOKYMEHTOOOOPOT U €ro|
MIPOrpaMMHOE 00ECTICUEHUE)

0,5

OK 03 OK.04 OK 05
OK 09IIK.1.4 I1K.2.1
IIK 3.1. IIK 3.2.

TEMA 8.
OPTAHM3AIIUS
PABOTBI C
JTOKYMEHTAMM

Conep:xanue yueOHOro MaTepuaJia

1 |CoctaB u yueT 00bEMa JOKYMEHTOO00POTa OpraHU3altu.

2 HOpHI{OK MPOXOKACHHUSA BXOAAIMMNX, HCXOAAINX U BHYTPCHHUX JOKYMCHTOB.

3 KOHTpOJ'IL HCIIOJIHCHUSA JOKYMCHTOB.

IIpakTHYecKHe 3aHATHSA

IIpakTnueckoe 3ansitue Ne 8

- ncnonb3yst VIHTepHeT-pecypchl M TNEpUOJMYECKHE W3JaHMs TOATOTOBUTH JIOKJIAJIBL:
«OcoOeHHOCTH paboThl ¢ KOH(UIACHUMAIBHBIMU JTOKyMeHTaMm», «Pabota ¢ mmucbMamMu u
oOpameHusIMu rpaxaany», «CoBpeMeHHbIe 0(UCHBIE HH)OPMAMOHHBIC TEXHOJIOTHNY.

OK.02 OK 07 OK.08
OK 09 IIK.1.1 I1K.2.2
I1K.2.3

TEMA 9.
MOPSIJIOK
®OPMUPOBAHUE U
XPAHEHUSI JIEJI

Conep:xxaHue y4e0HOIro MaTepuaJia

1 |CocTtaBieHre HOMEHKJIATYPHI AEI.

2 |[@opmupoBanue U 0OopMIICHHUE JIEII.

3 IToaroroBka u nepcaavda JOKYMCHTOB Ha apXUBHOC XpaHCHHUC.

IIpakTH4yecKue 3aHATUSA

IIpakTH4eckoe 3ansaTHE Ne 9

- ucnoab3ysd VHTepHeT-pecypcsl W NEpUOAMYECKHE W3JAaHUS TMOJATOTOBHTH  JOKJIAJBL:

OK.04 OK 07 OK 09
IK.1.31IK 4.1. IIK
4.3.




«JcTopust pa3BUTHS apXHWBHOTO Jena», «IKCIEepTH3a LEHHOCTU JIOKYMEHTOB, METOAMKA €&
[poBeaCHU», «PekoMeHnanuu 1o NpaBWJILHONM OPraHU3ally apXUBHOIO J€JIa B KOMIIAHUU HIIY|
YUPEKICHUNY.

TEMA 10. Conep:xaHue y4eOHOro MaTepuaJia - OK 01 OK.02 OK.04
KOMIIBIOTEPHBIE |1 |HopmaTtuBHBIC JOKYMEHTBI, 3aKPEIUISIONINE DJICKTPOHHOE JICJIOMPOU3BOJICTBO. OK 09 IIK.1.2 11K.2.3
TEXHOJIOTHU B 2 Odopmienue u paboTta ¢ JOKYMEHTOM.
A0Y
[IpakTH4yeckue 3aHATHSA 2
IIpakTH4eckoe 3ansaTHE Ne 10
- CocTaBienue pa3nuuHbX BUA0B 10kyMeHTOB Ha [IK 8 MS WORD, BbiBeieHHE UX Ha NI€YaTh.
- Co3anre JOKyMEHTA MPH MOMOIIIH 3JIEKTpoHHOM Tabauiel Excel.
updepeHUNPOBAHHBIN 3a4eT
Htoro | 32

10




3. YCJIOBUS PEAJIM3ALIMU YYEBHOM JIJUCHUILJIUHBI «OI1.04
JOKYMEHTAIIMOHHOE OBECIHEYEHUE YIIPABJIEHUS»

3.1. lna peanu3anuM NporpaMMsbl y4eOHOH AMCHUIUIMHBI J0JKHbI ObITh NPeIyCMOTPEHbI
cjeayionme cnenuajbHble MOMeleHus :
Kabuner ConnanbHO-5KOHOMUYECKUX IMCUHUIUIMH, OCHALICHHBIA CIEAYIOUIMM 00OpYIOBaHHUEM H
TEXHUYECKUMU CPECTBAMH 00yUEHUS:
- pabodee MecTO MPero1aBaTes;
- MOCaI0YHBIE MECTa 00yJarOIUXCs (110 KOIUYECTBY 00yHaIOIINXCs);
- yueOHbIe HarJISAHbBIE TOCOOHS (TaONHUIIBI, TUIAKATHI);
- TeMaTUYEeCKHE MANKU IUAAKTUYECKIX MaTepHasIoB;
-KOMIUIEKT y4eOHO-METOINIYECKOI TOKYMEHTAIINH;
-KOMIUIEKT y4eOHUKOB (Y4eOHBIX TOCOOMIT) IO KOJTHUECTBY O0YUaIOIIHXCS.
3.2. UudopmanuoHHOe o0ecnedeHne peaJn3aluu NPporpaMmbl
Jns peanuszanuu nmporpaMmbl OMOINOTEUHbIN (oHA 00pa3oBaTeabHON OpraHU3alMy JOHKEH UMETh
NIeYaTHBIE W/WJIH AJIEKTPOHHBIE 00pa3oBaTeIbHbIE U WHPOPMAIIMOHHBIE PECYPCHI, PEKOMEH Ty EMbIX
JUIsL UCTIOJIb30BaHUs B 00pa30BaTeIbHOM IpoLecce
3.2.1. lleyaTHble U3AaHUA
1. Anekceea, T. B. JlokymeHTanmoHHoe oOecrnieueHue ynpaBieHus [TekcT] : yuyeOHUK amis
CTYACHTOB YUpEeXIeHHI cpemHero npodeccruoHanpHoro obpasosanusi / T. B. Anekceepa, O. A.
CrpaxoB. — Mocksa: M3narensckuii nom YHusepcurera "Cuneprusa”, 2020. — 132 c. : uin.
2. beikoBa T. A., Kysnemoa T. B., Cankuna JI. B. [loxkymeHTanmoHHoe oOecrieueHue
ynpasnenus. Jlenonpoussoactso. M.: Madpa-M, 2018. 304 c.
3. Kazanues C. f. MenomnpousBoactBo u pexkum cekpetHoctu. (CIIO). Yuebnuk. M.:
FOcTumus, 2021.
4. Kyrymega, T. B. JlokymeHTanimoHHoe obecrieueHue yrpasieHus [ Tekct]: yueOHOe mocooue
/' T. B. Kyrymea. — PocroB-nHa-Jlony: ®enukc, 2020. — 383 c. — (Cpeanee npogeccruoHallbHOE
oOpa3oBaHue).

5. Kysnenor M. H. JlokymeHTanmmoHHoe oOecrieueHue ymnpaBieHus. JOKyMeHTOoOOpoT u
nenonpou3BocTBo. M.: FOpaiit, 2020. 463 c.
6. [Tmenko A.B. JlokymeHTanmoHHOe oOecleueHrne YMpaBlICHHUs: YYEOHHK I CTYI.

yupexaeHuit cpea. npod. oopazosanus. — M.: Akanemus, 2017. — 224 c.

3.2.2. DneKTpOHHbIe N31aHUS (3J1eKTPOHHbIE PECYPChI)

1. www.aup.ru - aIMUHICTPaTUBHO-YTIPaBICHUYECKUN TOPTaI (TIOTHOTEKCTOBBIE 0a3bl)

2. www.consultant.ru - CripaBounas npaBoBas cuctema «KoncynpranT [Lmrocy

3. www.garant.ru - CnpaBo4Has npaBoBas cucreMa «l apanr»

4. TOCT P 7.0.97-2016 «Cucrema cranmaptoB 10 wuHPOpMaIMK, OHOIUOTEUHOMY U
u3garenbckoMy gaeny. OpraHu3allMOHHO-paclopsauTeNnbHass JOKyMeHTanus. TpeOoBaHus K
0 OpMIICHHIO JIOKYMEHTOB» [DneKTpOHHBIN pecypc]. - URL:
http://www.consultant.ru/document/cons_doc LAW 216461

3.2.3. lonoJTHUTEJIbHbIe HCTOYHUKHU

1. NBanosa A.1O., IllyBanosa H.H. OcHOBBI 1e10npon3BoICTBa. YUeOHUK U MPAKTUKYM / OTB.
pen. llysanosa H.H. M.: FOpaiit. 2017. 376 c.

2. IToxxnukoBa, H.M. Ilpaktukym no mnpeamery "JIOKyMEHTBI, KOPpPECHOHIEHLMUS W
nenonpoun3BoicTBO": YueoHnoe nocooue / H.M. Iloxxuukosa. - M.: Academia, 2019. - 208 c.

3. Paxmanun, JI. B. CtunucTtuka 1en0oBoi peud U peJakTHPOBAHUE CITY)KEOHBIX JOKYMEHTOB
[Texcr] : yuebHoe mocobme / JI. B. Paxmanun. — 3-e u3manue, crepeoturnHoe. — MoOCKBa:
OJIMHTA, 2019. — 256 c¢. — (CTunucTudeckoe Hacleaue).

4. Poroxxun M. 0. Tunuynsie ommoOKH KaapoBOTo neiaonpousBoscTsa. M.: FOpaiit, 2021. 160
c.

5. Hemenkona, C. U. Ucropus apxuBoB Poccuu ¢ apeBHEWMX BpeMeH 10 Haydana XX Beka
[Tekct] : yuebnoe mocobue / C. U. Illemenkona; mon penakiueit JI. H. Masyp. — 2-e uznanue,
crepeotunHoe. — Mocksa : @®JIMHTA, 2017. — 155 c.
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4. KOHTPOJIb U OIIEHKA PE3YJIbTATOB OCBOEHHMS YYEBHOM JIUCHUIJIUHBI
«OI1.04 JOKYMEHTAIMOHHOE OBECIIEYEHUE YIIPABJEHUS»

Pe3yabTaTsl 00yueHusi (0CBOCHHbBIE
YMeHHs, YCBOCHHbIE 3HAHMA)

Kpurtepun onenku

®opMBbI U METOABI
KOHTPOJISA M OLlEHKH
pe3y/1bTaToB
00y4yeHust

B  pesynbratre  OCBOCHHS
MUCHUTUIMHBL  00yYaromuics
YMeThb:

-0(OpMIIATH JIOKYMEHTAITUIO B
COOTBETCTBHUH C HOPMATHBHOM 0a30ii, B
TOM qrcie UCTIONB3YS]
MH(pOPMALMOHHbIE TEXHOJIOTUH;
-OCYLIECTBIIATD aBTOMaTH3aLIMIO
00pabOTKH JOKYMEHTOB;
-yHU(ULIIPOBATH
IMOKYMEHTAIUH;
-OCYLIECTBIIATD
ITOKYMEHTOB;
-OCYLIECTBIIATD
00pabOTKH JOKYMEHTOB;

-MCIIOJIb30BaTh TEJIEKOMMYHHUKAIIMOHHBIE
TEXHOJIOTHH B AIIEKTPOHHOM|
ITOKYMEHTO000pOTE;

y4eOHOH|
JOTHKEH

CHCTCMB]
XpaHCHHUE U  IIOUCK|

aBTOMAaTHU3allNIO|

«OTI4HO» TEOPETUUYECKOE
coJepKaHHe Kypca OCBOEHO
MOJIHOCTHIO, O€3 MPOOesoB, yMEHUS]
c(hOpMHUPOBaHBI, BCE
MPEeyCMOTPEHHBIE IPOrpaMMoii
y4eOHbIe  3aJaHMsl  BBITOJIHEHHI,
KayecTBO MX BBIMOJHEHUS OLEHEHO
BBICOKO.

«Xopouio» TEOPETUYECKOE
coJiepKaHHe Kypca OCBOEHO
MOJIHOCTBIO, 0e3 poOeJoB,
HEKOTOpble YMEHHUsI C(HOPMHUPOBAHB]
HE10CTaTOYHO, BC¢|
[peLyCMOTPEHHBIE IIporpamMmon|
ydeOHble  3aJaHMsl  BBINOJIHEHHBI,
HEKOTOpbIE BU/IBI 3a/1aHul]
BBITOJIHEHBI C OIINOKaMH.
«(Y IOBJIETBOPUTEIIBHO»

B  pesynbrare  OCBOCHHS
ITUCITUTUIMHBL ~ O0YyYaroIuiics
3HATH:

-IIOHATUC, LCJIIHU, 3ada4u W HPHUHIHAIIbI
EeTOTIPOU3BOICTBA;
-OCHOBHBIC
ITOKyMEHTAalIMOHHOTO
YIIPaBJICHUS;
-CUCTCMBbI JOKYMCHTAIIUOHHOT'O
oOecTicueHHs yIpaBJICHUS;
-KJTaccu(UKAIIIO IOKYMEHTOB;
-TpeOOBaHMS K  COCTaBJICHHUIO
0(OPMIICHUIO TOKYMEHTOB;
-OpraHHU3aIrIo JOKyMEHTO000pOTa:
-mpueM,  00pabOTKy,  PETUCTpAIHIo,
KOHTPOJb,  XpaHCHHE  JIOKyMEHTOB,

y4eOHOH|
JOTHKEH

ITIOHATHS]
obecneuenus|

u

Texymui KOHTPOJIb:
[pOBEICHUE
MACEMEHHOTO/YCTHOTO
orpoca;

[pOBEICHUE
TECTUPOBAHUS;

OLICHKa  Pe3yJIbTaTOB
CaMOCTOSITEJIBHON
paboThl  (HamucaHue
pedepaToB, peIIeHHe
3azad, MIPOEKTHBIE
MCCIIeIOBaHMS U T.1.)

[IpomeKyTOUHBIN
KOHTPOJIb:

B dopme aud.3auera
MTUCHMEHHBIN/Y CTHBIN
DITpOC; IIPOBE/ICHUE

TCOPCTUUCCKOC COACPKAHNC KypcaTeCTI/IPOBaHI/IH " T-I[-)

OCBOCGHO YaCTUYHO, HO TPOOENbI He
HOCSIT CYIIECTBEHHOI'O XapakTepa,
HEOOXOIUMBIE YMEHHSI pPabOTHI C
OCBOCHHBIM MaTepuaIoM B
OCHOBHOM c(OpMHUPOBAHBI,
OOJIBIIMHCTBO  NPEIyCMOTPEHHBIX
mporpaMMoil  OOydeHHsI Y4YCOHBIX|
3aJJaHU BBITIOJTHEHO, HEKOTOPBIE M3
BHITIOJTHEHHBIX 3aJaHU  COJepIKaT
OIINOKH.
«HeynoBneTBOpUTENbHO
TEOpPETUYECKOe COJEpKaHhe Kypcal
HE OCBOEHO, HEOOXOAUMBIE YMEHHUS]
HE C(QOPMHUPOBAHBI, BBINOJIHEHHBICE
ydeOHBIC 3a/IaHMsI CoJiepKaT TpyObIe
OIIINOKH.

HOMEHKJIATYpy JIe.
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