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1. OBIIASI XAPAKTEPUCTUKA PABOYEM ITPOT'PAMMBI JTUCIIUILINHBI

1.1 MecTo TMCHMILIMHBI B CTPYKTYpPe OCHOBHOM 00pa30BaTe/ibHOI NMPOrpaMMbl

Hucummumua  OILO6  JlokyMeHTalMOHHOE  oOecreueHHe  yIpaBlICHUS  SBISETCS
00s13aTeNbHON YacThI0 00IIETTPO()ECCHOHATILHOTO LUKJIA MPOrpaMMbl MOATOTOBKH CIIEHUAINCTOB
cpennero 3BeHa B cooTBeTcTBUU ¢ TpeboBanmsimu DPI'OC CIIO mo cnemumansHocTn 40.02.04
Opucnpynennus.

Hucuumumua OIL.06  JlokymMeHTanmoHHOE OOECreYeHHe yIpaBieHUs 00ecreyuBacT
(dopmupoBanue MpohecCHOHATBHBIX U O0MIMX KOMIIETEHIIMI 10 BceM BuaaM aestenbHocTH OT'OC

CIIO cnenmanpHOocTH 40.02.04 FOpucnpyneninus. Ocoboe 3HaYCHHE IUCHUILUIMHA WUMEET TP

dhopmupoBannu 1 pazsutun OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09.

1.2. He.]'ll) H INIAHUPYEMBIC PE3YyJbTAThI OCBOCHUA TUCIHUIIJIMHBI:

B paMKax MmporpaMmbl JUCHUIIIMHBI CTYACHTAMU OCBAUBAKOTCA YMCHUA U 3HAHUS

Kox

OK, 1K Ymenus 3Hanus

OKO0l | — pacno3HaBaTh 3amady u/uiu OPoOOIEMY | — aKTyalbHBIH NPOQECCHOHANBHBII
B NIpO()ECCHOHANBHOM H/MIM COLUMATIBHOM | M COLUUAIBHBIA KOHTEKCT, B KOTOPOM
KOHTEKCTE, aHAIM3MPOBATh 33Ja4y /WU | TPUXOAUTCSA paboTaTh U KUTH;
HpO6HCMy U BBIACIATH eé COCTAaBHBIC — OCHOBHBIC NUCTOYHUKU
qacTu OHpG}IeHSITI) OTallbl peHIGHI/ISI 3a1a4uu I/IH(bOpMaIII/II/I " pecypcm U1
K pa3J'II/I‘lHBIM KOHTCKCTaM, pe]_]_[eHH;{ 3a1a4 u Hp06HeM B
— BBUBIATH M D(PQEKTUBHO HUCKATh | MpoheCCHOHATEHOM u/unu
MH(popMaNuIo, HE00XO0MMYI0 IS | COIMATBHOM KOHTEKCTE;
PELIEHHs 3312491 U/1iK IPOOIIEMBI; — aJIrOPUTMBI BBIIIOJIHEHUS padoT B
— COCTaBJIATH IUIAH JCHCTBUS; Ipo(EeCCHOHAIBHOM U CMEKHBIX
— ONpeensaTh HeoOXOJUMbIE PECYPCHI; o0acTsIX;
— BIAAETh  AKTyaJbHBIMM  METOJaMHU | — METObl paboThI B
paboTsl B mpodheCcCHOHATBHON U CMEXHBIX | TPO(PECCHOHATBHON M CMEXKHBIX
chepax; cdepax;
— peanu30BbIBaTh COCTABJICHHBIH IJ1aH; — CTPYKTypy IUIaHa JJsl peLIeHUs
— OIICHMBaTh pPe3yJbTaT M IOCIEACTBUS | 3a7a4d MOPSIOK OIEHKH Pe3yIbTaToOB
CBOMX JEHCTBUM (CaMOCTOSITENBHO WJIM C | PEUICHUsS 3aaad npodecCHOHATLHON
MOMOIIbIO HACTABHHKA). NeSITeIbHOCTH.

OK 02 — OHpCHACIATH 3alavun I TIOUCKA | — HOMEHKJIAaTypa HWH()OPMAIMOHHBIX
uHpOpMaInH; MCTOYHUKOB, IPUMEHSEMBIX B
—  OMpeeNATh HEOOXOAUMbIC UCTOYHHUKH | MPOPECCHOHATBHON AESITEIbHOCTH;
uH(pOopMaLnu; — TIpHEeMBbI CTPYKTYpPUPOBAHHUS
— IUIAaHMPOBATh MPOIIECC NTOKUCKA; uH(pOpMaIHH;
— CTPYKTypUpOBaTh nojgy4yaemyoo | — ¢opmar odopmieHus
UHOPMAILIUIO; pe3yNibTaToOB TMOUCKa HH(OpMAaILNH,
— BBIIENATh Hambosjee 3HAYMMOE B | COBPEMEHHBIE CpeaCTBa 1
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nepevyHe MHPOpMaLuy;

— OIICHUBATh MPAKTHYECKYIO 3HAYUMOCTb
PE3YJIbTaTOB ITOUCKA;

— odopmiATh  pe3yinbTaThl  IOHUCKAa,
NPUMEHSTh CpeICTBa HH(OPMALMOHHBIX
TEXHOJIOTHUH TSt penieHus
po(hecCHOHANBHBIX 3a7a4;
— HCHOJB30BaTh
IpOrpaMMHOE 00eCIICUeHHE;
— HCIHOJB30BaTh pa3liM4HbIC U(PPOBHIC

COBPEMCHHOC

yCTpoicTBa HHPOPMATU3ALIUY;

— TOpSNOK MX TPUMEHEHUS U
IporpaMMHOEe  o0ecreueHue B
npoeccnoHAIbHOM IeATETHPHOCTH B
TOM 4YHCIE€ C HCIHOJIb30BAaHHEM
IU(GPOBBIX CPENICTB.

CpeAcTBa L pereHus
npodecCHOHATIBbHBIX 3aJ1ay.

OK 03 | — ompenmensith aKTyaJIbHOCTh
HOPMATHBHO-TIPABOBOM JIOKyMEHTAllUU B
npodeccuoHaIbHOMN 1S TeIbHOCTH;
— TPUMEHSTH COBPEMEHHYIO HAy4YHYIO | — COJIep)KaHue aKTyaJIbHON
npo¢eCCHOHATBHYIO TEPMHUHOJIOTHIO | HOPMATUBHO-IIPABOBOM
OTIpeNeNATh M BBICTPAMBATH TPACKTOPHHU | JTOKYMEHTAIUU COBpEMEHHast
npogeccuoHaIbHOI0 pa3BUTHS U | HayyHass W I[podeccCHOHaIbHAs
camM0o00pa30BaHMsl BBIABIATH JOCTOMHCTBA | TEPMHHOJIOTHUS BO3MOYKHBIE
U HEJJOCTAaTKH KOMMEPYECKOH HJIeH; TPAGKTOPUU  HPOPECCHOHATBHOTO
— IIpEe3eHTOBAaTh uaeu OTKpHITHS | Pa3BUTUSL M €aMoOOOpa3oBaHUs
COOCTBEHHOrO Jiejia B MpodeccroHaIbHON | OCHOBBI MpeANPUHIMATETBCKOMN
NesITeIbHOCTH; NESITENIbHOCTH;
— oopMsaTh OuzHec- [JIaH | — OCHOBBI (uHaHCOBOM
paccuMThIBaTh  pasMepbl  BBIIUIAT [0 | TPAMOTHOCTH IIPaBMJa pa3paboTKH
IPOIEHTHBIM ~ CTAaBKaM  KPEIMTOBaHWs | OM3HEC-TLUIAHOB HOPSIIOK
OTIpEeeINATh WHBECTHIIMOHHYIO | BBICTPaUBAHUSA Hpe3eHTaluu
[PHUBJIEKATEIBHOCTh KOMMEPYECKHX HIEH | KPEAMTHBIE OAHKOBCKHE IPOMYKTHI.
B paMkax npodeccruoHanbHON
JeSITeIbHOCTH MPE3EHTOBATh OU3HEC-UICIO
OTIpeNIeNATh UCTOYHUKN (PMHAHCHPOBAHHSL.

OK 04 — OpraHu30BBIBATH PA0OTY KOJUIEKTUBA M | — ICHXOJOTHYECKUE OCHOBBI
KOMaH/Ibl; JeSITeNbHOCTH KOJIJIEKTHBA,
— B3aUMOJICHCTBOBaTh C  KOJUIETaMH, | ICHXOJOTHYCCKUE 0COOEHHOCTH
PYKOBOJICTBOM,  KJIMEHTAaMH B  XOJ¢ | JHYHOCTH,
npodeCcCHOHATBLHOM 1eATEbHOCTH. — OCHOBEHI MIPOEKTHON

TeSITETTbHOCTH.

OK 05 — TPaMOTHO U3JaraTb CBOM MBICIH H

o(OPMISTH JTOKYMEHTHI |~ 0COOEHHOCTH  COLHUAIBHOTO H
. KyJIBTYpHOT'O  KOHTEKCTa;[paBHiIa
npodeccuoHaIbHON TEMaTuKe Ha
TOCYJapCTBEHHOM  SI3BIKE,  MPOSIBISTH Odopmers FIOKYMEHTOB M
MOCTPOEHHSI YCTHBIX COOOILIEHHIHA.

TOJIEPAHTHOCTH B pab0ueM KOJUIEKTUBE.

OK 06 | — omuceiBath 3HAYUMOCTb CBOCHl | — CYIIHOCTH rpaxIaHCKO-
CHENUATPHOCTH TPUMEHSTh CTaHIAPTHI | TATPHOTHIECKOM MO3HIINH,

AHTUKOPPYINIIMOHHOT'O ITOBCACHU .

00I1euesI0BEYECKHUX LIEHHOCTEIH;

— 3HAYUMOCTh TNpodeccroHAIbHON
JeSTeNIbHOCTH 110 CTIeUaIbHOCTH;

— CTaHAApThI
AHTUKOPPYILUOHHOIO MOBEACHUS U
MIOCJIE/ICTBUSI €0 HApyIIECHMSL.




OK 09

— MOHUMAaTh OOMIMA  CMBICT  YETKO
MIPOU3HECEHHBIX BBICKA3bIBAaHUN  Ha
U3BECTHBIE TeMbl (MpodeccruoHalbHbIE U
OBITOBBIC), TOHMMATh TEKCTHl Ha 0a30BBIE
npodeccuoHaNbHBIE TEMBI;

— y4acTBOBaTh B JMAJOrax Ha 3HAKOMBIE
obmre u nmpodeccnoHAbLHBIC TEMBI,

— CTPOUTH MPOCThIE BBICKA3bIBAHUSA O
cebe W 0 cBoed mpodecCHOHATBHON
NeSITeIbHOCTH;

— KpaTKo OOOCHOBBIBaTh U OOBSACHATH
CBOM neicTBUsS (Texyurue u
IUIAHUPYEMBIE);

— TMHUCaTh MPOCTHIE CBSA3HBIE COOOIIECHUS
HAa  3HAKOMbIE WM  HMHTEPECYIOLIUE
PO eCCHOHAITBHBIC TEMBI.

— TMpaBWiIa MOCTPOCHUS MPOCTHIX U

CIIOKHBIX MpeI0KEHU I Ha
npodeccrnoHabHBIC TEMBI,

— OCHOBHBIE
001eynoTpeOnTeIbHBIC TJ1aroJibl
(ObiToBast w  mpodeccruoHaTbHas
JICKCHKA);

— JIEKCHUYECKUHI MHUHUMYM,
OTHOCSILLIUNCS K OIMCAHUIO

IPEJIMETOB, CPEICTB M IPOIECCOB
npodeccrnoHabHOMN 1eSATEIbHOCTH;

— OCOOEHHOCTH  TPOU3HOIICHUS
npaBmiIa YTCHHSI TEKCTOB
pohecCUOHATLHOM
HaIrpaBJICHHOCTH.

2. CTPYKTYPA U COAEPKAHUE JUCIIUIIJIMHBI

2.1. O0beM AUCHUIIMHBI U BU/bI y4eOHOH padoThI

Ounas ¢popma 00yueHus3

Bun yuebnoit paboTsl O0BeM B yacax

O6bemM 00pa3oBaTeabHON IPOrPaMMBbl AUCHUIUIMHBI 46

OO0beM paboThI CTYIEHTOB BO B3aMMOCHCTBHH C TIpEnojaBaTeiem 38

B TOM YHCJIC:

TEOPETUIECKOE 00YICHUE 16
MPaKTUYECKHUE 3aHITHS 22
nabopaTopHbIE pabOTHI -
KOHTPOJIbHBIE pabOThHI -

KypcoBoii npoekt (pabota) -
caMmocCTosITeNTbHas paboTa 8

[TpomesxyrouHnas arrecranus B popme AuddepeHunpoBaHHbIil 3aueT




2.2. TeMaTuyeCKMil IJIAH U COAEPKAHME TUCHMILUIHUHBI

HopmaTtuBHO-TIpaBOBBIE aKTHI,
perynmmpyomye
JIOKYMEHTAIIMOHHOE 00ecIieueHrne
yrpaBieHus. YHUPUKAIMS 1
CTaH/IapTHU3AlHA KaK OCHOBHBIE
HaIpaBICHUS

COBEPIIICHCTBOBAHUS IOKYMEHTOB
U JOKYMEHTALIMOHHOTO
obecrnieveHus yrpaBlIeHusl.
[Tepeuenn OCHOBHBIX
rOCYJapCTBEHHBIX CTAaHAAPTOB Ha
YHU(DHUIIMPOBAHHBIE CHCTEMBI
JIOKYMEHTAIUH. OCHOBHBIE
MIOJIOXKCHUS roCyJJapCTBEHHOM
CHCTEMBI JIOKyMEHTAIIMOHHOT'O
obOecnieueHus ynpasieHus. Coctas
VHUPHUIHIPOBAHHBIX CHCTEM
JMIOKYMEHTAITUHN: OpTaHU3aIMOHHO-
pacropsiAuTeNnbHas, OTYETHO-
CTaTHCTUYeCKas, (MHAHCOBas U

Konrr
KOMIIETEHIINH,
Conepxanue yaeOHOTO
HaumenoBanue MaTepHaia u GOpMEI (opmmpoBarro
pas3ziesoB U TeM OpraHU3alMU ACATEIbHOCTH Obwewm B uacax KOTOpRIX
CIOCOOCTBYeT
CTYIICHTOB
3NIEMEHT
IIPOrPaMMBI
1 2 3 4
Paznen 1. «KOCHOBBI JOKYMEHTHUPOBAHU A
VYIIPABJIEHUYECKOM IESITEJIbHOCTU «
Tema 1.1 IlonsTue o Conepxanue y4eOHOTO OK 01, OK 02,
JOKyMEHTAIlMOHHOM Marepuana OK 05, OK 09
obecrieyeHUH OcHOBHBIE CBOHCTBA JOKYMEHTOB
yIpaBJIeHUs,, JOKYMEHTE | U UX (YHKIHUH B CUCTEME
u criocobax ynpasienus. [lonstue
JOKyMEHTHUPOBAHHSI. nokymenTa. Mapopmanus u
HopmaTtuBHo-ipaBoBast | nokymeHT. Knaccudukanms
0aza JIOKYMEHTOB: I10 BUJLY
JOKyMEHTAllMOHHOT'O oopMIIeHUS; IO CONIEPKAHUIO;
o0ecrieueHust 1o (hopMe; 1o MPOUCXOKICHHUIO;
yIIpaBJICHUS o cpeacTBaM (PHUKCAIUH; TIO
CpOKaM XpaHeHHsI.
MarepuanbHble HOCUTENN
nHpOpMAIIUH.
[oHsTHE JOKYMEHTHPOBAHMUS.
OcHoBHBIE CITOCOOBI
JNOKyMeHTHpoBaHus. OCHOBHbBIE
COBpPEMEHHbIE TEXHOJIOTHH,
MpUMeEHsIeMbIe TIPY OpraHu3aIl[iH
paboThI ¢ TOKyMEHTaMH B
OpraHm3ausix (YIpEexKISHUIX). 2
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Ap.

CamocTosTenbHas paboTa
CTY/ICHTOB

Hcrtopust pa3BuTHS HAYYHBIX
NPEACTABICHUN O
JIOKYMEHTAIIMOHHOM 00ecriedeHn!
YIpaBICHUSL.

Tema 1.2 CriocoObI 1 Conepxanue y4eOHOTO MaTeprana OK 01, OK 02,
[IpaBHUIIa CO3IaHHUS XapaKkTepHUCTHKa, cocTtaB u OK 03, OK 04,
JOKyMEHTOB cogepkanue 'OCTa Ha cuctemy OK 05, OK 06,

OpraHU3alMOHHO- OK 09

pacropsIIuTEILHON

JOKYMEHTAIIUH.

YuaudunupoBanHas cucrema

OpraHU3alMOHHO-

pacnopsiAUTENbHON

JOKyMeHTanuu. TpeOoBaHms K

oopMIICHHIO JIOKYMCHTOB.

dopmysp-oopaser OP/I.

[IpaBuna oopmiieHus

PEKBU3HTOB,

pernamentupoBaHHbiX ['OCTom.

B TOM unciie npakTHYECKUX

3aHIATUN

IIpaktuueckoe 3anarue Nel.

OdopMmieHre PEKBU3UTOB Ha

JOKYMEHTaX.
Paznen 2. OPTAHU3ALIMA CUCTEMBI
JOKYMEHTALIMOHHOI'O OBECIIEYEHUA
Tema 2.1 Odopmienne Conepxanue yueOHOTO OK 01, OK 02,
HH(POPMAIMOHHO- Marepuana OK 03, OK 04,
CIpPaBOYHOI XapakTepucThKa u COCTaB OK 05, OK 06
JTOKYMEHTAII! CIIPaBOYHO-HH(POPMAITMOHHBIX

JIOKYMEHTOB (CITy’KEOHBIX THCEM,
CIIPaBOK, 3asIBJICHUH, AKTOB,
MPOTOKOJIOB, JOKJTaIHBIX "
O0BSICHUTENTBHBIX 3aITUCOK),
TpeOoBaHMs K WX O(OPMIICHHIO.
JlokyMeHTHpOBaHNE
JIeSTETLHOCTH KOJUIETHAITbHBIX
OpraHoB.

B ToM umcie mpakTHIeCKuX
3aHATHH

[IpakTnueckoe 3anarue Ne2.
Odopmiterre nHPOPMAITHOHHO-

CIIPABOYHOM JJOKYMEHTAIINH.




Tema 2.2 OdopmiieHue Copeprxanue yaeOHOTro OK 01, OK 02,
OpraHU3alMOHHO- MaTepuana OK 03, OK 04,
pacnopsaauTeTbHON OcHoBHBIE TPYIIIIBI OK 05, OK 06,
JTOKYMEHTAIuN OpTaHU3aIMOHHO- OK 09

pacHopSIIUTENBHBIX JOKYMEHTOB.

XapakTepucTuKa u COCTaB

OpraHM3allMOHHBIX  JIOKYMEHTOB

(ycraBa, TONIOKEHNS, HHCTPYKIIUH,

TOILKHOCTHOM WHCTPYKLIMH),

TpeboBaHmsI K  OhOPMICHHUIO.

XapakTepucTUKa u COCTaB

pactopsAUTENBHBIX TOKYMEHTOB

(TocTaHOBICHHUS, TIPHKa3a,

perreHus, pacopsKeHus,

yKa3zaHusi), TpeOOBaHUSI K UX

oopMIiIeHHIO.

[TonsATHe TOANMHHMKA, KOIUH,

BBITUCKH,  jayOnukata.  Buusl

KONHIA JOKYMEHTOB, 0COOEHHOCTH

3aBepeHHs] KONHMH W  BBIHCOK

HOTApHAJIBHBIMH ~ KOHTOpaMH M

JOJDKHOCTHBIMU JAAMH

OpraHHU3aLUi.

B ToM uncne mpakTuaeckux

3aHATUI

IIpaktuueckoe 3anarue Ne3.

OdopmIieHne opraHu3aIMOHHO-

pacropsIUTeTbHOM

JOKYMEHTAIIUH.

CamocTosTelbHas padora.

Knaccugukars

OpraHU3alMOHHO-

pacropsIUTeTbHOM

JOKyMEHTAIIHH:

OpraHM3aIOHHbIE,

pacnopsuTeNnbHbIe, CIIPABOYHO-

UH(OPMAIIMOHHBIE.
Tema 2.3 Odopmnenne | Conmepxanue yueOHOTO MaTepuana OK 01, OK 02,
KaJpOBOI 3astBIEHNS ¥ PUKA3BI IO JIMIHOMY OK 03, OK 04,

JAOKYMCHTAIIUN

cocraBy. JImunas kaprouka popMbI
T-2 v nuyHbIe Aena

B ToM umcine mpakTHUeCcKHX
3aHATHH

[Ipaktnueckoe  3aHATHE  Ne4.
OdopmiieHne KaJIpOBOH
JOKyMEHTAIIHH.

OK 05, OK 06,09




Tema 2.4 JloroBopHo-
MpaBoBast
JIOKYMEHTAIIHSL.
IIpeTeH3noHHO-UCKOBAs
JOKYMEHTAIHUS

Conepkanue yueOHOTo MaTepHraa
ITonstue porosopa. OCHOBHBIE
paszensl  goroBopoB. llopsimok
o opMITCHHUS TPYIOBOTO
JIOTOBOpa, JOTOBOpa TIOCTaBKH,
JIOTOBOpPA KYIUTH-TIPOIaXH.

OCHOBHBIC PEKBU3UTHI U MOPSIOK
oopMIIEHUS] TIPETEH3MI, OTBETOB
Ha TpeTeHsuto. HOpummdeckas
ciryxo0a, BBITTOJTHSTIOIIIAST
MIPETCH3MOHHO-UCKOBYIO  paboTy
Ha MPEANPUITHY. KypHan

OK 01, OK 02,

OK 03, OK 04,

OK 05, OK 06,
OK9

pEeTUCTpanyy NpeTeH3ui.
[Mopsnok odopMiIeHHS HCKOBBIX
3asBJIICHUI W MPE/ICTAaBICHUE HX B
ApOUTpKHBIN Cy/I.

B TOM uMcine mpakTH4ECKHMX
3aHATHN

IIpaktuueckoe  3anartue  NeS5.

OdopmIierne 10roBOpOB.
IIpaktuueckoe  3anartue  Neb.
OdopmiieHue MIPETEH3UOHHO-

HCKOBOW TOKYMEHTAaLUH.

CamocTosTenbHas pabora.

Buibr JIOTOBOPOB: KyTUTH-
MPOJAXH, TTOCTaBKH, KOMHUCCHH U
np. Bunmbl goroBopoB B cdepe
3aKYTIOK.

Paznen 3 OPTAHU3ALIMA PABOTHI C JOKYMEHTAMU
B OPTAHU3ALIMAX (YUPEXXKAEHUAX)
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Tewma 3.1 TexHonorus
OpraHu3aIyu
JIOKYMEHTO000pOTa B
OpraHu3aIysiIx
(yapexxneHusx).
Cucremaruzanus
JIOKyMEHTOB,
(hopMupoBaHHeE UX B
Jiea U repeaaya B
apXUB OpPraHU3alUN

Conepxanue y4eOHOTO

Marepuana

Ynpasnenue u
JIeTI0IPON3BOICTBO.
OpraHu3aImoHHbIe (GOPMBI
nenonpou3BojcTsa. Ciyx0a
JOKYMEHTallMOHHOT'O
obecrniedeHus yrpaBlIeHus,
OCHOBHas 3a/1a4a, (PyHKINH,
TUIOBBIE CTPYKTYPHI,
JOJ>KHOCTHOM COCTaB.
PermamenTanmst paboTHI CITyKObI
HOY. IlpumepHOE MONOKEHUE O
CIIy’k0€ JOKYMEHTAOHHOTO
o0ecriedeHus! ynpasieHus U
JOJKHOCTHBIE HHCTPYKLIUH.
[onsTHE JIOKyMEeHT0000poTa.
OO1re TPUHIMIBI OpraHU3aI|uK
JIOKYMEHT0000pOoTa, ero
OCHOBHbIE  JTambl: [pPUEM H
MepBUYHAS 00paboTtka
JOKyMEHTOB; pacripezeneHue
MMOCTYIIMBIIUX JOKYMCHTOB,
perucrpanys ~ JOKYMEHTOB U
IIpeABapUTEIbHOE ux
paccMoTpeHHue; paccMoTpeHue
JIOKyMECHTOB PYKOBOACTBOM
opranmzanuu  (y4pexIeHus) ¢
HalpaBlIeHUE UX Ha WUCIOJHEHHE;
UCIIOTHEHHE W KOHTPOJb 32
HUCITIOJTHEHUEM JTOKYMCHTOB;
TCKYUICC XPAaHCHUE JOKYMCHTOB.
Howmenknarypa nen. O6paborka
JIeJT JUTSE TIOCIIE Ty OIIeTo

OK 01, OK 02,
OK 03, OK 04,
OK 09
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XpaHeHHus. DKCIepTH3a [IEHHOCTH
JIOKYMEHTOB, 0pOpMIICHHE JeIT,
cocTasieHue onucer. Crada e B

apXuB.

CamocrosrenbHas padora.

Nudopmanmonnsie

TEXHOJIOTUH B 2

JIEJIONPOU3BOJICTBE
Tema 3.2 Ocobennoctu | Conmepxanue yueOHOTo MaTepuana OK 01, OK 02,
JICJIOIPOU3BOJICTBA 110 ITonsTus IPEUIOKCHHS, OK 03, OK 04,
oOpallleHUsIM TpaKIaH ¥ | 3asiBJIeHUs] W >KanoObl. [lpuem u OK 05, OK 06,
KOH(UACHIIMAIEHOTO perucTpanys IUCEM  TpaKIaH. OK 09
JeITOTIPON3BOICTBA PaccmoTperne W pasperieHue

INCEM, CPOK  PacCMOTPEHHS.
AHanu3 nuceM rpaxiaaH.

KondunennuansHnoe

JIEITOTIPOU3BOICTBO. I'pud 2
OrpaHHYEHHS J0CTyTa K
JOKYMCHTY.

ABTOMaTI/IE}I/IpOBaHHI)IC CHUCTEMBbI
paboTsl ¢ nokymeHTamu. CpescTsa
W3TOTOBIICHUS, KONMPOBAHMSA U
Pa3MHOXKCHUA JOKYMCHTOB.
Opranuzamus pabodnx MecT.

B TomM umcie MPaKTUYCCKUX

3aHATUI 2
[Ipaktnyeckoe  3amatue  Ne7.
OdopmeHne oOpareHuit 2
TpakiaH.

ITIpoMexxyTouHas arrectauus

Bcero: 46

3. YCJOBUA PEAJIM3ALINU AU CLHHUITJIMHBI

3.1. MaTrepuaJIbHO-TeXHHYECKOe o0ecnieyeHne

Jnst peanuzanuu MporpaMMbl TUCHMIUIMHBI JOJDKHBI OBITH MPETYCMOTPEHBI CIEAYIOIINE

ClieHUaIbHbIE TOMELIEHUS:
Kabuner «J{okyMeHTAIIHOHHOTO 00ECTICUSHHSI YITPABICHUS

Ne | HaumenoBanue o0opyaoBaHus ‘ TexHu4ecKkoe onucaHue
| CrienranusupoBaHHast MeOesb ¥ CUCTEMBI XpaHESHHS
OcHoBHOE 000pyIOBaHHE
VYuebHas 1ocka
Pabouee mecTo mpenogaBatesns

ITocagounbie MecTa AJ1sT 00yJaATOIITIXCS

Mebens 15 pa3MeIeHus 1 XpaHeHUs y4eOHOM JINTepaTyphl U
HarjiiIHoro Marépurajia
Il Texaumaeckue cpencTaa

OcHoBHOE 000pyI0BaHNE

Komnsrorep

MynbTrMeana IpoeKTop

WnTepakTuBHAs 10CKa TUOO0 SKpaH

Il JemoHCTpanioHHbIe Y4eOHO-HATIISAHBIE TIOCOOUS




3.2. UapopmannoHHOe o0ecniedyeHre peaJu3anuu NpPOrpaMmMbl

Jns peanuzanuu nporpaMMbl OUOIHOTEUHBIN GOH/T YUPEKICHUS UMEET NeYaTHbIE PECYPCHI.
Nmeercss poctynm K oOpa3oBaTeIbHOMY HWHTEpHET-TIOpTaly peno3utoputo DUHyHHBEpCUTETA.
CTyneHTbl UMEIOT BO3MOXKHOCTh Pa0OThI C YHAJICHHBIMU PECypcaMu 3JIEKTPOHHO-OMOIMOTEYHBIX
cucteM (ObC) ®uHyHuBepcuTeTa U3 JIIOOOM TOUYKH, MOJKIIOUEHHON K cetu Internet, B T.4. U u3
omMa:

Znanium http://library.fa.ru/resource.asp?id=498;

FOPAMT http://library.fa.ru/resource.asp?id=645;

YHuuBepcurerckas Onbimoreka onnaitH http://library.fa.ru/resource.asp?id=544;
BOOK:.ru http://library.fa.ru/resource.asp?id=535;

Jlans http://library.fa.ru/resource.asp?id=574.

3.2.1 OcHOBHbIE NIeYaTHbIE H YJIEKTPOHHbIE U3IAHUS

OCHOBHBIE TTEYaTHBIC U AIEKTPOHHBIC U3/IaHHS:

1. Kysuenos, 1. H. JlokymenTanmonHoe odecrieueHue ynpasieHus. [JokymeHToo00poT u
JIETIOTIPOU3BOICTBO | YY4COHUK M MPAKTHKYM JUIS CPEIHET0 MpoecCuoHaIbHOro oopazoBanus / M.
H. Ky3nenoB. — 4-e u3z., nepepad. u gomn. — Mocksa : MU3narensctBo FOpaiit, 2023. — 545 c.
— (ITpodeccuonansuoe odbpazoBanue). — ISBN 978-5-534-16004-8.

2. bacakoB, M. H., JlokymeHTannoHHOE oOecneueHne yrpaBieHUs (C OCHOBaMH
apxuBoBeZieHus1) : ydyeOHoe mocooue / M. U. bacakoB. — Mocksa : KuoPyc, 2023. — 216 c. —
ISBN 978-5-406-11367-7. — URL.: https://book.ru/book/948724 (narta obpamenus: 26.06.2023).

— TeKCT : AIEeKTPOHHBIN.

3. Bapmyna, B. B., JlokymenTanuonHoe oOecrieueHue ympaBieHus : ydeOHuk / B. B.
Bapmynn. — MockBa : FOctumusa, 2022. — 271 c. — ISBN 978-5-4365-8902-2. —
URL:https://book.ru/book/942707 (mata obpamienus: 26.06.2023). — TeKcT : 3I€KTPOHHBIH.

4. Kopuees, M. K. JlokymeHTanMOHHOEe oOOecleYeHUE YIpaBJIE€HUA : YYEOHUK H
NPaKkTUKYM Ui cpenHero npodeccroHambHoro obpaszosanus / U. K. Kopuees, A. B. ITmienko, B.
A. Mamypues. — 3-e u3a., nepepad. u jgomn. — Mocksa : U3narensctBo HOpaiit, 2023. — 438
c. — (IIpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-16002-4. — TekcCT : 3JEKTPOHHBIN
/I ObpazoBarenbHas miargopma HOpaiit [caiiT]. — URL: https://urait.ru/bcode/523611 (mata
obparmienust: 26.06.2023).

5. Kysnenosa, U. B. JlokymeHTanimonHoe obOecrieueHne ympaBieHus : yueOHoe mocobue
s CIIO / U. B. Ky3nenosa, I'. A. Xauarpsin. — 2-e uzn. — Capatos : [IpodoOpa3zoBanue, Aii [1u
Op Memma, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488- 0216-4. — TekcT :

SJICKTPOHHBIA  //  DNeKTpoHHBIM  pecypc mmdpoBoir  obpazoBarenbHOM  cpensl  CIIO
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PROFoo6pa3osanue : [caiit]. — URL: https://profspo.ru/books/80326

6. IysanoBa, H. H. JlokymeHTanmmoHHOE oOecredeHUEe yOpaBICHUS : Yy4eOHUK U

NPaKTUKYM Ui cpeaHero mpodeccuonanbHoro oopazosanus / H. H. IllysamoBa. — 3-e¢ wu3n.,
nepepad. u gom. — Mocksa : U3marensctBo Opaiit, 2023. — 247 c¢. — (IIpodeccuonansHoe
obpazoBanue). — ISBN 978-5-534-16538-8. — Tekcr : snextponssiii / OOpa3oBarenbHas

mwiargopma FOpaiit [caiir]. — URL: https://urait.ru/bcode/531240 (nata obpamenwus: 26.06.2023).
7.  Poxusarosckas, M. P. JlokymeHTanmmonHoe oGecrieueHue : yaeOHoe mocooue / U. P.
PoxxusitoBckas. — Cumpeponosns : YHUBEPCUTET SKOHOMHMKH U ympasinenus, 2016. — 104 ¢. —

ISBN 2227-8397. — TekcT : ayeKTpoHHbBIN // DnekTpoHHbBIN pecypc udpoBoii 00pa3oBaTe/IbHOM

cpenbl CITO PROFo6pa3zoBanue : [caiit]. — URL: https://profspo.ru/books/73265

—  bacaxos, M. U. [lenonpousBoacto [[lokymMeHTallnOHHOE OOecrieueHUe yIpaBleHus |
: yueOnuk / M. U. Bacakos, O. U. 3ambikoBa. — PocroB-Ha-/lony : ®enukc, 2014. 376 ¢. — ISBN
978-5-222-23063-3. — Tekcr : DSJEKTPOHHBIA // DIEKTPOHHBIM pecypc 1H(PPOBOI
o0pa3oBaTenbHOM cpelibl CIIO PROFoGpa3zoBanue : [caiiT]. — URL:
https://profspo.ru/books/59345.

JlonomHUTEIbHBIE UCTOYHUKHU:

1.Anp6om IIEPBUYHBIX JOKYMEHTOB:  DJEKTPOHHAas KHMIa
(1CD).- M.: U] «PaBHOBecuey.- (Cepust [lenoBbie JOKYMEHTBI», BBII.

2.PeixaxoB A.I1. O6pa3iubl TOKYMEHTOB i Tpaxaan: DnekrponHas kaura (1 CD).- M.: N ]1
«PaBHOBecHe».

3.CrpaBouHo-TIpaBoBas cuctema «I apaHT».

4. CnpaBouHo-nipaBoBas cucreMa «KoncynprantlImocy.

5. TOCT P 7.0.97-2016. Haunonansuslii ctangapt Poccuiickoit ®eneparun. Cucrema
CTaHIApPTOB MO WHGoOpMAINK, OUOIMOTEYHOMY U U3AaTeNbCcKoMy neny. OpraHu3almoHHO-

pacropsiiuTeNnbHas ToKyMeHTanus. TpeboBanus K 0pOpMIICHUIO TOKYMEHTOB.
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4 KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUSA JUCIIUIIJIMHBbI

Pesynprarsl 00yuenus

Kputepuu onenku

MeTo1bI OIICHKU

HepequL 3HaHI/If/'I, OCBaMBAaCMbIX B paMKax JUCHUITIMHBI

Tepmunomorus B o0macTi
JIOKYMEHTAIIHOHHOTO
o0ecrieyeHus
YIIPaBIICHHS;
HopmatuBHbie
JIOKYMEHTBHI,
periIaMeHTHpPYIOIIre

COCTaBJICHUEC u

odopmiteHIe
JIOKYMEHTALUU U IIOPSAI0K
ee 00paboTKu;

IIpaBuna cocraBieHuss u
oopmieHus
OpraHM3aIMOHHO-
pacTIOpAAUTENEHBIX

JOKYMCHTOB, BXOJAIIMX B

YHUDHAITUPOBAHHYTO
cucTeMy
OpTraHU3alMOHHO-
pacnopsAUTENbHBIX
JIOKYMEHTOB,
YHUPHUIIUPOBAHHYIO
CUCTEMY MIEPBUYHOU
YYETHOM JTIOKYMEHTALIUU B
YacTH AOKYMEHTALUU TI0

yUeTy Tpy/a;

[opsanox MIPOBEIACHUS
AKCIIEPTU3HI LEHHOCTH
JIOKYMEHTOB H
MOATOTOBKH Jen K

apXUBHOMY XPaHEHHIO.
TexHoyorus opraHnu3anuu
JOKyMEHT0000pOTa B
OpraHu3aIuax
(yapexxneHusx).

- odpopmIicHHE JOKYMEHTOB W pCIICHHE
MIPAKTUYECKUX CUTYAIMii ¢ HOPMAaTHBHBIM
MIPaBOBBIM 0OOCHOBAHHUEM;

- UCTIOJIB30BAHUE PA3IMYHBIX UCTOYHUKOB,
BKITIOYAs DJICKTPOHHBIC PECypChl, Menua

pecypcsl, WnTepueT-pecypcesl,
MIEPUOANIECKHE W3AaHUA 110
CHELUATBHOCTH JUIs peleHus

PO eCCHOHATTEHBIX 3a1ad

- JEeMOHCTpalys OTBETCTBEHHOCTH 32
NPUHATBIE  pEIeHUs, O00OCHOBAHHOCTH
camMoaHaj M3a U KOPPEKLHUS Pe3ybTaToB
COOCTBEHHOH PabOTHI;

- HCIOJb30BaHUE 3aKOHOJATEIbHBIX U

HOPMAaTHBHO-TIPAaBOBBIX aKTOB npH
[UIAHUPOBAHUK  TPEANPUHAMATEILCKON
JEATENFHOCTH B NPOQeCCHOHATBHOM
cepe;

- JIEeMOHCTpanMsi 3HaHWK B o0JacTH
(huHAaHCOBOI TPaMOTHOCTH;

- KOHCTPYKTUBHOCTB
B3aUMOJICHCTBIS  C  OOYYarOIIMMUCS,
NperoJaBaTeNiiMid B XO7ie  OOydYeHWUs,
PYKOBOJUTEISIMU y4eOHOM u

MPOU3BOJICTBEHHON MPAKTHK.
-co0roIeHe HOpM TPOoeCcCHOHATIBHON
ITUKH;

—  TOCTpOeHHEe  NPOQECCHOHATBHOTO
oOmieHnss ¢ y4eToM  COIMaJIbHO-
MpoEeCCHOHANBEHOTO CTaTyCca, CUTYalluH
oOmieHus, 0coOeHHOCTEH Tpymmbl |
WHIIUBHIYITbHBIX ocobeHHOCTEN
Y4aCTHUKOB KOMMYHHKAIINY;

- IPaMOTHOCTb YCTHOM W IHCbMEHHOMU
peun;

- odopmiieHre JIOKYMEHTOB B

Tecmuposanue

80NpOChbL
oughpepenyuposarnromy
3auemy




