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AHHOTAIIVA K PABOYEHN ITPOT'PAMME YUYEBHOW JUCITATIAHBI
OI1L.13 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPAB/IEHUSA

1. O6s1acTh MPpUMEHeHHUsI IPOrPaMMBbI

Pabouass mporpaMmMa y4eOHOM  [JUCLMIUIMHBI  SIB/ISIETCS  YaCTbI0  OCHOBHOM
obpazoBartenbHOM mporpammbl CITO (TTIICC3) B cootBerctBuu ¢ PI'OC 110 CrieruasbHOCTU
38.02.01 «DKOoHOMHUKA U OyXTanTepCKUi yueT».

Pabouassi mporpamMMa y4yeOHOW [AWUCLUIUIMHBI MOXeT OBbITb HCMO/Mb30BaHAa B
JIOTIOJTHATENIBHOM ~ Npod)eCCHOHa/bHOM — oOpa3oBaHMM (B TIPOrpaMMax  TTOBBIIIEHUS
KBa/M(PUKALIMM U TIePeroJroToBKU) U TPOQeCcCHOHaNbHOM TMOJATOTOBKe, B  KOTOPBIX
1peJlyCMOTPeHO (pOpMHpPOBaHMe YMEeHUI U 3HaHUH.

2. Mecro yueOHOH [AHCIMIUIMHBI B CTPYKType OCHOBHOH 00pa3oBaTeIbHOH
nporpaMmbl:  YueOHasg  JUCLMIUIMHA BXOAWT B Mpo(decCHOHANbHBIA LUK Kak
obuenpodeccroHanbHast AUCLAMIIMHA.

3. e m 3apaum y4eOHOM JUCHMIUIMHBI — TPeOOBaHWS K pe3ysibTaTaM OCBOEHHS
yueOHOU ANCLIATITUHBI

Llempto ocBoenust aucuuriael OIT 13. [TokymeHTalmoHHOe obecrieueHre yIpaBIeHUs
SBJISIIOTCS:  (hOpMUpOBaHWe  CUCTeMaTU3MPOBAHHBIX 3HAHWW 1O  [JOKYMEHTALMOHHOMY
obecrieueHnI0 yripaB/ieHus U 00yueHre He0OX0IMMBIM HaBbIKaMH PabOThI C IOKyMeHTaMH.

3ajjaur JUCIATIMHBI:

- Hay4YuTh OPOPM/IATH JOKYMEHTALMI0 B COOTBETCTBMM C HOPMAaTHBHOM 0a3o0ii, B TOM
Y1C/ie UCTIONb3Yst MHPOPMALIMOHHbIE TeXHOJIOTHH;

- 0CBaWBaTb TEXHOJIOTHM aBTOMATHU3UPOBAHHON 00pabOTKY /JaHHBIX;

- HAyuuTb OCYILEeCTB/SATb XpaHeHHe U TOUCK JJOKYMEeHTOB;

- IPUBUBATH KYJ/IbTYPY O(pOpPM/IeHHs JOKyMeHTaLUH.

B pe3ynbTaTe 0CBOeHUS JUCLIUIIMHBI 00YJaroLUICs JO0/DKEH YMeTh:

- 0(opMIATb OpraHU3aljMOHHO-PacCHopsiiUTe/IbHble [JOKYMEHTbI B COOTBETCTBUU C
pevicrByromum ['OCTom;

- OCYyLeCTBIATH 00pabOTKy BXOASAIIMX, BHYTPEHHHX M HWCXOJAMMX JOKYMEHTOB,
KOHTPOJIb 3a UX UCTIOJTHEHHEM;

- 0hOpMJIATh JOKYMEHTBHI /i/1s1 [lepefjaur B apXyB OpraHu3aliuu.

B pe3yrbTaTe 0CBOeHUsI JUCLIUIIIMHBI 00YYaroIUiiCs AO/DKeH 3HATh:

- TIOHSITHE IOKYMEHTa, er0 CBOMCTBA, CIIOCOOBI IOKyMeHTUPOBAHMSI;

- TpaBWIa COCTaB/ieHUss U OGOpMJIEHUs]  OpraHU3allMOHHO-PaCTIOPSIAUTebHBIX
JIOKyMeHTOB (zanee - OP/I);

- cucTemy U TUIIOBYO TEXHOJIOTUIO JIOKYMEHTaL[IOHHOT'O
obecrieueHust yripassieHus (ganee - JJOY);
- ocobeHHOCTH [le/I0NIpOr3BOCTBA 1o obpaltieHusIM rpakJaH U

KOH(U/IeHLIMaIbHOT'0 /1e/I0NPOU3BO/CTBA.

B pe3ynbraTe OCBOEHHSI [JUCLIMIUIMHBI y CTY[I€HTOB J[OJDKHBI OBITb C(HOPMUPOBAHBI
ciepytore  obmme  kommeteHimu  (OK) w  mpodeccroHansHbie  KommeteHrmu (1K),
BKJTIOYaroLI[1e B cebst CriocOOHOCTE:

OK 01. Bribupats criocobel pemeHust 3a7au TpodecCHOHATbHOU JesaTebHOCTH
TIPUMEHUTE/IbHO K pPa3/IMUHbIM KOHTeKCTaM;

OK 02. Ocy1iecTB/isAiTh TIOMCK, aHA/IM3 W WHTEPIIPeTariio WHPOPMaLi, HeoOXoAnuMOon
JJ1s1 BBITIOJIHEHUS 3a/iau TIPO(eCcCUOHAaIbHON JiesITe/IbHOCTH;

OK 03. [TnanrpoBaTh ¥ peasr30BbIBaTh COOCTBEHHOE MPOQeCCHOHATBHOE U JIMUHOCTHOE
pasBUTHE;

OK 04. PaboraTb B KO/IJIeKTHBE W KOMaHZe, 3(G¢eKTHBHO B3aMMO/€HCTBOBATh C
KOJIIeraMy, pyKOBO/ICTBOM, K/IMeHTaMy;
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OK 05. OcywmiecTBasaTe YCTHYIO U NMUCbMEHHYH0 KOMMYHHUKALIUIO Ha OCYyapCTBEHHOM
s3bike  Poccuiickoit ®epsepali ¢ yueToM OCOOEHHOCTeH COLMAAbHOTO U KYJIbTYPHOTO
KOHTEKCTa;

OK 09. Wcrnonb3oBath WH(OPMALMOHHBIE TEXHOJIOTMM B TpO(decCHOoHaTbHOU
JesiTe/IbHOCTY;

OK 10. TTonb3oBatbcst mpodeccroHabHOW [OKyMeHTal[ield Ha TOoCy/JapCTBEHHOM U
VHOCTPaHHOM $I3bIKaXx;

CrierfuasuctT 10 CyJe0HOMYy aJIMUHHACTPUPOBaHUIO (6a30BOM TOATOTOBKU) [JOJ/DKEH
o6s1aiaTh IpodeCcCOHATBHBIMIA KOMIIETeHIIUSIMH, COOTBETCTBYIOILIMMH BUJAM JesTe/TbHOCTH:

MK 1.1. O6pabaTsiBaTh MepBUUHbIe OyXTranTepcKre J0KYMeHTh;

[IK 2.7. BbINO/NHATL KOHTPOJ/IbHBIE MPOLIEAYPEl U UX [JOKYMEHTHPOBaHUE, TOTOBUTb U
o(opMJIATh 3aBepliatollie MaTepyaJibl 10 pe3yibTaTaM BHYTPEHHEro KOHTPOJIS

3.5. Obyuatomyecs, ocBauBaroiiye 00pa3oBaTeNbHYI0 TPOrPaMMy, OCBaMBAIOT TaKkKe
nipodeccuto pabouero (0ZHY UM HECKOJILKO) B COOTBETCTBHUU C TlepeuHeM Tipodeccuii pabounx,
JIOJDKHOCTEH CITy)KallX, peKOMeH/[yeMbIX K OCBOEHHIO B paMKax 00pa3oBaTe/IbHOM MPOrpaMMbI
1o crieuanbHocTH (puioxkenre N 2 k @I'OC CII10)

.4. Ko/inuecTBo 4acoB Ha 0CBOEHHE MPOrpaMMbl yU4eOHOH JUCIUIUITHHBI:

MaKCUMaJibHOM yueOHOM Harpy3ku obyuatoirierocsi — 62 uaca, B TOM UHMCIIe:

00s13aTe/IbHOM ayJUTOPHOU yueOHOM Harpy3Ku obyuyaromjerocst — 62 yaca;

5. TemaTU4ecKuM NJiaH:

Pa3pen 1. [lokymMeHTHMpOBaHHe yIIpaB/IeHUeCKO# /jeTe/IbHOCTH

Tema 1.1. Beegenue. I[Tonsitue o I0Y

Tema 1.2. [ToHsATHE O JOKYMEHTE

Tema 1.3. HopmaTtuBHO-11paBoBasi 6a3za [JOY

Tema 1.4. ®opmysnsip-obOpaser] JOKyMeHTa

Pa3pen 2. Opranu3anMoHHO-pacnopsiauTenbHble JoKyMeHThI (OP/T)

Tema 2.1. OpranusaLiOHHO-TIPaBOBbIe JOKYMEHTbI

Tema 2.2. PacriopsijuTenbHble JOKyMeHTbI

Tema 2.3. VIHdopMaLMOHHO-CIIPaBOYHast JOKyMeHTaLUs

Tema 2.4. Opranu3saiys KapoBoro Jea0nporu3B0O/CTBa

Pa3pen 3. Opranu3anus padoTsI C JOKyMeHTaMH

Tewma 3.1. Ciyx6a JOY

Tema 3.2. Opranu3zaiys JOKyMeHToobopoTa

Tema 3.3. Pabora ¢ obpalijeHUsIMU IPa’kJjaH B OPraHbl BJIaCTH

Pa3pen 4. KondupeHijpuaibHoe 1e/10MPOU3BO/ICTBO

Tema 4.1. HopmartuBHo-TipaBoBasi 0a3a  opraHu3alud  KOH(UEHLIMATbHOTO
JLeJI0NPOM3BO/CTBA

Tema 4.2. 3aujuTa JOKyMEHTOB CO/Zlep>KalljiX 3aKpbITYI0 HH(OPMALHIO

Tema 4.4. Opranusaius paboTel C JOKyMeHTaMH, COZlepXKAllUMH  3aKpPBITYIO
VH(pOopMaL1Io

Tema 4.5. O6s13aHHOCTH U 1TpaBa 06/1azaTesnst THpOpMaru
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1. IIACIIOPT PABOYEM ITPOT'PAMMBI YUYEBHOU JIVICITUTL/INHBI
«JOKYMEHTAIIMOHHOE OBECIIEYUEHUE YIIPAB/IEHUS»

1.1. O6s1acTh MPpUMeHeHHUsI IPOrPaMMbI

Pabouast rporpamMma yueOHOW JUCLIATIIMHBI SIB/ISIETCS YaCThIO TIPOTPAMMBI TIOATOTOBKH
CTIeLIMaICTOB CpefHero 3BeHa B cooTBeTcTBUU ¢ PI'OC mo crneguansHoctd CITO 38.02.01
«JKOHOMMKA U OyXra/ITepCKuil yuer».

1.2. Mecto y4e0HOM [UCOMIUIMHBI B CTPYKType OCHOBHO#H mnpo¢eCcCHOHA/THLHOMN
oOpa3oBaTe/JIbHOU MPOrpaMMbI

HOuctmnmiHa — «/JoKymMeHTaloHHOe — obecrieueHye — yrIpaB/ieHWs»  BXOAWT B
npoeccroHanbHBIN LUK/ Kak ob11ienpodeccroHanbHast JUCLIAIUIMHA.

1.3. Ilern u 3agauu y4yeOHOH AMCHUIUIMHBI - TPe0OBaHWUS K pe3y/bTaTaM OCBOEHHSA
AUCLUITUHBI:

Llenmpto ocBoenusi aucuurmbel OIT 13. [JokyMeHTar[MoOHHOe obecrieueHre YIIpaBJIeHHs
SBJISIFOTCS:  (DOPMUpOBaHWe  CUCTeMaTU3UPOBAHHBIX 3HaHWM MO  JJOKYMEHTallMOHHOMY
obecrieueHHI0 yrpapyieHus U o0yueHre HeoOX0[UMBIM HaBbIKaMH pabOThI C IOKYMEHTaMH.

3ajauu JUCLMIIMHBIL

- HayuuTb O(GOPMJISTH JAOKYMEHTAI[MI0 B COOTBETCTBHUM C HOPMATHMBHOUM 0a30i, B TOM
YuC/ie UCI0/b3ys MH(POPMaLMOHHbIe TeXHOJIOTUH;

- OCBaMBaTh TEXHOJIOTHUH aBTOMAaTH3MPOBAHHOW 00pabOTKY /JaHHBIX;

- Hay4WTb OCYLEeCTBJISATh XpaHeHHe U MOMCK JOKYMEHTOB;

- IPUBUBATH KYJIbTYPY 0()OPM/IeHHs JOKyMeHTaLUH.

B pe3sysibTaTe ocBOeHUs AUCLIMIUIMHBI 00yUaromuiics J0/KeH YMeThb:

- 0o(opMaATH OpraHU3alMOHHO-PaCHoOpsiiUTe/IbHbIe [JOKYMEHTbl B COOTBETCTBUM C
netictyroiium ['OCTowm;

- OCyWIecTBASTb 00pabOTKy BXOASIIMX, BHYTPEHHUX W WCXOMSAIIUX JOKyMEHTOB,
KOHTPOJIb 3@ UX UCIIO/IHEHHEM;

- 0hopM/ATh JOKYMEHTHI /J1s Tlepe/iaui B apXUB OpraHU3aLivu.

B pe3sysbTaTe 0cBOeHHS JUCLIMIUIMHBI 00yUaroluiics 0/DKeH 3HaTh:

- TIOHSITHE TOKYMEHTa, er0 CBOMCTBA, CIIOCOOBI JIOKyMeHTHPOBaHNS;

- TmpaBwla COCTaBleHUs] M  O(OpPM/IEHHS  OpraHU3al[MOHHO-PACIOPSAUTETBHBIX
JIOKyMeHTOB (zmanee - OP/I);

- CUcCTemy U THUTIOBYO TEXHOJIOTUIO JOKYyMeHTal[MOHHOT'0
obecrieuenust yripaeienus (ganee - JJOY);
- ocobeHHOCTU JleJIOTIPOU3BO/ICTBA 1o obpalreHusIM rpax/jaH u

KOH(U/eHIMATBLHOTO /1e/I0NPOX3BO/ICTRA.

B pe3ynbraTe O0CBOEHUs [AUCLUIUIMHBI Y CTY/€HTOB [O/DKHbI OBITh CHOPMHUPOBaHbI
ciepytore  obmme  kommeteHimu  (OK) w  mpodeccroHansHbie  KommeteHrmu — (TTK),
BKJTIOYaOLI[1e B cebst CriocOOHOCTE:

OK 01. BreibupaTh criocoObl pelleHdst 3ajad MPodeCcCUOHATBHON JesaTeTbHOCTH
TIPUMEHUTE/IbHO K pPa3/IMUHbIM KOHTeKCTaMm;

OK 02. Ocy1iecTB/isiTh TIOMCK, aHA/IM3 W WHTEPIIPeTaruio WHPOPMaLi, HeoOXoAuMOo
JJ1s1 BBITIOJIHEHUS 3a/iau TIPO(eCcCUOHaTbHON JesITe/IbHOCTH;

OK 03. [TnannpoBaTh ¥ peasr30BbIBaTh COOCTBEHHOE MTPOQeCCHOHATBHOE U JIMUHOCTHOE
pasBUTHE;

OK 04. PaboraTb B KO/JIeKTHBE W KOMaHZe, 3(G¢eKTUBHO B3aMMO/€HCTBOBATh C
KOJI7IeraMy, PyKOBO/ZICTBOM, K/IMeHTaMy;

OK 05. Ocy1jectBisaTe YCTHYIO U NMUCbMEHHYH0 KOMMYHHUKAL|MI0 Ha rOCYyZapCTBEHHOM
s3bike Poccuiickoit ®epsepalid € yueToM O0COOeHHOCTeH COLMAAbHOTO U KYJIbTYPHOTO
KOHTEKCTa;
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OK 09. MWcronp3oBaTh HH(GOpPMALMOHHbIE TEXHOJIOTMUM B  MpO(eCcCHOHANTbHOU
JlesITe/IbHOCTH;

OK 10. ITonb3oBarbcsi npogecCUOHA/NBHOW [JOKYMeHTalliell Ha TroCy/lapCTBEHHOM MU
VHOCTPaHHOM $I3bIKax;

Crneuuanuct 1o cyAeOHOMY agMUHUCTPUPOBaHMIO (0a30BOM TIOATOTOBKH) [OJDKEH
o6saziaTh ipodecCcroHaNbHBIMU KOMIIETeHL[USIMUA, COOTBETCTBYIOLUMU BU/IAM JeSITe/TbHOCTU:

1K 1.1. O6pabaTbiBaTh epBUYHbIE OyXTaaTepPCKUe JOKYMEHTH;

[IK 2.7. BbINOJMHATL KOHTPOJ/IbHBIE TPOLIEAYPbl U UX [JOKYMEHTHPOBaHWe, TOTOBUTb U
oopM/ISTh 3aBeplLaroIe MaTepyaJbl M0 pe3y/ibTaTaM BHYTPEHHer 0 KOHTPOJIS

JINUHOCTHBIE pe3y/1bTaThl
peain3aljiu NporpaMMbl BOCIIUTAHMS, ONIPe/ie/IeHHbIE 0TPAC/IeBHIMU TPe0OBaHUAMH
K /IeJIOBbIM KauecTBaM JIMUHOCTH

J1eMOHCTPUPYIOLIHIA TOTOBHOCTb M CIIOCOOHOCTB BECTH JUAJIOT C JIP 13
JPYTHMH JIFO[AbMY, JOCTUraTh B HEM B3aMOIOHUMaHUs, HaXOAUTh
o011[He 11e/T ¥ COTPYAHUYAT JJIsl UX JOCTH)KEHUs B PO eCCHOHATBEHON
JesTe/IbHOCTU

[TposiBnisiroLLMI CO3HATeIbHOE OTHOILIEHHE K HelIPepbIBHOMY JIP 14
00pa3oBaHMIO KaK YCJIOBHIO YCTIELTHOW TPOodeCCHOHATBHOM 1
00I1IeCTBEHHOU J1eITe/TbHOCTH

[TpyHUMaOILIMK OCHOBBI 3KOJIOTMUECKOM KYJ/IbTYPbl, COOTBETCTBYHOIIEM JIP 16
COBpEMEHHOMY YPOBHIO 3KOJIOTHUECKOT'0 MBIIILJIEHUS], TIPUMEHSFOIINIMA
OTBIT 9KOJIOTHYECKH OPUEHTUPOBAaHHOM pedIeKCHBHO-0IIeHOUHOMN 1
TIPAKTUUECKOH /leaTeTbHOCTH B )KU3HEHHBIX CUTYaLUsSIX U
ripodeCcCHOHA/ILHOM JIesiTeTbHOCTU

PabotaTh B KOJ/UIEKTHBE ¥ KOMaH/e, 3 dHeKTUBHO B3aUMO/IeliCTBOBATh C JIP 19
KOJIJIeraMH, PyKOBOJCTBOM, K/IMEHTaMHu.

JINUHOCTHBIE pe3y/IbTaThl
peain3aljuu NpPorpamMMbl BOCIIUTAHHSA, ONIPe/ie/IeHHbIE CY0heKTOM
Poccuiickoii Pepeparuu

[MTonb30BaThCs TTpodecCcroHaNIbHOM JOKyMeHTalel Ha JIP 21
rocy/lapCTBEHHOM M MHOCTPAaHHOM si3bIKax. (B peZ. [Ipukasa
Munnpocsenenusi Poccuu ot 17.12.2020 N 747)

AKTHBHO IPUMEHSIIOLLMMN TTOTyYeHHbIe 3HaHUsI Ha TTPAKTHKe JIP 22

JIN4YHOCTHBIE Pe3y/abTdThbl
pe€a/In3allMi MIpOorpaMMbl BOCITMTAHHUA, onIpeJe/IeHHbIC K/TIOUE€BbIMHU paGOTOAaTEJIﬂMl/I

BrimonHsitoiuii TpyoBble GYHKLMKA U JeMOHCTPUPYIOIIWN JIP 25
ripodeccOHa/IbHbIe HAaBLIKU B MPO(MeCCUOHATBLHOM /lesITe/IbHOCTH.

JINUHOCTHBIE pe3yabTaThl
peaiM3anuy MporpaMMbl BOCIIMTAHMSA, ONIpe/ie/IeHHbIe Cy0beKTaMHu
o0pa3oBaTe/ILHOrO NpoLecca

[TposiBAATE ZOOPOIKENATeTLHOCTh K OKPY KAFOIIM, [IeTMKaTHOCTh, JIP 27
YyBCTBO TaKTa U FOTOBHOCTb 0Ka3aTh yCJIYTy KaXX/[OMY KTO B Heid
HYXK/1aeTCsl.

1.4. Ko/sinuecTBO 4aCcoB Ha 0CBOEHHE MPOrpamMMbl AUCHMILIMHbIL:
MaKCUMaJIbHOM yueOHOM Harpy3ku obyuaroijerocsi - 62 yaca, B TOM UHCIe:
o0s13aTeTbHOM ayITUTOPHOM yueOHOM Harpy3Kku obyyJarorierocs — 62 uaca;
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2. CTPYKTYPA U COJAEPXKAHVE YYEBHOU JIVICITUTLINHBI
«JOKYMEHTAIIMOHHOE OBECIIEYUEHUE YIIPAB/IEHUS»

2.1. O6beM yueOHOM JUCIUIUTHHBI U BH/ABI y4eOHOH padoThI

Buj yue6HOI paboThI KoimuecTBo yacoB
MakcuMasibHasi yueOHasi Harpy3kKa (Bcero) 62
O0s3aTeibHasi ayAMTOPHasi yueOHasi Harpy3Ka (Bcero) 42
B TOM UHCJIE:
TPAKTUYECKUE 3aHATUS 20

[TpomeskyTOUHasi aTTecTalys Mo AUCIUIUTHHE «/oOKyMeHTallMOHHOe obecrieueHue yrpaBieHUs» B hopme

JuggepenyupoeaHHoz0 3auema

[IOKYMEHT MOZAMUCAH 3/IEKTPOHHOW MOANMCHIO
MOYY "UKT", XyptuHa Jlio6oBb SikoBnesHa, AvpexkTop
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2.2, TeMaTHUeCKHH IVIAH U CO/iePXKaHNe YUeOHOU AUCIUIVINHBI «/J0OKyMeHTaljHOHHOe o0ecrieueHne yIpaB/IeHUus»

HaumeHoBaHue pa3esioB U CojiepkaHre yueOHOTO MaTepHasa, 1abopaTopHble pPadOThI, MPAKTUUYECKHE 3aHSATHS, O6beMm YpoBeHb
TeM camoCTosiTe/bHast paboTa 00yUarIMXCs 4acoB OCBOEHHSI
1 2 3 4
BBejenue. Copep)xaHue yue0HOro MaTepHuasa 2
[TousaTHe o JOY 1 | Ilpeamet u 3azgauu Kypca. Cesa3b JIOY ¢ ApyruMu AUCLHMIIMHAMUA 1
2 | Victopuyeckue 3Tarnbl pa3BUTHS [€JI0IIPOU3BOCTBA 1
3 | Posms IOY B chepe yripaBieHus 1
Paspen 1. /lokymMeHTHpOBaHHue 46
Tema 1.1. Copep>kaHue y4eOHOro MaTepuasa 4
[ToHsiTHE O JOKyMeHTe 1 | OcHOBHBIE CBOMCTBA JJOKYMEHTOB M UX (DYHKIIMM B CUCTEME YIIpaB/IeHHUs 1
2 | Nudopmanus u fokymeHT. FOpranueckoe 3HaueHHe JOKyMeHTa. [1oHsITHe «371eKTPOHHbIN 1
HAOKYMEHT»
3 | Cucrema pokymeHTamu. Kiaccudukaiiys J0KyMeHTOB 1
Tema 1.2. Cojep>xaHue yueOHOro MaTepuasia 4
HopmaruBHO-npaBoBast 1 | 'ocymapctBenHas cucrema [10Y B Poccun 1
baza JOY 2 | YaudwuKalys u CTaHjapTu3aliusi — Kak OCHOBHbIe HarlpaB/IeHUsI COBePILIeHCTBOBAHUS 1
JokyMeHTOB 1 1I0Y
1 2 3 4
Tema 1.3. Cojiep>xaHue y4e0HOro MaTepuasia 10
dopmyisp-obpaser] 1 OO0r11He CBefIeHUsI O PEKBU3UTAX 2
JIOKyMeHTa 2 | ITonstre o 61aHKaxX AOKyMeHTOB. Busbl 6/1aHKOB. TpeboBanus K 6/ankam 1o 'OCTy P 7.0.97- 2
2016
3 | CocTaB peKBHU3UTOB U TpeOOBaHMs 10 UX 0(OPMJIEHHIO B COOTBETCTBUM TPeOOBaHUSIM CTaHapTa 2
Tema 1.4. Cojiep>xaHue y4e0HOro MaTepuasia 10
Opranu3aiioHHO- 1 | TpeboBanwus 1o coctaseHuto U ohopmienuto OP/] 2
paciopsAAuTe/bHbIe 2 | XapaKTepuCTHKa U COCTaB OCHOBHBIX OpraHU3aljMOHHBIX [JOKYMEHTOB (YCTaB, II0JIOXKEeHNU, 2
AokymeHThl (OP/I) VHCTPYKLIUN)
3 | XapakTepucThKa U COCTaB PaclopsiAUTE/IbHBIX IOKYMEHTOB (TIPUKa3, MOCTaHOBJIEHUE) 2
4 | XapaKTepucTHKa U COCTaB MH(OPMALIMOHHO- CIIPaBOYHBIX JOKYMEHTOB (aKT, TIPOTOKOJI, 1e/I0BOe 2
MMCbMO, CIIPaBKa, /I0K/a/iHasi 3aM1cKa)
IIpakTHYecKHe 3aHATHA 10
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1 | CocraBsienue u odopMeHHe JOHKHOCTHOW WHCTPYKLIMN
2 | CocraBneHue 1 opopm/ieHre TpHKasa M0 OCHOBHOM JiesiTeJIbHOCTH, BBINIMCKY U3 MPUKa3a
3 | CoctaBnenue u ohopmyieHHe MPOTOKOJIOB
4 | CocraBsieHue ¥ 0pOpM/IEHHE aKTa, JOK/IAJHOM 3alUCKU
5 | CocraBnenue 1 oopmsieHre fea0BOro MucbMa
1 2 3 4
Tema 1.5. Cojiep>kaHue yue0HOro MaTepHuasia 4
Opranu3zaiys KaJpoBoro 1 | ToHsiTMe KaJpOBOTO /1eI0TIPOU3BO/ICTBA 2
JeJIoNpoOU3BOACTBA 2 | [lokymMeHTHpOBaHKe TPYAOBbIX NTPABOOTHOIIEHHH. Y HU(ULIMPOBAaHHBIE (DOPMBI JOKYMEHTOB 110 TPYAY 2
IIpakTHyecKue 3aHATHSA 4
1 | CocraBsieHue ¥ oopM/IeHHe TIPUKA30B M0 TMYHOMY COCTaBY U OCHOBaHUM K HUM
2 | 3anonHeHue quuHOUM KapTouku hopmbl T-2. OdopmiieHre TPyA0BOM KHIDKKU
Pa3pen 2. Opranu3anus padoThl C JOKyMeHTaMH 14
Tema 2.1. Cojiep>kaHue yue0HOro MaTepmuasia 2
Cnyxb6a [I0Y 1 | YnpaBneHue U fesonpou3BocTBo. OpraHu3aloHHbIe (hOPMBbI /1e/I0TIPOU3BO/ICTBA 1
2 | Cnyx6a JoKyMeHTaLMOHHOTO 0becrieueHUs yrpaB/ieHus], ee OCHOBHbIe 3a/jau, PYHKLUHU U 1
JIO/DKHOCTHOM COCTaB
Tema 2.2. CopepxaHue yueOHOro MaTepuasa 6
Opranuzanys 1 | O6ume NPUHLIKITBI OPraHU3alMK JOKYMeHT0000pOTa, ero OCHOBHBIE 3TallbI 2
AOKyMeHTO0bOopoTa 2 | Peructpauus jokymeHToB. OpraHv3anusi KOHTPOJISL UCIIOJIHEHUs 2
3 | HomeHksatypa jien 2
4 | ®opmupoBaHue aen. JKcriepTHast Komuccus. O6paboTKa fies 1/1st OC/eIVIOIero XpaHeHust 2
5 | KoHbugeHManpHOe fe10npor3BO/CTBO 2
6 | IToHsaTHe TIpe//IOXKEHHUS], 3asB/IeHUs U >Kano0bl. [IpreM U perucTparys nicem rpaxaaH. [Tpuem 2
T10 JIMYHBIM BOIIPOCaM
7 | PaccmoTpeHue obpallleHH, CPOKU pacCMOTpeHUsi. AHa/iu3 paboTel ¢ 0OpalleHUsIMU 2
8 | ABTOMaTM3alMs TPOIIECCOB JOKYMEHTAIMOHHOTO 00ecrieueH sl yrpaBIeHUs 2
9 | 3auer
IIpakTHYecKue 3aHATHSA 6
1 | Perucrpauus BXoAsien, UCXOAsIel 1 BHyTPEHHEN JOKyMeHTalWy. 3arojiHeHue
PEerrucTpalvoOHHbIX GopM
2 | CoctaBnenue u ohopmieHre HOMEHKIATyPhbI J1e/
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3 | BezeHue Je/10npor3BOACTBA IO 0OpaITieHUsIM TPaXKiaH

Bcero: 62

[17151 XapaKTepUCTHKHN YPOBHS OCBOeHMsl yueOHOT0 MaTepHasia UCII0/Ib3yIOTCs Ceytoliye 0603HaueHust:

1. — 03HaKOMUTE/BHBIH (Y3HaBaHUe paHee U3yYeHHbIX 00bEKTOB, CBOMCTB);

2. — penpoAyKTUBHBIN (BBITIOIHEHHE JlesITe/IbHOCTH 110 00pasLy, MUHCTPYKLIMU WX TI0Z, PYKOBO/ICTBOM);

3. — MPOAYKTHUBHBIN (T/TAHUPOBAHUE U CAMOCTOSITe/TbHOE BBITIOJTHEHHE esATe/TbHOCTH, pellieHre Mpo0IeMHbBIX 3a7iay).
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3. YCJIOBUSA PEAJIMBAIINN ITPOI'PAMMBI INCITUITIVINHBI

3. YC/IOBUA PEA/IM3AIIMA PABOYEW IIPOTPAMMBI  YUEBHOM

JNCHUIVINHBI « IOKYMEHTAIIMOHHOE OBECIIEYEHUE YITPAB/TIEHUS»

3.1. TpeboBaHusA K MUHIMA/IbHOMY MaTepHa/IbHO-TeXHHYEeCKOMY 00eCreueHUuI0
Peanuszauysi mporpaMmbl  JUCLMIUIMHBI  TpeOyeT Hamuuus ydyeOHOro KabuHeta

«JloKyMeHTaI[MOHHOe 00ecrieueHre YIipaBIeH s ».

O6opymoBaHue yueOHOT0 KaOMHeTA: CTOJIbI, CTY/IbsA, I0CKA, TEeMATUUEeCKUe CTEH/IbI.

HarnsiiHeie mocobust: r1akaThl, pa3ZiaTOUHbIA MaTepHall.

3.2. HudopmamuonHoe obecrieuenne o0yueHusi. IlepeueHb y4eOHBIX W3JAHHUH,
3/IeKTPOHHBIX PeCypcoB, VIHTepHeT-peCcypCoB, AOMOTHUTETLHOM IMTEPATyPhI

OcCHOBHbBIE HCTOUYHHKH:

1. PymbiauHa JI.A. [loKymeHTal[uoHHOe obecrieueHue YTipaB/ieHUs: Y4eOHWK [7s CTy[I.
yupexaeHuit cpe. ripod. obpaszoBanus / JILA. PymbiHuHa. — M.: M3paTenbCckuii LEHTP
«Axkagemusi», 2020. — 224 c.

HOHOJIHI/ITEJIBHBIE HCTOYHUKH:

1. bacakoB M.U. [Henompou3BoAcTBo [/loKyMeHTalMOHHOe obecIieueHHWe yTipaBJieHus] :
yuebHuk / M.W. Bacakos, O.U. 3ambiiikoBa. — PoctoB H/[I: ®enukc, 2019. — 376 c.

2. BemkypoBa A. B. JloKkyMeHTaI[MOHHOe oOecrieueHHe yIpaBeHHs : yueOHoe rocobue
JJIl CTY/IEHTOB CpefHero MpodeccHoHasbHOr0 obpa3oBanust / A.B. BemkypoBa. -
Mockga : [JupekT-Meaua, 2020. - 169 c.

3. TI'maguii E.B. JJokyMeHTallMOHHOe oOecrieueHre yIipaB/ieHUs: YueOHOe mocobue. — M.:
PUOP: UH®PA-M, 2019. — 249 c.

JJ/IeKTPOHHBIE pecypcChl:
1. VudopmarponHo-1ipaBoBoe obecrieuenre «Crucrema TAPAHT aspo»

NHTepHeT-pecypchi:

http://www.garant.ru
http://edu.garant.ru
http://www. consuitant.ru

http://www.duma.gov.ru/

b=
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4. KOHTPO/Ib W OIIEHKA PE3YJ/JIbPTATOB OCBOEHUS YYEBHOH
AUCHUIVINHBI « IOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPAB/IEHUSA»

KoHTposib M oOIjeHKa

pe3yJIbTaToB

OCBO€HHA  JUCHUIIMHBI  OCYLLECTBJIAETCA

MnperiogaBaTesieM B IIpoLiecce IpoBeAeHHs IIPpaKTHYEeCKUX BaHHTI/Iﬁ, TeCTUPOBAHMsA, 4 TdKXe
BBITIO/THEHHA CTYA€HTaMW MHAWBUAYd/IbHBIX 3a/1aH1/1171.

Pe3ynbTaThl 00yueHust
(ocBoeHHBIE YMeHHs1, YCBOeHHbIe 3HAHHA)

®DopMBbI U MeTO/Ibl KOHTPOJISI U OL[eHKH
pe3y/IbTaToB 00yYeHHUs:

Ymenusn:

0o opMJIATb OpraHU3al[MOHHO-
pacropsiiuresnbHble JOKYMEHTHI B
cooTBeTCTBUM C fercTByrommM ['OCTom

TpOBepKa 3a/laHWi, BBIMOHEHHBIX Ha
MPaKTUUeCKUX 3aHATUSIX; YCTHBINA OMpOC;
TpoBepKa MHAWBU/ya/IbHBIX 3alaHUH,
BBITIOJTHEHHBIX CAMOCTOSITE/IBHO

OCYLeCTB/ISITHE 00pabOTKY BXOZSIIHX,
BHYTPEHHHUX U UCXOJSAIINX JOKYMEHTOB,
KOHTPOJIb 3a UX UCTIOJTHEHHEM

TpOBepKa 3a/JaHWi, BBIMOJTHEHHBIX Ha
MPaKTUUeCKUX 3aHATUSIX; YCTHBIA OMpOC;
TpOBepKa MHAWBU/ya/IbHBIX 3a/laHUM,
BBITIOJTHEHHBIX CAMOCTOSITE/ILHO

o opMJIATh JOKYMEHTHI 15 Tepe/iauu B
apXvB OpraHU3alvu.

TpOBepKa 3a/JaHUii, BbIMOTHEHHBIX Ha
MPaKTUUeCKUX 3aHATUSIX; YCTHBIA OMpOC;
TpOBepKa MH/AMBU/ya/IbHBIX 3a/laHUH,
BBITIOJTHEHHBIX CAMOCTOSITE/IbHO

3HaHHUA:

TIOHSITHE JIOKYMEHTA, er0 CBOMCTBA, CIIOCOOBI
JIOKYMEHTHPOBaHUs

YCTHBIW OTIPOC; TeCTUPOBaHUe; TPOBepPKa
MMUCbMEHHBIX CaMOCTOSTE/IbHBIX PaboT; IpOBepKa
co00I11IeHuH; MPOBepKa MUCbMEHHBIX OTBETOB Ha
KOHTPOJIbHbIE BOIIPOCHI, B TOM umcjie B (hopme
TeCTOB

TpaBuW/ia COCTaB/ieHus1 ¥ 0(opM/IeHUS
OpraHM3aLOHHO-PaCOPSANTETbHBIX
nokymenToB (OP/T)

YCTHBIA OTIPOC; TeCcTUpOBaHWe; ITPOBepKa
ITMCBbMEHHBIX CAMOCTOATEe/TbHBIX pa60T; IMPpOBEPKA
COo0OIIIeHNH, UHAVBUAYa/IbHBIX 3a/JaHUH,
BBITIO/IHEHHBIX CAMOCTOATE/IbHO; TIPOBEPKA
IMMCbMEHHBIX OTBETOB HAa KOHTPOJIbHBIE BOIIPOCHI,
B TOM 4McCjie B (hopMe TecToB

CUCTEMY U TUTIOBYIO T€XHOJIOTUIO
JOKyMEeHTaI[MIOHHOT0 0becTieueHus! yIIpaB/ieHust

(AOY)

YCTHBIY OTPOC; TeCTUpOBaHUe; IpOBepKa
MMUCbMEHHBIX CaMOCTOSITe/TbHBIX paboT; MpoBepKa
3a/JaHUM, BBITIOJTHEHHBIX CAMOCTOSITE/ILHO;
TpOBepKa MMCbMEHHBIX OTBETOB Ha KOHTPOJ/IbHbIE
BOIMPOCHI, B TOM UucC/Ie B (popMe TeCcTOB

0Cc0OeHHOCTH /1e/I0TIPOM3BO/CTBA T10
o0OpalljeHHsIM Tpak/iaH U KOHOH/IeHL[UATbHOTO
[1eJIOTIPOM3BO/ICTBA

YCTHBIY OTIPOC; TeCTUpOBaHUe; IpPOBepKa
MMUCbMEHHBIX CaMOCTOSITe/TbHBIX paboT; MpoBepKa
3a/laHUH, BBITIOJIHEHHBIX CAMOCTOSITE/THHO;
MPOBepPKa NMMCbMEHHBIX OTBETOB Ha KOHTPOJIbHbIE
BOIPOCHI, B TOM YKCJie B JOpMe TeCTOB

Pe3yibTaThl 00yueHusi (0CBOEHHBIE 00I{HE U
npodeccoHaTbHbIE KOMITETEHI[HUH)

(I)OPMI:I U METO/bl KOHTPOJIA U OLJ€HKHA
pe3y/IbTaToOB 00y4YeHus!

OK 1. [ToHMMaTh CyLIHOCTh U COLUA/IbHYIO
3HAUMMOCTh CBOel Oyyitieit mpodeccuy,
TMIPOSIB/ISThL K Hell yCTOWUMBEIN UHTepeC.

HabntoieHue v o1jeHKa JiesiTe/TIbHOCTH CTyIeHTa
B TIpoLiecce 00yueHus, Ha MTPAKTUYECKUX
3aHATHSIX.

OK 2. OpraHu30BbIBaTh COOCTBEHHYIO

HabroieHue U o1jeHKa JiesiTe/TIbHOCTH CTyIeHTa
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AedATe/IbHOCTD, BLI6I/IpaTb TUIIOBbIE MeTO/ibl U
CI10CO0KBI BBITTOTHEHUS HpOd)ECCI/IOHaJILHbIX
3a14d4, OIIeHNBATb UX SQ)q)eKTI/IBHOCTL u
KayeCTBO.

B Tporiecce 0OyueHUsl, Ha MPAKTUYeCKUX
3aQHATHUSX.

OK 3. IlpyHuMats perieHusi B CTaHAAPTHBIX U
HeCTaHJAPTHBIX CUTYaLMsIX U HECTH 3a HUX
OTBETCTBEHHOCTD.

Habsmoenne u orieHKa paboThl Ha
MOZe/IMpOBdHHWE U pelIeHre HeCTAHAdPTHBIX
CHUTYal[|ii, y4acTHe B [IeJIOBBIX U POJIEBBIX UTPAX.

OK 4. Ocy1uecTBasITh TMTOXUCK U UCTIOb30BaHNe
vHbopMaluu, HeobxogumMoM A1t 3¢hHeKTUBHOTO
BBITIO/THEHHUS TTPO(eCCUOHATBHBIX 3a/ay,
npoheCcCMOHaNBHOTO Y JINYHOCTHOTO Pa3BUTHS

HabGnroieHue 1 oljeHKa JesTe/IbHOCTH CTY/IEHTOB
TIPY TTOITOTOBKE COOOIIeHNH, 10K/ 0B,
OlLleHMBaHKWe 3a/JaHUil BHeay/IMTOPHOU
CaMOCTOSITe/TbHON paboThI CTy/IeHTa.

OK 5. Ucnosib30BaTh UHPOPMALIMOHHO-
KOMMYHHUKALIOHHbIE TEXHOJIOTUU B
NpodeCCUOHAILHOM /lesITe/IbHOCTH

HabmopeHue 3a opMupoBaHreM HaBBIKOB
paboTbl B MH(OPMALIMOHHBIX CETSIX; OLjeHKa
TNpe3eHTalli; KOMIIbIOTePHOE TeCTUPOBaHUE;
OlleHMBaHUe 3a/laH1i BHeayJUTOPHOU
CaMOCTOSATe/IbHON paboThI CTy/JeHTa.

OK 6. CamocTosiTeNTbHO OnpefieNiATh 3a/jauu
MpodeCCUOHAILHOTO Y JIMYHOCTHOTO Pa3BUTHS,
3aHUMAaThCSl CaMO0Opa30BaHHeM, 0CO3HAHHO
TIJIAHUPOBATH TTOBLITTIEHHE KBaTU(hHKAIUHN.

KoHTpo/ib BHITIO/IHEHUS] UHIUBU/1Ya/TbHOU
CaMOoCTOsITe/TbHOM paboThl 0OyuatoIerocs;
OTKDPBLIThIE 3dlllMThI U OLI€HKAa pa60T CTyJEHTOB.

OK 7. OprieHTUPOBATBHCA B YCJIOBUSIX
TIOCTOSTHHOT'O 0OHOB/IEHHST TEXHOJIOTHI B
1pod)eCCMOHAJILHOM JlesITe/IbHOCTH.

KOHTpOJ/Ib BBINOTHEHUS] UHIUBH/YaTbHON
CaMOCTOSITe/TbHOW PaboThl 00yUaroIerocs;
OTKpBIThIE 3alIUTHI ¥ OLIEHKA paboT CTY/1eHTOB.

OK 8. Opranu3oBsiBaTh pabouee MecTo ¢
cobsozieHreM TpeOOBaHUI OXPaHbI TPY/a,
TPOU3BO/ICTBEHHOM CAaHUTapWH, UH(MEKIIMOHHON
Y MPOTUBOTIO’KAaPHOU 6e30MacHOCTH.

KOHTpOJIb BLIIOTHEHUS] UHIUBH/YaTbHON
CaMOCTOSITe/TbHOH paboThl 00yyaroIerocs;
OTKPBITBIE 3aI[UTHI U OIleHKa paboT CTy/IeHTOB.

OK 9. IIposB/IATE HETepPIIUMOCTb K
KOPPYILMOHHOMY I10Be/IeHHIO.

HabnrozeHue 3a yyactvem B yueGHO-
MpaKTU4YeCKHUX KOH(epeHLMsIX, KOHKypCax
npoeCcCHOHAILHOTO MacTepCTBa, OIMMITHA/Iax.

OK 12 CobJrofaTh JeHCTBYyIOIEe
3aKOHO/IaTe/IbCTBO U 00si3aTe/IbHbIe TPeOOBAHUS
HOPMaTHUBHBIX JIOKYMEHTOB, a TaK)Ke TpeOOBaHHs
CTaHJAPTOB, TEXHUUECKUX YCJIOBHUH.

KoHTpo/ib BBITIO/IHEHUS] UHIUBU/1YaTbHOU
CaMOCTOsITe/TbHOM paboThI 00yUaroIerocs;
OTKpBIThIE 3aI[UTHI ¥ OLIEHKA paboT CTYJeHTOB.

IK 1.1. O6pabareiBaTh
Oyxranrepckue JOKYMEHTHI;

nepBUYHbIE

KoHTposib BbINOIHEHNS MHAUBUAYaTbHOM
CaMOCTOsATeTLHOM paboThbl 00yyUaroIerocs;
OTKpBIThIE 3aI[UTHI ¥ OLIEHKA paboT CTyJeHTOB.

IIK 2.7. BbINO/MHATE KOHTPOJIbHBIE TIPOLIelypbl
U UX [IOKyMeHTUPOBaHWe, TIOTOBUTb U
o(OopMJISITH  3aBeplIalolljie MaTepuasbl 10
pesyJibTaTaM BHYTPeHHero KOHTPOJIS

KoHTposib BLINOHEHUS] MHAWBUAYaTbHOM
CaMOCTOSATeTLHOM PaboThbl 00yYaroIIerocs;
OTKDBITBIE 3aI[UTHI U OIleHKa paboT CTY/JeHTOB.

CocraBuTeb:
KOOTlepaTUBHbIN TEXHUKYM»

Wmommua Osera  AJieKCaHApOBHa,

npenogaearess  [IOYY  «l/BaHOBCKMIA
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