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1. OBIIASA XAPAKTEPUCTHUKA PABOYEH ITPOTPAMMBI YUYEBHOM
JUCIHUIIVIMHBI OI1.06 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA

1.1. MecTo IMCHMILUIMHBI B CTPYKTYpe OCHOBHO# 00pa3oBaTe/IbHOI MPOrpaMmbl

VYyeOnass auciumuiiHa «J{OKyMEHTallMOHHOE OOecleueHHe YIpaBiICHUs» SBISETCS
00s13aTeNbHOM  YacThi0  00MmIENPO(EeCCHOHATFHOTO  IMKJIA OCHOBHOW  00pa3oBaTEbHOMN
nporpammbel B cooTBeTcTBUH ¢ DPI'OC CIIO mno cnemuansHoctu 38.02.01 DkxoHOMHKaA U
Oyxrantepckuii yuer (mo otpacisMm) (kBanudukamus «Oyxrairep, CHEIUAIUCT IO
HAJIOTOO00JI0KEHHIO).

VYuebnas aucuuiuinHa «J{okyMeHTannmoHHoe oOecrieueHHe YIpaBlIeHHs» 00eCleunBaeT
dbopmupoBanue MpodhecCHOHANBHBIX M OOMIMX KOMIIETEHIIMHA MO BCEM BHJAAM JESTEIbHOCTH
OI'OC mo cneumansHocTH 38.02.01. DxoHOMHKA W OyXraiarepckuili yder (IO OTpacisiM)
(xBanmuukanus «0yxraiarep, CIeHAIACT 110 HAJIOTO0OI0KEHUIOY).

Ocoboe 3HaueHne ydeOHas TUCHUILIMHA UMEET MpH (POPMUPOBAHUU M PA3BUTHU OOIIMX
U ipodeCCUOHATBHBIX KOMITETEHITUI:

OK 05 OcymiecTBasiTh YCTHYIO U NMHUCBMEHHYI0 KOMMYHHUKAIMIO Ha TOCYJapCTBEHHOM
A3BIKE C YYETOM OCOOEHHOCTEH COLMATBHOIO U KYJIbTYPHOTO KOHTEKCTA;

OK 09 MHcnonp3oBaTh MH(POPMALMOHHBIE TEXHOJOTUHM B  TNpodecCHOHAIbHOM
JESITEIIbHOCTH;

OK 10 TIlonb3oBaTtbcsi Hpo¢eCcCHOHAIBHOW JOKYMEHTAlMel Ha TroCyJapCTBEHHOM U
WHOCTPAHHBIX SI3bIKAX;

I1K 1.1. O6pabaTbiBaTh MEPBUYHBIC OYXTAITEPCKUAE TOKYMEHTHI;

IIK 1.3. IIpoBoauTh yYeT NEHEKHBIX CPEICTB, O(QOPMIISATH JACHEKHBIE U KACCOBBIC
JIOKYMEHTHI,

[IK 2.2. BbInonHATh HOPYYEHUS] PYKOBOJCTBA B COCTaBE KOMUCCUU MO MHBEHTApU3ALIUU
AKTHUBOB B MECTaX UX XPaHEHHS,

I1K 2.7. BbINOAHATE KOHTPOJbHBIE MPOLEAYPHI U UX JIOKYMEHTHPOBAaHUE, TOTOBUTh U
0(opMIIATH 3aBepIIAOIINE MAaTEPHAIIBI IO PE3YJIbTaTaM BHYTPEHHETO KOHTPOJIS.

1.2. lleab ¥ NJIaHUpYyeMble Pe3yJabTaThl 0CBOEHUS Y4eOHOM THCIMIJIMHBI:

Lenbto n3yyeHus ydeOHONU TUCHUIIMHBI JJOKyMEHTAlMOHHOE 00ecreueHUe yrpaBIeHUs
SABJISICTCA IMOJIYYCHHUE TCOPETUUYCCKUX 3HAaHUU W™ MPAKTUYCCKUX HABBIKOB B o0OJactu
OpraHu3alUM JEJIONPOU3BOICTBA U IOKYMEHTO000pOTa B OpraHU3aIUX.

B pe3ynbrate ocBoeHUs y4eOHON NUCHUIUIMHBI 00yYarOUIHIiCs T0JIKEH

HMeTh NPAKTHYEeCKUH ONbIT:

- odopmieHusi, TPOBEPKH TMPABUILHOCTH COCTaBIICHUS, OOECIEUYEHUS, XPaHECHUS
OpPraHU3aIMOHHO — PACHOPSAUTENBHBIX U UHBIX HEOOXOIUMBIX JOKYMEHTOB C HCIIOJIb30BaHHEM
ABTOMATHU3UPOBAHHBIX CUCTEM.

B pamkax mporpamMmmbl y4eOHOW MUCIMIUIMHBI OOYYArONTUMUCS OCBAMBAIOTCS YMEHUS U
3HAHUS

Kon YMenus 3Hanug

MK, OK




Kon Ymenus 3nanus

IIK, OK
OK 05, AHaJIM3UPOBATH conepxkanue | [IpaBuna coctaBieHuss 1 0hOpPMIICHHS
OK 09, YIPaBICHUYECKUX JOKYMEHTOB yIPaBIEHUYECKON JOKYMEHTAIUH
OK 10, CocraBisiTh u opopmiiaThk | HopMatuBHO-TIpaBoBas Oa3a
IIK 1.1, JOKYMEHTallMI0 B COOTBETCTBHUE  C | JOKYMEHTALIMOHHOTO oOecrieueHus
IIK 1.3, HOPMAaTUBHBIMU JIOKYMEHTAMHU yIpaBJCHUs
I1IK 2.2, OdopmiaTe neHEXHbIE U KaccoBble | OCHOBHBIE BUbI COBPEMEHHBIX
IIK 2.7 JIOKYMEHTBI HH)OPMAITMOHHBIX ~ TEXHOJOTHH W

[IpoBepaATr Hamuuue B  NEPBUYHBIX

OyXxranTepckux JOKyMEHTax
00513aTENIbHBIX PEKBU3UTOB

[TpoBepsTh HEOOXOJUMYIO
AOKYMCHTAIUIO JJIsL 3aKJIIIOUYCHUA
JI0rOBOPOB

[IpumeHsTh TporpaMMHOE OOecreueHue
B opranuzanuu JJ0OY

OdopMsTh pe3ylbTaThl MPOBEICHHBIX
KOHTPOJBHBIX ~ MEPONPUSATHH  MyTeM
COCTaBJICHHS aKTOB H CITPABOK
Pa30bupatbcsi B HOMEHKIATYype Je

0COOEHHOCTH MX IPUMEHEHUS

B JICJIONIPOU3BOJACTBE

OcHoBHbIE (OpMATBI  IEKTPOHHBIX
JOKYMEHTOB, HCIIONIb3yeMbIX B JIOY

OcobenHoctu IIPOBEJICHUS
KOHTPOJIBHBIX MEpOTPUATHIA
OpraHamd, OCYIIECTBIISTIOIIMH
(MHAHCOBBIN KOHTPOJb.

O6mmne TpeboBaHUs K

OyxraiarepckomMy y4eTy B  4acTu
JIOKYMEHTUPOBAHUSI  XO3SMCTBEHHBIX
JEUCTBUI U OTepaluii

[TpuntunIb OpraHu3aluu
JOKYMEHTO00O0poTa

IIpaBuma ©  CpoOKM  XpaHEHHMs
JIOKYMEHTOB




2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIUILIAHBI

2.1. O0beM yueOHO# 1M CUMIIMHBI M BUAbI YU4eOHO0# padoThl

Bun y4eOHOI paboTsl O6beM gacoB

O06Bem o0pa3oBaTeIbHON IPOrpaMMbl YICOHON JUCITUTIIUHBI 52
O06BeM paboThl 00YUAIOIIUXCS BO B3aUMOJICHCTBUH C MPEIIOaBaTeIeM 36

B TOM YHCIIE:

TeopeTndeckoe o0yueHHe 18
MIPAKTUYECKUE 3aHATHUS 18
camocTosTenbHas padboTa 00y4aromerocs (Bcero) 16
KOHCYJIbTAIH

[IpomexxyTouHas arrectanusi B popme muddepeHInPOBaHHOTO 3a4eTa




2.2. TemaTuyecKkuii IJIAH U coJiep:KaHNe Y4eOHOH TUCIMILINHBI

Koanl
KOMIIETEHIIMH,
Oo6bem | popMupoBanmnio
HaumenoBanue pasgenoB u | Cogep:xxkanue y4eOHOro marepuaja W (opMbl OpPraHu3aluu JAesITeJIbHOCTH
TeM o0yyaromuxcs b KOTOPBIX
qyacax | cmocoodcTByeT
3JIeMEeHT
NPOrpaMmbl
1 2 3 4
PA3JEJ 1. JIOKYMEHTAPOBAHUE YIIPABJIEHYECKOM JESATEJBHOCTHU
Tema 1.1. Coneprxanne yueOHOro MaTepuasa OK 09
Beenenue. JlokymeHTHpoBaHHE | 1. 3HaueHuEe M COAepkKaHHE TUCHUIUIMHBI «JlOKyMEHTAI[MOHHOE oOecreueHue OK 10
YIIPABJIEHYECKOHN JEATEILHOCTU | yIIPABICHUS» M CBA3b €€ C JPYTMMHU JIUCHHUILUIMHAMHU O00Ie00pa3oBaTebHOIO |
CHEHANbHOTO IUKJIOB. [lOHSATHE TEPMUHOB <«JIOKYMEHT», «IOKYMEHTHPOBAHUEY, 9
«IOKYMEHTAIlMOHHOE OO0ECTeYeHre YIpaBieHUs». VIcTopusi pa3BUTHS HAyYHBIX
NPEJCTaBICHUNA O JIOKYMEHTAllMOHHOM oOecreueHuH ympasieHus. HopmaTuBHO-
npaBoBasi 0a3a OpraHM3allMM JIOKYMEHTAllMOHHOIO OO0ECTeueHUs! YNpaBICHHUS Kak
OCHOBA TEXHOJIOTHH ITPOLIECCOB YIPABJICHUS.
CamocrosTenbHas paboTa.
CoctaB  ymnpaBieHYeCKHMX JOKyMeHTOB. IloHsTne cucreM JOKyMEHTaIlUH. 4
@DyHKIIMOHANBHBIE M OTpacieBbleé CHUCTEMBl JIOKyMEHTAlMU. YHUQHUKALUA WU
CTaHJIapTU3aLMs YIPABJIEHYECKUX TJOKYMEHTOB.
Tema Ne.1.2. Coneprxanue yueOHOro MaTepuasa OK 05
Cucrema OpraHU3aIMOHHO- = OK 10
. 1.YHuuurpoBaHHas cUCTeMa OpPraHU3alHMOHHO-PACHOPSAUTENIBHON JOKYMEHTAIUH
pacropsIUTENbHON K 2.2
OKyMEHTAIHE (OPJ1). T'OCTsl Ha OP/I. Tpe60BaHI/Iv5[ K oopmiienuto 1okymeHToB. Knaccudukanus IIK 2.7
OpraHMU3alMOHHO-PACIOPSANTEILHON JIOKyMEHTaLlUU: OpraHHU3alOHHBIE, )

pacropsiIuTeNbHbIE, CITPaBOYHO-UH(GOpMaImoHHbIe. OpraHu3aluOHHbIE TOKYMEHTHI:
yCTaB, TIOJIOKEHHE. PacrnopsaaurenbHble JOKYMEHTBI: IPUKA3bl, PacCHOpsLKEHUs,
yKazaHus, noctaHoBieHus. CrnpaBoyHO-MHGOPMAIIMOHHBIE JTOKYMEHTHI: JIOKJIaHas
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Koabl

KOMIIeTEeHIIHIA,
Oo0bem | popmupoBanuio
HaumenoBanue pasnesnoB u | Cogep:kanue y4yeOHOro marepuasia H (OpMbl OPraHU3ALMH JAeSITEJLHOCTH N KOTOPBIX
TeM 00y4Jarouuxcs
yacax | cmocoo0cTByeT
3J1eMEHT
NPOrpaMMmblI
(cmyxebHas) 3amucka, 00ObSICHUTEIbHAS 3aIHCKa, aKT, CIIPaBKa, CIIy>KeOHbIe MUChMA.
CamocrosiTenbHas padora.
JIOKyMEHTUpOBaHHE TPYAOBBIX MpaBooTHouleHud. CocTaB M OCOOEHHOCTH 4
oopMIIeHNSsT JOKYMEHTOB I10 JTHYHOMY COCTaBY.
B TOM uncie npakTu4ecKuX 3aHATUH U Ja00paTOPHBIX paboT
IIpakTuyeckoe 3ansTuel.
Odopmnenne JOKYMEHTOB ¢ momolibio mporpammbl Microsoft Word. Co3nanue 2
11a0JI0Ha JOKYMEHTOB.
IIpakTnyeckoe 3ansaTue 2.
CocraBnenue U opopMIICHHE PACTIOPSIAUTEIBHBIX U CIPABOYHO- MH(OPMAIIMOHHBIX 2
JOKYMEHTOB.
IIpakTnyeckoe 3ansaTue 3. 2
[TpoBepka MpaBUIBLHOCTH OPOPMIICHHS OPTaHNU3AIIMOHHBIX IOKYMEHTOB.
IIpakTnyeckoe 3ansaTue 4. 2
KanpoBoe 1e10mpon3BoICTBO.
Tema 1.4. Coneprxanue yueOHOro MaTepuasa OK 05
JleHexxHBIE W (¢uHaHCOBO- | 1.0COOCHHOCTH COCTaBJICHUS U O(MOPMIICHHS JICHEKHBIX M (UHAHCOBO-PACUETHBIX 2 OK 09
pacueTHble JOKYMEHTBI JIoKyMeHTOB. OdopmiieHne T0BepeHHOCTEH 0(pUIIMAIBHOM U JINYHOIA. OK 10
B TOM 4HCIIe IPAKTHYECKHUX 3aHATHI U Ta00PATOPHBIX paboT IK 1.1




Koapbl

KOMIIeTEeHIIHIA,
Oo0bem | popmupoBanuio
HaumenoBanue pasnesnoB u | Cogep:kanue y4yeOHOro marepuasia H (OpMbl OPraHU3ALMH JAeSITEJLHOCTH
TeM 00y4Jarouuxcs b KOTOPBIX
yacax | cmocoo0cTByeT
3JIeMEeHT
NPOrpaMMmblI
IIpakTuyeckoe 3ansaTue S. 2 [IK 1.3
OdopmiteHre IaTeKHBIX JOKYMEHTOB.
Tema 1.5. Coneprxkanne yueOHOro Marepuania OK 05
JloroBopHO-TIpaBoOBast 1.IlonsitTne nmoroBopa (KOHTpakTa), corjiamieHusi, mnporokona. TwumoBas Qopma OK 09
TOKYMEHTAIHS noroBopa. OCHOBHBIE pa3lenbl JOroBOpa. BHIBI JOTOBOPOB: KYIUTU-TIPOJAXKH, 5 OK 10
MOCTaBKH, KOMUCCUH U Ap. JIOKyMeHTbI, opopMIISIOmINe MOPSII0OK PACCMOTPEHHS K 2.7
CIIOPOB MEXAy IOpHandYeckuMu numamu. [IpaBuina odopmieHHsS NpPEeTEH3MOHHBIX
MIHCEM.
B ToM yucie mpakTUYEeCKUX 3aHATUN U JIA0OPATOPHBIX padboT
IIpakTnyeckoe 3ansaTue 6.
Oco0OeHHOCTH  COCTaBJI€HUS  JIOTOBOpAa  IOCTaBKH, IpaBwia  OQOPMIIECHUS 4
IIPETEH3MOHHOT0 MUChMA.
CamocrosiTenpHas padora.
Hcnonb3ys nHGOpMAlMOHHO MPAaBOBYIO CUCTEMY M VIHTEpHET pecypchl COCTaBUTh 4
0030p  CyIIecTBYIOIIMX  IIA0JOHOB  JOKYMEHTOB JJi  JIOKYMEHTHPOBAHHUS
YIIPaBJIEHYECKOM IS TeTbHOCTH.
PA3EJI 2. OPTAHU3AIIMA PABOTHBI C JIOKYMEHTAMMU
Tema 2.1. Tousitie | Comepkanie y4ebHOro MaTepraa 2




Koapbl

KOMIIeTEeHIIHIA,
Oo0bem | popmupoBanuio
HanmenoBanue pasnenoB u | Coaep:xkanue y4eOHOro marepuaia W (opMbl OpraHu3aluu esiTeJLHOCTH B KOTOPBIX
TeM 00y4Jarouuxcs
yacax | cmocoo0cTByeT
3JIeMeHT
NMPOrpamMmbl
JOKYMEHT0000pOoTa, 1.CoctaB u y4yer o0beMa JOoKyMeHTooOopoTa opranuzanuii. Opranuzaius padoThI ¢
perucTpanus JIOKYMEHTOB, | TJOKyMEHTAI[MEeH, IMOCTYMAIONIei B OpraHU3alMIO: MPUEM BXOIAIIUX JOKYMEHTOB,
UCIOJIHEHUE IOKYMEHTOB 00paboTKa, MpeaBapUTEIbHOE PACCMOTPEHHE W pPacCHpeleiCHUE, PpPEerucTpalms,
paccMOTpeHHE JOKYMEHTOB PYKOBOJICTBOM, HcCIONHEeHuE. [lepemaua 1OKyMEHTOB
BHYTpHU opranuzanud. KoHTposbs ucnonHeHus: JOKyMeHTOB. Opranusanus 1 TeXHUKA
KOHTPOJISI HMCHOJHEHUsA. THUIMOBbIE W UWHIUBUIYAJIbHBIE CPOKH HCIIOJHEHUS
JTIOKYMEHTOB.
Tema 2.2. Copep:xanue yueOHOro MaTepuana OK 09
HudopMalMoHHblE TEXHOJIOTHU | Mcronp30BaHKe MIPOrPaMMHOTO OOCCIEUYCHHS I pelieHUs] MpodhecCHOHATBHBIX 2 OK 10
B JIEJIONIPOU3BOJCTBE 3amau IIK 1.1
OdopmiieHre JTOKYMEHTOB ¢ momolibio mporpammbl Microsoft Word. PaGora ¢ IK' 1.3
AJIEKTPOHHBIMU JOKyMeHTamMH. Co3/1aHMe CEpUMHBIX MHUCeM. Pacchuika TOTOBBIX [IK 2.7
nucem. [IpuknanHas cpea - cucTeMa yrpasieHus 6azamu ganHbix Microsoft Access.
ba3pl panHBIX n7s xpaHeHUss WHPOPMAIMM — KOHCTPYHpPOBaTh 0a3y JaHHBIX;
BBOJUTH, PEIAKTUPOBATh, KOMHPOBATh W YAANATh 3amucu. Pabora ¢ 3ampocamu.
®opmupoBanue ordeToB. [lowck mokymeHTOB. XpaHeHue u 00paboTKa OOJBIINX
00BbEMOB JTaHHBIX. 2

2Wcnionp30BaHre MHTETPUPOBAHHBIX CHUCTEM JIETOTPOU3BOJCTBA U YNPABICHUS ISt
aBToMaTu3anuu pabodero mecra. Pabota B cpeme Internet u moabp3oBaHUE
3JIEKTPOHHOW TMOYTOM. OJIEKTpPOHHAs I0YTa: MOHSATHE, Ha3HAY€HWE, CO3JaHHhE U
OTIIpaBKa CBOMX COOOIICHUIA, TOTyueHUue MOoUYThl. O3HAKOMUTHCS ¢ MPOPECCHOHATHEHO
opuentupoBanHbiM 10 B ob6mactu [JOVY. Tlomck HeoOxoammoir uHbOpMAIMH B
obnactu JIOKYMEHTHPOBaHUSL. OTeyecTBEHHbIE pa3paboTku nporpamm
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Koabl

KOMIIeTEeHIIHIA,
Oo0bem | popmupoBanuio
HaumenoBanue pasgesnoB u | Cogepkanue y4deOHOro marepuana M (opmbl OpraHu3anMu JAesiTeJIbHOCTH B KOTOPBIX
TeM 00y4Jarouuxcs
yacax | cmocoo0cTByeT
3JIeMEeHT
NPOrpaMMmblI
apromatuzauuu JIOY u apxuBHOoro aena. OCHOBHBbIE yrpo3bl MpodeCcCHOHATHLHOU
0e301macHOCTH
CamocrosiTenbHas padora.
Hcnone3yss mHGOPMAIIMOHHO MPABOBYIO cucTeMy U WMHTEpHET pecypchl COCTaBHUTH
0030p TMPOrpaMMHBIX pEIIEHUH ISl BEIEHUS JOKYyMEHTO00OpOTa ¢ IepeyHeM 4
¢byHKIMH, KOTOphle mporpamMma peanusyeT. CocTaBuUTh TaOIUIly CPaBHUTEIHHOTO
aHaJIM3a POrpaMM.
Tema 2.3. Copep:xanue yueOHOro MaTepuana OK 05
Opranmusanus oneparuBHoro u | l.Cucremarusanus JOKyMEHTOB U HX XpaHeHue. Homenkiarypa aen. [IpumepHsie u I1K 09
aApXUBHOTO XpaHEHHUs | TUIIOBbIE HOMEHKJIATyphl aen. OdopmiieHHe HOMEHKIAaTyphl jaen. TpebOoBaHUS K 2 K 2.2
JIOKYMEHTOB opopmiieHHI0 JAen. XpaHEHHE JOKYMEHTOB B CTPYKTYPHBIX MOJpa3/esICHUsIX.
[TonroToBka fen K cllaue B BEIOMCTBEHHBIN apXMB.
B TOM uncie npakTHYecKuX 3aHATUH 1 Ja00paTOPHBIX paboT 4
IIpakTH4eckoe 3ansaTHE 7. 4
CocraBiieHHEe HOMEHKJIATYpBhI €)1 OpraHUu3aluy.
IIpomexyTouHas arrectauus B popme 1 depeHIMPOBAHHOIO 3a4eTa 2
Bcero: 52
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3. YCJIOBUS PEAJIM3AIIMA YYEFHOM JUCHUATIIAHBI
3.1. MatepuajbHO-TEXHHYECKOE O0ecreyeHne

VYdeOHast aymuTOpHsl UIsl TIPOBEJCHHS 3aHATUH BCEX BUIOB, B TOM YHCJIEC TPYIIOBBIX U
WH/IMBUIYAJIHBIX KOHCYJIBTAIMA, TEKYIIIETO KOHTPOJIS U POMEXYTOYHON aTTecTanuu (KaOMHeT
JOKYMEHTAITMOHHOTO 00ECTICUCHHS YIIPABJICHU)

Crennan3upoBaHHas MeOelb:
Cron (y4uTenbCKuid)

CToJ CTyeHYECKUM (IBYXMECTHBIMN )
CTos1 KOMIIBIOTEPHBIN

Kpecno (kommbroTepHOE)

Cryinbsg

Jlocka menoBast

Kadempa

[xadbr

WudopManinoHHbIE CTCH/IBI

TexHudeckue cpeicTBa 00yIeHUsI:
I1K (cuctemHbIl OJIOK, MOHUTOD)
MynbsTMEaMA TIPOEKTOP

OKpaH

[lepeyeHb TUIIEH3HOHHOTO TPOTPAMMHOTO 00ECIICUCHHUS:

1) AutuBupycHas 3ammra ESET NOD32

2) Windows, Microsoft Office

3)CIIC Koncynbrantllntoc

VYyebHast aynuTopus odecredeHa JOCTYNnoM K ceTu VHTepHeT U 351eKTpOHHON MH(OpMallMOHHO-
oOpa3oBaTenbHOI cpeae PUHYyHUBEpCUTETA

Meroanueckoe obecredeHue:

— y4yeOHO-MEeTOIUYECKHIl KOMIUIEKC MO Yy4eOHOM auciuIuivHe «JloKyMeHTaloHHOe
o0ecrieyeHue yrpaBieHHe;

— METOJIMYECKHUE YKa3aHMs 110 OPTaHU3ALUU U BBIIIOJIHEHUIO IPAKTUYECKUX 3aHATUM;

— METOAMYECKHE YKa3aHUsl I10 OPraHU3allMK U BBITOJHEHUIO CAaMOCTOSATENILHOW paboThI
CTYyJICHTOB;

— Kypc JIeKIMi 1o y4yeOHOM JucuuIuinHe «JlOKyMEeHTallMOHHOe oOecreyeHue
YIPaBIECHUE

3.2. HNupopmanuoHHOE obecneyeHHe peaaTu3alu NporpaMmbl
Jlnis peanu3anuu nporpaMmbl OMOIHOTEYHBIN GOHA (prIHana uMeer:

3.2.1. Ileyaruble U3TAHUA

1. KazakeBuu, T. A JlokyMeHTalIMOHHOE OOECIIEYCHHE YIPABICHUS : YYEOHUK U MPAKTHUKYM
UL cpenHero mnpodeccronanbHoro oopasosanmst / T. A. Kazakesnu, A. U. Tkanmu. - 2-¢
U3]1., UcTp. u joi. - Mocksa : FOpaiit, 2019. - 177 c. - (IlpodeccuonanbHoe 00pazoBaHue). -
URL: https://ez.el.fa.ru:2057/bcode/437587 (mara oOpamenus: 14.01.2020). - Pexum
nocryna: ObC IOpaiit, nust 3apeructpup. nons3oBareneid. - ISBN 978-5-534-06291-5. -
TekcT : 31MeKTPOHHBIN.

2. Kopmnees, U. K. JlokymeHTanmonHoe o0ecrnieueHue ymnpapieHus + Tectbl B ObC : yueOHUK u
MpPaKTUKYyM I cpemHero mpodeccuonansHoro obpaszosanms / M. K. Kopnees, A. B.
[Tmenko, B. A. Mamypres. - 2-e u3f., nepepad. u gom. - Mocksa : FOpaiit, 2019. - 384 c. -
(TIpodeccuonansuoe obpaszosanme). - URL: https://ez.el.fa.ru:2057/bcode/438491 (mara
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obpamenus: 14.01.2020). - Pexum pocrynma: DOBbC HOpaiit, 11 3aperucTpup.
nonb3oBareneit. - ISBN 978-5-534-05022-6. - TekcT : 31eKTpOHHBIH.

3. Ilmenko, A. B. JlokyMeHTaIiMoHHOE obecrieueHue ymnpapieHus: yueonuk / A.B. Ilmenko. -
16-e w3m. - MockBa : Axkanmemusi, 2018. - 224 c. - (Cpemnee mnpodeccHoHATbHOE
obpazoBanmue). - ISBN 978-5-4468-5393-6. - TekcT : HEMOCPEACTBEHHBIH.

3.2.2. DJIeKTPOHHBbIE U31aHUA (3JIEKTPOHHBIE pPecypchl)
1. DnekTpoHHBII pecypc cripaBoyHO-TIpaBoBoM cucteMbl «KoncymnbranT Ilntocy. - Pexxum
nocryna: http://www. consultant.ru.
2. DAEeKTPOHHBINA pecypc ClpaBOYHO-TIPaBOBON cucTemsl «I'apant». - Pexxum nocryna:
http://www. garant.ru.

3.3.3. JlonoJHUTEIbHbI€ HCTOYHHKH

1. Tnammii, E. B. JlokyMeHTanKoHHOE oOecIieueHue yrpaBiieHus : ydeOHoe mocooue / E. B.
I'maguii. - MockBa : PUOP : UHDPA-M, 2020. - 249 c. - (Cpennee nmpodecCHOHAIBHOE
oOpasoanue). - URL: https://new.znanium.com/catalog/product/1065817 (1ara oOparieHus:
12.02.2020). - Pexum noctyma: DBC Znanium.com, [is 3aperucTpup. MOJb30BaTeiei. -
ISBN 978-5-16-103959-5. - Tekcr : 351eKTPOHHBIH.

2. JlokyMeHTaIlMoHHOe oOecrieueHue ynpasieHus : ydeOHuk / beikoBa T. A., mon pen.,
I'motoBa C. A., KonbkoBa A. 10., Kykapuna 0. M., Ckpunko E. A. - Mocksa : KunoPyc,
2020. - 266 c. - (CIIO). - URL: https://book.ru/book/934048 (nara obpamenus: 14.01.2020).
- Pexxum pocryna: DBC Book.ru, mms 3apeructpup. mons3oBatencit. - ISBN 978-5-406-
07810-5. - TekcT : ANEKTPOHHBIN.

3. Kyzuenos, M. H. [JokymeHTalmoHHOEC OOECIEUYCHHE yrpaBlieHHS. JOKyMeHTOO0OpOT u
JICNIOTIPOU3BOJICTBO  : YYEOHMK M TMPAKTHKYM JUIS CPEIHEr0 NpOoQecCHOHATHHOTO
obpazosanus / W. H. Ky3nernos. - 3-e u3j., nepepad. u gom. - Mocksa : FOpaiit, 2019. - 462
c. - (Ilpodeccuonansroe obpazosanue). - URL: https://ez.el.fa.ru:2057/bcode/433861 (nara
obOpamenus: 14.01.2020). - Pexum gocryma: OBC IOpaiir, s 3apeructpup.
nonb3oBareneil. - ISBN 978-5-534-04604-5. - TekcT : 31eKTpOHHBIH.
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4. KOHTPOJIb
JUCIUIIVINHBI

N OHEHKA

KoHTpo/ib M OLEHKa pe3ylbTaTOB OCBOCHUS YYEOHOW AMCLUILIIMHBI

PE3YJIbTATOB

OCBOEHUSA YYEBHOU

OCYIICCTBIIACTCA

npenoaaBaTCJicM B IPOLCCCC IMPOBCACHHU A IMPAKTUICCKUX BaHHTHfI, TCCTUPOBAHMU.

PesyabTaThl 00yyeHus

Kputepun onenkn

‘ MeToabl OLIEHKHU

Hepeqeﬂb 3Haﬂﬂﬁ, 0CBAUBAE€MbIX B paMKaX TUCHHUIIJIMHBI:

OCHOBHBIE HMCTOYHUKH HWHPOpMALUUA H

peCypChl i1 pelIeHUs 3a/1a4 [IpaBuiabHOCTD VYcrHbli

dopMmat odopMIeHHS Pe3yabTaTOB ToHCKa | oopmiieHus (MMCHMEHHBIN)
uH(popMauu JIOKYMEHTAIluH, orpocC.
CopnepxaHue akTyaJbHOM HOPMAaTHBHO- | IPUMEHSIEMOMN B

MIPaBOBOM JOKYMEHTAIINH npodeccnoHanbHOM TectupoBanue.
Ilcuxonoruyeckue OCHOBBI JI€ATENBHOCTH | JESTEIbHOCTH

KOJIJIEKTUBA CootBercTBHE BbIOOpa | [IpoBepka
CoBpeMeHHbIE CpPEJICTBA U IPOrPAMMHOE | TEXHOJIOTMH O(QOPMIIEHHUS | MPAKTUYECKUX
obecrnieueHue B npoecCHOHANBHOM | JOKYMEHTOB COBPEMEHHBIM | padOT U OIIEHKa
JeSITEIIbBHOCTH TpeOOBaHUAM pe3yJIbTaToB.
[TpaBuiia opopmiieHHs JOKYMEHTOB JIOKYMEHTO0000pOoTa

[TpaBuiia oopmiieHus 3aKyIO4YHON

JIOKYMEHTaIu!

HNnpopmannonusie TE€XHOJIOTHH B

poecCuOHANBEHOM NesTeNIbHOCTH

OcoOeHHOCTH OpraHu3alli U IPOBEJEHUS

KOHTPOJIbHBIX ~ MEPONPUATUN  OpraHamu,

OCYLIECTBIAIOIIHAMHU (uHaHCOBBIN

KOHTPOJIb

IlepeyeHb yMeHMii, 0CBaBaeMbIX B pAMKaX AHCHUILIHHBIL:

AHanu3upoBaTh 3ajjayy U OmpeaenaTh | Bragenue MpaBUIIaMU

ATarnbl pelIeHUs COCTaBJICHUS u | DKCepTHOe
CrpyKTypHpOBaTh nojryyaemyro | opopmieHHs HabmroieHne "
uHpopMalno;  oQOpMIIATH  PE3yibTAThl | JOKYMEHTAIUU B | OLIEHKa Ha
MIOMCKa COOTBETCTBUU C | MPaKTHYECKUX
OnpenensiTb akTyaJbHOCTb HOPMAaTHBHO- | HOPMaTUBHBIMU 3aHATHIX pH
NPaBOBON JTOKYMEHTAIUU JOKYMEHTaMH. BBITIOJTHEHUH
B3aUMO/ICCTBOBATh c kosuteramu, | OdopmiileHne pe3yabTaToB | pabOTHI.
PYKOBOJICTBOM,  KJIMEHTaMH  ['paMOTHO | moucka uH(pOpMAaIHH.

0popMIISITH JTIOKYMEHTBI no | HaBeiku  ocymectBienus | OueHka  pelieHui
npodeccCuOHaIBLHON TeMaTHKE IIPOBEPKH  HEOOXOJIMMOH | CUTYyallMOHHBIX
[TpumensTh cpencTBa HMH(MOPMALMOHHBIX | JOKYMEHTAIMH JUIS | 3a7a4.

TEXHOJIOTUI JUIs peleHus | 3aKII0UeHHs] KOHTPAKTOB.

poeCCHOHANIBHBIX 337124 HemoHcTpanmst  aHanm3a | OneHka
Hcnonp3oBath OI0JKETHOE | COJlepIKaHUS pE3yJIbTaTOB
3aKOHO/IATEIbCTBO YIpaBIE€HYECKUX BBITTOJTHEHUS
0(OPMIIATH MIATEKHbBIE JOKYMEHTBI JIOKYMEHTOB. MIPaKTUYECKOU
MPOBEPATh HEOOXOAUMYIO JOKyMeHTauuio | HaBblku B MCHosib30BaHUU | pabOTHI.

JUIS 3aKITIOYEHUS] KOHTPAKTOB IPOrpaMMHOTO

obopMIIATh  pe3yiabTaThl  MPOBEICHHBIX | obecreueHne B

KOHTPOJIbHBIX MEPOINPUATHN nyreM | opranuzauuu J[OV.

COCTAaBJICHHA aKTOB M CIIPaBOK

Bonpocs! st mpoMexxyTouHOH arTectanyu B popme andhepeHInpoBaHHOTO 3a4eTa
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Mpuiaoxenne 1
OBPA3OBATEJIBHBIE TEXHOJIOT'UHN

VYcnemHoe ocBoeHHEe YyueOHOW JUCHUIUIMHBI  «J{OKyMeHTalnnoHHOe oOecredeHue
yIIpaBJICHUS» MPEAIOIaracT akTUBHOE, TBOPYECKOE ydacTue 00yJaroIerocsi Ha BCex 3Tarnax ero
OCBOCHUS TYTEM ILJITAHOMEPHOW, CHCTEMAaTHYeCKOol paboThl. B mpernomaBaHuM MCHOIB3YIOTCS
JEKIMOHHBIE W  IpakTH4Yeckue  (QopMbl  MPOBENEHUS  3aHATHH, HH(OPMALMOHHO-
KOMMYHHKAIIMOHHbIE TEXHOJIOTHUH, UHTEPAKTUBHBIEC (DOPMBI O0yUEHUSI.

AKTHBHbDBIE U HHTECPAKTUBHLIC (l)OpMBI NpoBeaACHUSA 3aHATHIA

Cemectp Bun 3ansaTus Tema Hcnonszyemble KomnuectBo
aKTUBHBIC U 4acoB
UHTEPAaKTUBHbIE
(hopmbI
6 [Mpaktuueckoe | Odopmenue muatexHeX | JlejoBas urpa 2
3aHATHE JIOKYMEHTOB. .
Hroro 2
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BHECEHME U3MEHEHUWHI U JTOIMOJHEHUM B PABOYYIO ITIPOTPAMMY

JlonomHeHus U U3MeHeHus B pabouyro porpammy Ha 2021/2022 yueOHBIN rog
OCHOBHBIE HCTOYHUKH

1.KazakeBuy, T. A JlokymMeHTallMOHHOE OOecreueHne ypaBieHus : Y4eOHUK U MPAKTUKYM JUIS
cpennero npodeccuonanbHoro oopaszosanus / T. A. KazakeBuu, A. 1. Tkanuu. - 2-¢ u3x., ucmp.
u gom. - Mocksa : IOpaiit, 2020. - 177 c¢. - (Ilpodeccuonansuoe obpazoBanue). - URL:
https://ez.el.fa.ru:2428/bcode/452800 (mata obOpamienus: 15.01.2021). - Pexxum gocryma: DBC
FOpaiit, nuist 3apeructpup. nmosiaszoparenei. - ISBN 978-5-534-06291-5. - TekcT : 31eKTPOHHBIN.
2.ITmenko, A. B. JlokymeHTanmonHoe oOecrnieueHue ympasienus: yueonuk / A. B. ITmenko. -
16-e u3n. - Mockga : Axkagemus, 2018. - 224 c. - (Cpeanee npodeccuoHalibHOE 00pa3oBaHue). -
ISBN 978-5-4468-5393-6. - TekcT : HEMOCPEACTBCHHBIH.
3.Kopuees, 1. K. [lokymeHnTanimonHoe odecrieueHre ymnpapieHus + tectel B ObC : yueOHHMK U
MPAKTUKYM UL cpeaHero npodeccruonanpHoro odpaszosanus / . K. Kopuees, A. B. ITmenko,
B. A. MamypueB. - 2-¢ u3zg., mepepad. u jgom. - MockBa : HOpaiit, 2020. - 384 c. -
(TTpodeccronansuoe obpazosanue). - URL: https://ez.el.fa.ru:2428/bcode/453688 (nara
oOpamenus: 15.01.2021). - Pexxum nocryna: ObC FOpaiit, ans 3apeructpup. mnoiab3oBaTenei. -
ISBN 978-5-534-05022-6. - TekcT : 37IeKTPOHHBIH.

DJIeKTPOHHbBIE U3aHNS (3JIEKTPOHHBbIE PecypPchl)
1. DneKkTpoHHBIN pecypc crpaBoyHO-TIpaBoBoi cucteMbl «KoncymnpranT [1mtocy. - Pexxum
nocryma: http://www. consultant.ru.
2. DREeKTpOHHBIA pecypc CclipaBOYHO-TIPaBOBON cucTeMsl «I'apant». - Pexxum nocryna:
http://www. garant.ru.

JlonoHUTe/IbHbIE UCTOYHUKH
1. JlokyMeHTalMoHHoe oOecniedueHue ymnpasieHus : yueOHuk / beikoBa T. A., mon pen.,
I'motoBa C. A., KonskoBa A. 10., Kykapuna 0. M., Ckpunxo E. A. - Mocksa : KnoPyc, 2020. -
266 c. - (CIIO). - URL: https://book.ru/book/934048 (nata obOpamenus: 15.01.2021). - Pexum
nocryna: DBCBook.ru, ms 3apeructpup. nons3osarenei. - ISBN 978-5-406-07810-5. - Tekcr :
AJIEKTPOHHBIN.
2. Kysnenos, U. H. /lokymeHTanmonHoe obecrieueHue ynpasieHus. JJOKyMeHTOO00pOT U
JIEJIONPOU3BOJICTBO : YUEOHUK M MPAKTUKYM JJIsl CPEIHEro MpoecCHOHaIbHOr0 00pa3oBaHus /
HU. H. Kysnemnon. - 3-e u3a., mepepad. m gom. - MockBa : IOpaiit, 2020. - 462 c. -
(IIpodeccuonanbroe obpazoBanue). - URL: https://ez.el.fa.ru:2428/bcode/451242 (nata
obpamenus: 15.01.2021). - Pexxum nocryna: ObC IOpaiit, ans 3apeructpup. noiab3oBaresiei. -
ISBN 978-5-534-04604-5. - TekcT : 37IeKTPOHHBIH.
3. I'maguii, E. B. JlokymeHTannonHoe obecrnieueHue ymnpasienus : yueoHoe nmocodue / E. B.
I'maguii. - MockBa : PUOP : UH®PA-M, 2020. - 249 c. - (Cpegnee mpodeccHoHAIbHOE
obpazoBanue). - URL: https://new.znanium.com/catalog/product/1065817 (mara oOparieHus:
15.01.2021). - Pesxum moctyma: DBC Znanium.com, mjist 3aperucTpup. mojb3osareieid. - ISBN
978-5-16-103959-5. - TekcT : ANeKTPOHHBII.
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