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PaGouas nporpamma guctumiaab OI1.06 JlokyMeHTalHOHHOE 0GecieyeHne ypaBIeH s pazpaboTaHa Ha
ocHOBe TpeGoBanuii DelepaIbHOTO rOCYIAPCTBEHHOrO 00pa30BaTEILHOIO CTaHIapTa (nasiee — PI'OC)
cpenuero npodeccronanpaoro odpasosanus (CI10) mo crermanbHOCTH 40.02.04 IOpucnpyzaennus ot 27
okTsi6pst 2023 1. Ne 798, ju1sl peanu3aluyi OCHOBHOM NPOpeCCHOHAIBHOM 00pa30BaTEILHON MPOrPaMMb
CIIO na 6a3e cpe/Hero oouiero oopasoBaHus.

PaGouast IporpaMma Tor0ToBIeHa Ha OCHOBE H ¢ HCIIOJIb30BAHAEM YIeOHO-METOIMUCCKUX MATEPHATIOB
1 yueOHUKOB 0OpasoBatesbHOl nardopmbr «lOpaitT»
Pazpabomuuxu:

Komtemx deiepanibHOr0 TOCYIapCTBEHHOrO OI0/DKETHOTO 00pa30BaTeNbHOTO YUPEKICHHS BBICLIEIO
obpazopanus «Jlarectanckuii rocyaperseHHbii yausepeuter (Komemk 1Y)

I11a6aesa M.JI. — npernosasateib Kadeapsl cnennanbubix aucrummmn Komrempka JII'Y.
Peuyenzenm:

Asusosa B.T. — K.10.H., IOIEHT Kadeapsl Teopur rocyaapcrsa u npasa @I'60Y BO II'Y.

PaGoyast mporpamMma JIHCHMIUIMHBI PACCMOTPEHA M PEKOMEHJIOBAHA K YTBEPH/ICHHMIO Ha 3acCelaHuu
Kadeapsl crenuanbabix gucipmima Komemka 'Y
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1. TACHOOPT PABOYEN MPOTI'PAMMBI JJUCIUILIUHBI
OI1.06 floxymMeHTaLIMOHHOE O0ecIeYeHUe yIpaBJIeHHs
1.1. MecTo AucuMJIMHbI B CTPYKTYpe 00pa3oBaTe/IbHOM NPOrpaMMbl

VYyeOnas muctumiuHa OI1.06 JlokymeHTanMoHHOE oOOecreyeHne YIpaBJICHUs —SBISETCS
00s3aTeNbHOW ~ YacThlo  0OmEenpo(ecCHOHANBHOTO  IMKJIA  OCHOBHOM  TpOQecCHOHATHHOMN
oOpazoBaTtenbHOil mporpammbl B coorBercTBuM ¢  @OI'OC mo cmenumansHoct  40.02.04
IOpucnpynenusi.

JucuumnnuHa peanusyercs B TPaAUIMOHHOM (opMare, ¢ HUCHOIb30BAHUEM HHTEPAKTUBHBIX
¢dopM mpoBeneHHsT YIeOHBIX 3aHATUH, B CHHXPOHHOM W aCHHXPOHHOM peXHME Ha 00pa3oBaTeIbHOMN
nnatpopme FKOPAUT https://urait.ru/.

1.2. leab u IuIaHupyeMble pPe3yJbTAThI 0CBOEHHS JUCHMILIUHBI:

Conepxkanne mporpammbl yueOHor aucturiuabl OI1.05 «MHbopmManmoHHbIE TEXHOJIOTHH B
IOpUAMYECKON JEATEIbHOCTH» HANpaBICHO HA JOCTM)KEHHE CIENYIOLIeM LEeIu — OCBOCHHE
JUCHUIUIMHAPHBIX KOMIETEHIMH MO MPUMEHEHHUIO KOMIUIEKCA MEPOIPUSTHIl B CUCTEME 3alllUuThl
uHpopManuu 1 UHHOPMAIIMOHHOHN 0€30MacHOCTH.

Pe3ynbratoM OCBOEHHS TpPOrpaMMbl SIBJISIETCS OBJAJCHUE OOYyYaIOMUMHUCS OOIUMU U
npodeccuonanbHbIMU kKoMneTeHuussMu (OK), muuHocTHBIME pe3ynbTatamu (JIP):

O0mme KoMNeTeHINHA:

OK 01. Bei6upats criocoObI pemeHus 3aa4 npo(ecCHOHaATBHON AeTEIFHOCTH TPUMEHUTEIHHO
K pa3jIM4HbIM KOHTEKCTaM;

OK 02. Ucnonp30BaTh COBPEMEHHBIE CPEICTBA MTOMCKA, aHATIM3a U UHTEPIIpeTaluy HHGOpMaLun
1 MH(OpPMAITMOHHBIE TEXHOJIOTUHU JJIS BHIIOJIHEHHUS 3a7a4 NPo(ecCHOHANBHOM JesITeIbHOCTH;

OK 03. IInanupoBath U peaqnu30BbIBaTh COOCTBEHHOE MPOPECCHOHATBHOE U JINYHOCTHOE

pa3BUTHE, MPEANPUHUMATENbCKYIO AEATENbHOCTh B MPO(ECcCHOHANBHON cdepe, HCIONIb30BaTh
3HAHUSA 10 MPABOBOM U (PMHAHCOBOW I'PaMOTHOCTH B Pa3IMYHBIX KU3HEHHBIX CUTYalUsX;

OK 04. 3¢ddexTnBHO B3aMMOIEHCTBOBATH U PabOTATh B KOJUIEKTHBE U KOMAH/IE;

OK 05. OcyuiecTBisTh YCTHYIO U TUCHbMEHHYIO KOMMYHHUKAIUIO HA TOCYJaPCTBEHHOM SI3bIKE

Poccuiickoit @enepanuu ¢ yueToM 0COOEHHOCTEH COLMANBHOTO U KyJIBTYPHOI'O KOHTEKCTa,

OK 06. ITposiBnATh rpask1aHCKO-MMIATPUOTHIECKYIO TTO3UIINIO, IEMOHCTPUPOBATh OCO3HAHHOE

IIOBEJICHHE Ha OCHOBE TPAJUIIMOHHBIX OOIIEUEIOBEUECKUX LIEHHOCTEH, B TOM YHUCIIE C yUYETOM

rapMOHHU3aLMU MEKHALMOHAIBHBIX U MEKPEJIUTHO3HBIX OTHOLIECHHUH, TPUMEHSTh CTaHIapThI

AHTUKOPPYILIUOHHOIO IOBEICHUS;

OK 09. Ilonb3oBatbca mpodeccHOHANIbHON JOKyMEHTallMed Ha TOCyJapCTBEHHOM U
MHOCTPAaHHOM A3BIKAX.

IIpodeccnonanbHbIe KOMIIETCHIIUM:

[IK 1.2. ITpumeHATHh HOPMBI ITpaBa AJisl peleHUs 3a7a4d B IpO(heCcCHOHATILHOM e TEIIbHOCTH.

I[IK 1.3. Bragerb HaBbIKAaMU IOATOTOBKM IOPUAMYECKUX [OKYMEHTOB, B TOM 4HCIE C
HCII0JIb30BaHNEM UH(POPMAIIMOHHBIX TEXHOIOTHH.

JINYHOCTHBIE pe3y/IbTaThI:

JIP 1. Ocoznarommii ce0s TpaXIaHUHOM U 3aIIUTHUKOM BEIMKOW cTpaHbl. OCO3HAaHHO
BBIPQXKAIOIIMM  CBOIO  POCCHICKYI0  TpaKJaHCKyK  MPUHAIJIEKHOCTh  (MJIEHTUYHOCTb) B
MOJIUKYJBTYPHOM, MHOTOHAI[MOHAJIBHOM M MHOTOKOH()ECCHOHAJIBHOM pPOCCHMCKOM O0O0ILIecTBe, B
MupoBoM cooOriectBe. Co3Haromui cBOE €MHCTBO ¢ HapoaoM Poccuu Kak MCTOUYHHUKOM BJIACTH U
CyOBEKTOM ThICAYENETHEH POCCUHWCKONM TrOCyJapCTBEHHOCTH, C PoccHiiCKMM ToCynapCcCTBOM,
OTBETCTBEHHOCTD 32 €r0 pa3BUTHE B HACTOALIEM U OyAyIlleM Ha OCHOBE HCTOPUYECKOTO MPOCBELICHNUS,
POCCHUMCKOrO0  HAlMOHAJIBHOIO  HMCTOPUYECKOro  co3HaHusA.  lIposBisromuii  rpakIaHCKo-


https://urait.ru/

NaTPUOTUYECKYIO MO3MIMI0, TOTOBHOCTh K 3amure PoauHBL, CIIOCOOHBI apryMEeHTHPOBAHHO
OTCTauBaTh CyBEPEHUTET U JOCTOMHCTBO Hapoaa Poccum u Poccuiickoro rocynapcra, COXpaHsiTh U
3allMIIATh HCTOPUYECKYIO MpaBay. OpHUEHTHPOBAaHHBI Ha AaKTUBHOE TpPaXkJIaHCKOE YyuyacThe B
COLMAJIBHO-TIOJIMTUYECKHX MpolIeccax Ha OCHOBE YBA)XKCHHUS 3aKOHA U MPaBOIOPsIKA, MIPaB U CBOOO]
corpaxkgadH. OCO3HaHHO U JESATENIbHO BBIPAXKAIOIIUNA HENpUATHE 000N JAMCKpPUMUHALMU TI0
COLIMAJIbHBIM, HAI[MOHAJIBbHBIM, DPACOBBIM, PEJIMTHMO3HBIM IPU3HAKaM, NPOSBIEHUI 3KCTPEMHU3MA,
TeppOpHU3Ma, KOPPYIILUH, AHTUTOCYJAPCTBEHHOM nesTenbHocTH. O0Iaalomuii OMBITOM IpaXkIaHCKON
COLIMAJIbHO 3HAYMMOW JIEATEIbHOCTH (B CTYJIEHYECKOM CaMOYIpPAaBIIEHUH, JO0OPOBOIbUECKOM
JIBUKECHHUH, MPEANPUHUMATENIBCKON NEATENbHOCTH, YKOJIOTMUYECKNX, BOCHHO-IIATPUOTHUYECKUX U JIp.
00BEAMHEHUSX, aKIUIX, IpOrpaMMax.

JIP 2. TlposBiadrouiMid  aKTUBHYK)  TPOXKAAHCKYIO  TO3UIMIO,  JEMOHCTPUPYIOIIHMI
IIPUBEPKEHHOCTh NPUHLUIIAM YECTHOCTHU, MOPSAOYHOCTH, OTKPBITOCTH, SKOHOMHUYECKH AaKTUBHBINA U
y4acTBYIOUIMM B CTYJEHUYECKOM U TEPPUTOPHAIIBHOM CaMOYIPAaBIECHUH, B TOM YHCIIE Ha YCIOBUSIX
NOOPOBOJIBUECTBA, MPOAYKTUBHO B3aUMOJICHCTBYIONIMI W  Y4YacTBYIOIIMA B  JCSITENbHOCTH
OOIIIECTBEHHBIX OPTaHU3aIUI.

JIP 3. CobGnromaronuii HOPMBI MPABOIIOPSAKA, CASAYIOMIMA HaealaM IPakJIaHCKOTO 00IIecTBa,
obecrieyeHuss 0Oe30macHOCTH, NHpaB U cBoOox rpaxaaH Poccun. JlosibHBIE K yCTaHOBKaM U
MIPOSIBJICHUSIM IIPEJICTABUTENEH CyOKYJbTYp, OTIMYAIOIIMH HMX OT TPYNI C JECTPYKTUBHBIM H
JI€BUAHTHBIM [OBEJCHHUEM. JIEMOHCTPUPYIOIIMI HENpUATHE U NPEIyNPEKJAOMNNA COLUUATBHO
OIIaCHOE IOBEACHHUE OKPYKAIOIIMX. Y BaXKarOLUN yXOBHO-HPABCTBEHHYIO KYJIbTYpPY CBOEH CEMBH,
CBOEr0 HapoJa, CEMEHHbIE LEHHOCTU C YYETOM HALMOHAIBHOM, PEIUTMO3HOW IPUHAIJICKHOCTH.
Co3Hanmi 1EHHOCTh KaXJO0M YeJOBEUECKOW JKM3HM, TMPU3HAIONIMNA HHIUBUAYAIBHOCTh U
JIOCTOMHCTBO Ka&)XJIOTO 4YEJIOBEKAa. YMEIOLUN OLIEHMBAaTh IOCTYIKU C MO3MLIHMHU HX COOTBETCTBUSA
HPaBCTBEHHBIM HOPMaM, OCO3HAIOUINI OTBETCTBEHHOCTh 32 CBOM MOCTYIIKH.

JIP 5 JIeMOHCTpUPYIOLIUI IPUBEPKEHHOCTb K POAHOU KyJIbType, UCTOPUYECKON IMAMATH HA
ocHoBe JI00BM K Poamue, pogHOMYy Hapony, Majioi pOAWHE, NPUHSATHIO TPATUIIMOHHBIX IIEHHOCTEH
MHOT'OHAIIMOHAJILHO Hapoaa Poccun

JIP 6 IlposBisiromMii yBaK€HHE K JIFOASM CTapIIEro MOKOJIEHHS M TOTOBHOCTh K y4YacTHIO B
COLIMAJIbHOW MOJJIEPIKKE U BOJIOHTEPCKUX JIBHIKEHUSAX

JIP 7 Oco3Haromuii MPUOPUTETHYIO IIEHHOCTh JTUYHOCTH YE€JIOBEKA; YBAKAIOIIUA COOCTBEHHYIO
U 4y’KyI0 YHUKQJIBHOCTB B PA3JIMUHBIX CUTYaIUAX, BO BceX (hopMax M BHJIAX JAESTEIbHOCTH.

JIP 8 IlposiBidromMidA M JEMOHCTPUPYIOIIMI YBAKEHUE K MPEICTABUTEISAM Pa3IMYHbBIX
STHOKYJIBTYPHBIX, COITUANBHBIX, KOH()ECCHOHATNBHBIX U MHBIX rpymil. COnpUYacTHBI K COXpPaHEHHIO,
MPEYMHOKEHUI0O W TPAHCISLUUU KYJbTYpHBIX TpaJuUUil M LEHHOCTEHM MHOTOHAIIMOHAJIBHOIO
POCCHICKOro rocyapcraa

JIP 9 Cobumroatomuii ¥ mponarasAupyIOLIHid MpaBuia 310pOBOro M 6€30MacHOro o0pasa KHU3HH,
CTIOpPTa; MPEAYNPENKAAOMMA THOO MPEO0ICBAONINI 3aBUCUMOCTA OT AJKOTois, Tabaka, ICHXO-
AKTUBHBIX BEILIECTB, a3apTHbIX Urp U T.A. COXpaHSIOMHUNA ICUXOJOTMYECKYI0 YCTOMYMBOCTH B
CUTYaTUBHO CJIOKHBIX WJIM CTPEMUTEIBHO MEHSIOLIUXCS CUTYalMsIX

JIP 10 3a0oTsmmiicss 0 3alIuTe OKPYKAIOIMIEeH Cpeiibl, COOCTBEHHON M 4y»Oi 0€30MacHOCTH, B
TOM uucie uudpoBon

JIP 11 IlposBnstonmii yBakK€HHE K OCTETHYECKUM IEHHOCTSM, OOJaJaromuii OCHOBaMH
3CTETUYECKOHN KYJIbTYPbI

JIP 12 ITpuHuMaromui ceMeiHble HEHHOCTH, TOTOBBIN K CO3AaHHUIO CEMbH U BOCIIUTAHMIO JIE€TEH;
JEMOHCTPUPYIOIIMIA HENPUIATHE HACWIUS B CEMbE, yX0/1a OT POAUTEIBCKON OTBETCTBEHHOCTH, OTKa3a
OT OTHOIICHUI CO CBOMMHU JIETbMHU U X (DUHAHCOBOTO COJEPIKAHUS

JIP 13 JIeMOHCTpUPYIOIIUH TOTOBHOCTh M CIHOCOOHOCTH BECTH TUAJIOT C JPYTMMHU JIIOJbMH,
JIOCTUTaTh B HEM B3aMMOIOHMMAHHUS, HAXOAUTh OOLIME LIETU U COTPYAHUYATH JUIsl UX JOCTHXKEHUS B
pohecCUOHATBLHOM NeSTEIbHOCTH



JIP 14 TlposBasromuii co3HaTEIbHOE OTHOLICHHE K HEMPEPHIBHOMY 00Pa30BaHUIO KAaK yCIOBHUIO
yCHEenTHOM nMpo¢eCCHOHANTBHONU U 00IIECTBEHHOM JIeATeTbHOCTH

JIP 15 IlposBnsomuil rpakJjaHCKOe OTHOLIEHHE K NPOQECCHOHATIBHOM IESITENbHOCTH KakK K
BO3MOKHOCTH JIMYHOTO YYaCTHsI B PEIICHUH OOIIECTBEHHBIX, TOCYIapCTBEHHBIX, OOIICHAIMOHATBHBIX
npobem

C OCJIbIO OBJIaACHUA YKa3aHHbIM BHUJIOM HpO(l)eCCI/IOHaHBHOI;'I ACATCIIbHOCTH n
COOTBCTCTBYIOIITMMU HpO(I)eCCI/IOHaJILHBIMI/I KOMIICTCHIIUAMHA 06yanomH171cs1 B XO0A€ OCBOCHHA
JOJIDKCH:

yMeTb:

) [TpuMeHsTh Ha TPAKTHKE TOCYJaPCTBEHHbIE CTAHIAPTHI, IPYyTe HOPMATUBHO-
METOMYECKUE TOKYMEHTHI, PETIaMEHTHPYIOIIUE OPraHU3aluIo0 JOKYMEHTAI[MOHHOTO 00eCTIeYeH s
yIpaBJIEHUS;

) CocTaBnaTh U IPaBUIBLHO 0(QOPMIISTH OCHOBHBIE BUIbl OPraHU3AIL[IOHHO-
pacnopsAUTEIbHBIX TOKYMEHTOB;

) OdopMisaTs HHPOPMAITMOHHO-CIIPABOYHYIO TOKYMEHTAIIHIO;

OdopMIIsATh KaIpOBYIO TOKYMEHTALIUIO;
OdopMIIATh IPETEH3MOHHO-UCKOBYIO JOKYMEHTALHUIO.

3HATh:

) TepMUHOIOTHIO B 00/1aCTH IOKYMEHTALIMOHHOTO 00€CIIeUeH!s YIIPaBICHHUS;

) HopmatuBHBIE JOKYMEHTBI, PErJIaMEHTUPYIOLINE COCTaBIEHUE U 0POpMIICHHE
JOKYMEHTAIUH U TIOPsIIOK ee 00paboTKH;

) [TpaBuna cocraBieHus: U 0(OPMIICHUS OpPraHU3alMOHHO-PACTIOPIUTEIbHBIX
JOKYMEHTOB, BXOJSIINX B YHU(PUIMPOBAHHYIO CHCTEMY OPraHNU3allMOHHO-PACTIOPSAUTEIBHBIX
JOKYMEHTOB, YHH(PHIIMPOBAHHYIO CUCTEMY MEPBUYHON YUETHOW JOKYMEHTAIIMH B YaCTH
JOKyMEHTALUU T10 YUYeTy TPYyAa;

) [Topsinok mpoBeeHNs SKCIEPTU3BI IEHHOCTU JOKYMEHTOB M MOJATOTOBKH JIE€N K
apXUBHOMY XPaHEHHUIO.

TexHOMOoTHI0 OpraHu3aluy JOKYMEHTOO00pOTa B OpraHU3aUIX (YIPEIKICHUAX ).

2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIUIIIAHBI

2.1. O6beM yueOHOI JMCHUIIJIMHBI M BUABI Y4e0HO# padoThI

Buj yue6Hoii padoThl Oobvem uacos

MakcumaJsibHasi yueOHasi Harpy3Ka (Bcero) 40
Oo0s13aTe/IbHAs AYIMTOPHAs yueOHasi Harpy3ka (Bcero) 36
B TOM YHCJIE:

TEOPETUUYECKOE O0yUCHUE 18

MPAKTUYECKUE 3aAHATUS 18
CamocTosiTeJibHast padoTa 4
Ilpomesccymounan ammecmauyusn 6 popme 3auema




2.2. TemaTH4yecKUi IJIAH U COAep:KaHUe Y4eOHOM IMCUHMIINHBI

HanmMmenoBanue
pa3aesioB U TeM

Conep:xanue yuye0OHOro MmarepuaJa,
JJabopaTopHbIe padoThl M MPAKTHYECKHE
3aHATHS, CAMOCTOSITe/IbHAA paboTa
00yYaAIOIINXCS

Oo0Lem
4acoB

dopma
KOHTPOJIs

Tema 1. Kpatkas
HCTOPHUA
OPraHM3alMu U
TEXHOJIOTHH
AeJIONPOM3BOACTBA
B Poccum.

Jleknus
1. Ilpuka3Hoe nenonpou3BOACTBO.
2. Komiexckoe ae1onpou3BoJICTBO.
3. HcnonHutenbHOE AEIONPOU3BOICTBO.
4. CoBeTcKOe JeI0NPOU3BOACTBO

2

IMpakTHyeckoe 3aHATHE
Pemenue pa3Ho-ypoBHeBBIX 3a/IaHUIA:
https://urait.ru/viewer/dokumentacionnoe-

obespechenie-upravleniya-530252?#page/32

OrnecHKa HaBEIKa,
aHaJIN3 PEIICHUS
3aJIaHu

CamocTosiTesibHAsi padoTa

HN3yyeHue OCHOBHOI U JOMOJTHUTEIbHOH

JIMTEepaTyphbl MO TeMe:

1. Hoponuna, JI. A. JlokyMeHTallMOHHOE
o0OecriedyeHHe  yOpaBlIEHUs :  y4eOHUK U
MPAKTUKYM JUISL CPETHETO MPOPECCHOHATBHOTO
obpazoBanus / JI. A. loponuHa,
B. C. UputukoBa. — 2-¢ wu3n., mnepepad. u
non. — MockBa : M3garensctBo  FOpaiir,
2025.—  270c.—  (IIpodeccuonanpHOe
obpaszoBanue). —  ISBN 978-5-534-16017-8.
— C. 9 — 33 — Teker : 27CKTPOHHBINA //
O6pa3zoBarenbHas 1iaTdopma FOpaitT [caiir].
— URL: https://urait.ru/bcode/530252/p.9-33

HNHuTepakTBHBIE (POPMUPYIONIHE TECTDI
1. https://urait.ru/viewer/dokumentacionnoe-
obespechenie-upravleniya-530252?#page/32 -
KpaTkast ucTopusi OpraHu3aiyy U TEXHOJIOTUN
Jenonpon3BoacTsa B Poccun.

TectupoBanue

Tema 2.
CoBpeMeHHasn1
opraHu3auus
AeJIONPON3BO/ACTBA
B Poccun.

Jlexuusa
1. Ponb rocymapcrsa B OpraHu3aiiiuu
JIeTIONIPOU3BOACTBA.
2. Crpykrypa 1 QyHKIHH CITY>KOBbI
JIeTIONIPOU3BOCTBA.
3. HopmupoBanue Tpya pabOTHUKOB CIIy>KOBbI
JIeTIONPOM3BOAICTBA

IIpakTH4yeckoe 3aHsATHE
Pemenue pa3Ho-ypoBHeBbIX 3a/IaHUIA:
https://urait.ru/viewer/dokumentacionnoe-

obespechenie-upravleniya-530252?#page/63

OrncHKa HaBEIKa,
aHaJIN3 PEIICHUS
3aJlaHuM



https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-530252?#page/32
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-530252?#page/32
https://urait.ru/bcode/530252/p.9-33?utm_campaign=rpd&utm_source=doc&utm_content=d7edfe1ab920ad5d707106d18961226d
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-530252?#page/32
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-530252?#page/32
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https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-530252?#page/63

CamocrosiTeibHas padoTa
N3y4yeHue 0CHOBHOI U JOMOJHUTEIbHOM
JIMTEepaTyphl MO TeMe:

1. [oponuna, JI. A. lokyMeHTallMOHHOE
obOecriedyeHHe  yOpaBlICHUS :  y4eOHUK U
MPAKTUKYM JUIS CPETHETO MPOPECCHOHATBHOTIO
oOpa3zoBaHus / JI. A. loponuHa,
B. C. UputukoBa. — 2-¢ wu3a., mepepadb. u
jporn. — MockBa:  W3parensctBo  IOpaiit,
2025.— 270 c.—  (Ilpodeccuonanbroe
obpazoBanue). —  ISBN 978-5-534-16017-8.
— C. 9 — 33 — Tekct : DNEKTPOHHBIN //

Ob6pazoBarenbHas 1iatdopma HOpaiir [caiT].

— URL: https://urait.ru/bcode/530252/p.9-33

HNuTepakTuBHbIe (POPMHUPYIOLIHE TECTHI
https://urait.ru/viewer/dokumentacionnoe-
obespechenie-upravleniya-530252?#page/63 -
CoBpemeHHast opraHu3aius JeI0NpONu3BOCTBA B
Poccumn.

TectupoBanue

Tema 3.
JdoxymeHTO000pPOT
OpPraHM3alMH.

Jlexknus
1. KadecTBeHHBIC M KOJTHYECCTBECHHBIC
XapaKTePUCTHKHU JTOKYMEHTOO00pOTA.
2. IlpuHIUIBI OpraHU3au
JOKYMEHTO000pOTA.
3. MerToabl panMoHaIu3auu
JOKyMEHTO000poTa

IIpakTH4yeckoe 3ansATHE
Pemenue pa3Ho-ypOBHEBbIX 32JaHUM:

Or1eHKka HaBBIKA,
aHAJIN3 pCHICHUS

https://urait.ru/viewer/dokumentacionnoe- 3aJaHuNA
obespechenie-upravleniya-530252?#page/101
CamocrosiTeibHas padoTa TectupoBanue

N3y4yeHue 0CHOBHOI U JOMOJHUTEIbHOM
JINTEPaTyphbl N0 TEMe:

2. Jloponuna, JI. A. lokyMeHTalmoOHHOE
oOecriedeHHe  YIpaBIICHUS .  y4eOHUK U
MPAKTUKYM JUIS CPETHETO MPOPECCHOHATBHOTO
obpa3zoBanus / JI. A. loponuHa,
B. C. UputukoBa. — 2-¢ wu3a., mepepadb. u
jporn. — MockBa:  W3parensctBo  FOpaiit,
2025.— 270 c.—  (Ilpodeccuonanbroe
obpazoBanmue). —  ISBN 978-5-534-16017-8.
— C. 9 — 33 — TekcT : DNEKTPOHHBIN //

Oo0pasoBarenpHast mnatdopma FOpaiit [caiir].

— URL: https://urait.ru/bcode/530252/p.9-33

NuTepakTuBHbIe (POPMHUPYIOLIHE TECTHI
https://urait.ru/viewer/dokumentacionnoe-

obespechenie-upravleniya-530252?#page/101
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Tema 4.
TexHoJ0rumn
o0pabdoTkmn
JOKYMEHTOB B
cayxoe
NeJIONPOU3BO/ICTBA.

Jlexknus
1. ®opmbl opraHu3auu padoTHI C
JAOKYMCHTaMHU.
2. O6paboTka MocTynaroumx 10KyMEHTOB.
3. TexHonorus perucTpanyu J0KyMEHTOB.
4. OOpaboTKa OTIPaBIAEMbIX IOKYMEHTOB

IMpakTHyeckoe 3aHATHE
Pelmenue pa3Ho-ypoOBHEBBIX 3a/IaHUIA:
https://urait.ru/viewer/dokumentacionnoe-

obespechenie-upravleniya-530252?#page/143

OrncHKa HaBEIKa,
aHaJIN3 PEIICHUS
3aJIaHui

CamocrosiTeibHas padoTa

N3y4yeHue OCHOBHOI U JOMOJHUTEIbHOM

JINTEPaTyphbl N0 TEMe:

1. Joponuna,
obOecriedeHre  yOpaBlEHUS :  yUCOHHK

JI. A. lokyMeHTaMOHHOE

NPaKTUKYM JUIsL CPETHETO MPOPECCHOHATEHOTO
oOpa3oBaHus / JI. A. loponuHa,
B. C. UputukoBa. — 2-e¢ wu3a., mepepadb. u
jporn. — MockBa: W3parensctBo  IOpaiit,
2025.— 270 c.—  (Ilpodeccuonanbroe
obpazoBanmue). —  ISBN 978-5-534-16017-8.
— C. 9 — 33 — TekcT : PNEKTPOHHBIN //
ObpazoBarenbHas 1iatdopma HOpaiitr [cailT].

— URL: https://urait.ru/bcode/530252/p.9-33

HHTepakTUBHBIE (POPMHPYIOIIHE TECThI
https://urait.ru/viewer/dokumentacionnoe-
obespechenie-upravleniva-530252?#page/143

TectupoBanue

Tema 5.
TexH0J0ruu
padoThI ¢
AOKYMEHTaMHU
BHYTpPH
OpPraHu3alMu.

Jlekuus

1. Drambr 00pabOTKH BHYTPEHHUX JOKYMEHTOB.

2. Opranu3zanus KOHTPOJIS 3a UCIIOJTHCHHEM
JIOKyMEHTOB.
3. Pabora ucnoJHUTENICH ¢ JOKYMEHTaMU

IMpakTHyeckoe 3aHATHE

Pemenne pa3Ho-ypoOBHEBBIX 3a/1aHUI:
https://urait.ru/viewer/dokumentacionnoe-
obespechenie-upravleniya-530252?#page/179

OrneHKa HaBEIKa,
aHaJIU3 pelIeHus
3aJIaHHi

Tema 6.
Opranuszanus u
TEXHOJIOTUsl
TeKylero XpaHeHus
AOKYMEHTOB.

Jleknus

1. HOHSITI/IC, BUJbI U TUIIbI HOMCHKJIATYPBI JCJI.

2. TexHomorus cocTaBie€HUsI HOMEHKJIATYPBI
JEII.
3. TloaroToBka Jiei K epeaaye B apXuB

IIpakTH4yeckoe 3ansiTHE
Pemenue pa3Ho-ypoBHeBbIX 32/ IaHUIM:

https://urait.ru/viewer/dokumentacionnoe-
obespechenie-upravleniva-530252?#page/216

O1eHKka HaBBIKA,
aHaJIN3 PEIICHUS
3aJaHul

HUTOI'O:

40

3. YCJI0OBUS PEAIM3ALIIMU JUCIUAITJIMHBI
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3.1. TpeOoBaHMsA K MUHHUMAJIBHOMY MaTEePHAJBHO-TEXHHYECKOMY 00ecneYeHH 10

Jlnst  mpoBeneHWs yYEeOHBIX 3aHATHH HCIONB3YIOTCS, OOOPYJOBAaHHBIE TEXHUYECKUMHU
cpeAcTBaMu  KaOMHeTl M Jjaboparopuu. Peanuzamus nporpammbl  aucuumuiuasl - OIL.06
JloKyMeHTallHOHHOe o0ecneyeHHe YNPABJIEHHS] OCYIICCTBIACTCS B Yy4eOHOM KaOWHeTe
«/loKyMEeHTallMOHHOTO OO0ECleYeHUsl YNpaBIeHUs», B KOTOPOM €CTh BO3MOXKHOCTb INPOBOAUTH
3aHATHS, TPYNIIOBBIC M WHANBUAYAIbHBIE KOHCYJIBTAI[NH, TEKYIIUHA KOHTPOJIb U MPOMEKYTOUHYIO
aTTeCTaluIo, KaK B TPaJIUILMOHHON (GopMe, TaKk U C HCIOJIb30BAHMEM MHTEPAKTUBHBIX TEXHOJIOTUN
W pa3IuyHBIX 00pa30BaTENbHBIX METOJHK, JadopaTopurd HMH(DOPMAIIMOHHBIX TEXHOJOTHIA,
IporpaMMHpoOBaHus M 0a3 AaHHBIX. VIMEIOTCS Takke ydeOHble ayJUTOPHM JUIsl CAMOCTOATEIbHON
paboThl, KaOMHETHI JUIS TPOBEACHHS IPAKTUYECKUX 3aHATHH, OCHAIIEHHBIE O00OpYyIOBaHHUEM,
TEXHUYECKUMHU CpEJCTBAaMU OOY4YeHHs M MaTepuajamMu, yduTbiBaromuMmu TpedoBanus PI'OC
CIIO.

ObopynoBanue ydeOHOro KaOWHETa: KOMIbIOTEp MO0 HOYTOYK C MpeayCTaHOBICHHBIM
CTaHJIapTHBIM MPOTrPaMMHBIM OOecreueHueM (10 KOJIMYECTBY OOy4YaroIUXCs), MIUPOKOIMIOJIOCHBIN
noctyn B cerb MHrepHer. Mcnonb3yercs au00 cBOOOJHO pacnpocTpaHseMoOe IPOrpaMMHOE
obecrieyeHne, MO0 TOCTABIIIEMOE MO JIMIIEH3UH OO0pa30BaTENbHOW OpPraHW3aIlUM; I10CAI0OYHBIC
MecTa [0 KOJIMYECTBY oOydwaromuxcs; pabodee MeCTO IpernojaaBarelis; KOMIUIEKT Y4eOHO-
HarJIsiJHBIX OCOOUH.

TexHuueckue cpeacTBa oOy4yeHMs: ISl OTOOpa)keHHs NMPE3EeHTAlMi MCIOJb3yeTcs MPOEKTOpP,
CTallMOHAPHBIN WM TEPEeHOCHON IKpaH MO0 WHTepaKTUBHAs JOocka. B KoJulemke co3laHbl BCe
YCIIOBHS, MO3BOJISIOIINE IIMPOKO MCIIOJIb30BaTh B 00pa3oBaTeIbHOM Mpoliecce HHPOPMALMOHHBIE
TEXHOJIOTHH, CBOCBPEMEHHO oOOecleYrBaTb OOHOBJIIEHHE HOPMAaTHUBHOM JOKYMEHTAIlHH,
HeoO0X0oAUMOW HH(pOpMAMM W ONEPATUBHBIM JOCTYN K HEW. YCTaHOBIEHBI JIMIEH3UOHHBIE
porpamMMbl, crpaBoudHO-TIpaBoBas cuctema «Koucynbsrantllimtoc», mporpamMuoe oOecrieueHHe
CEeTEeBOro 000pyA0BaHMsL; 0Oydaroliee NporpaMMHoe o0ecrieueHue (cpea NporpaMMUpPOBaHUS).

VYuebuuku u yueOHble nmocodus no aucuuminae OI1.06 JokyMeHTannoHHoe ofecrevyeHne
yHpaBJIeHHsl HaXOJsATCsl B CBOOOJHOM JOCTYyIE JUIs IperojaBaTeneil U CTyIeHTOB B OUOInoTeKe
Komemka JII'Y, B TOM 4mclie 3JeKTpOHHBIC W3MaHus Ha odummansHoM caiite Komnemka JII'Y.
bubnuoreka komnemxka o0OpyAoBaHa pabOYMMU MECTaMH B YMTAJIbHOM 3aJlé U BBIXOJOM B
WutepHer s paboThl € AIIEKTPOHHBIMH KHHTaMH, Yy4e€OHHKAaMH, YYEOHBIMH TOCOOMSIMH,
pa3MeméHHbpiMu Ha caite Komnemxka AI'Y.

[Ipu mnpoBedeHWH CHUHXPOHHBIX M ACHHXPOHHBIX 3aHSATHH HCIIONB3YeTCsS JJIEKTPOHHAs
obpa3oBatenbHas Iuatdpopma «lOpailT» u 3nekTpoHHBIE 00pa3oBarenbHble pecypchl HayuHoit
ouommorexu Y.

JlocTyn K KOHTEHTY M cepBHcaM Ha oOpa3oBaTenbHOU Iuiatdopme «HOpailty U 31eKTpOHHOM
pecypce mmdpoBoit obpazoBatenbHOl cpensl CIIO PROFoOpa3zoBanme mpeaocTaBisieTcsl B
COOTBETCTBUM C YCIOBUAMU MOANUCKU yueOHOro 3aBeseHus. [1aposib ¥ JOTUH K TMYHOMY KaOUHETY
CTYACHT YKa3bIBaCT IIPH PETUCTPAIMK Ha 00pa30BaTeIbHOM miaTdopme.

3.2. UudopmanuonHoe odecneyeHue 00y4eHus
IlepeyeHnb pekoMeHayeMbIX Y4eOHBIX U31aHuil, UHTepHEeT-pecypcoB, 10NMOJTHUTEIbHOI
JINTEPATYPbI

OcHoBHas1 JInTepaTypa
1. Jloponuna, Jl. A. JJokyMeHTallMOHHOE OOECTICUCHHUE YTPABJICHHS : YYEOHUK U TPAKTUKYM
Ui cpeniHero npodeccuonanbHoro oopasosanus / JI. A. loponuna, B. C. Mputukosa. — 2-¢ u3.,
nepepad. u gom. — Mocksa : U3marensctBo FOpaiit, 2025. — 270 ¢c. — (IlpodeccuonansHoe
obpaszoBanue). — ISBN 978-5-534-16017-8. — Tekct : snekrponHblid // OOpa3oBarenbHas
matdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/530252
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JonotHUTeILHAS JTUTEPATypa
1. I'pozosa, O. C. Jlenonpou3BOACTBO : yueOHOE 1mocodue Njisi CpeaHero MpodecCHOHaTBHOTO

obpazoBanus / O. C. I'pozoBa. — 2-e u3a. — Mocksa : M3gatensctBo FOpaiit, 2025. — 131 ¢. —
(ITpoeccuonansuoe obpazoBanue). — ISBN 978-5-534-15986-8. — TekcT : 3neKTpOHHBIA //
ObpasosarenbHas miatgopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/517797

2. Kysneyos, M. H. lIokyMeHTaIlMOHHOE OOecleYeHrne YIpaBIeHUs MEPCOHANIOM : yUYeOHUK U

NPaKTUKyM JUIs cpeaHero mnpodeccuonambHoro obpaszoanusa/ U. H. Kysuenos. — 3-e wu3m.,
nepepad. u gom. — Mocksa : M3marensctBo FOpaiit, 2025. — 397 ¢c. — (IlpodeccuonansHoe
obpazoBanue). — ISBN 978-5-534-09155-7. — Tekcr : anektponHbld // OOpa3oBarenbHas

wiardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/531526

3. Ab6ynaosze, /. I'. JIOKyMEHTaIIMOHHOE OOECIIEYCHUE YMIPABJICHHS TMEPCOHAJIOM : YUCOHHK H
MIPAKTUKYM TUIS CpeIHero pohecCuoHaNBHOTO oOpa3oBaHus / J.T. AGynanzse,
. b. Bempsbxkkuaa, B. M. MacnoBa. — 3-e¢ u3a., mepepab. u gom. — Mocksa : M3gaTenbcTBO
HOpaiir, 2025. — 374 c. — (IIpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-16657-6. —
Tekcr : onextponsblii // OOpasoBarenbHas mnatgopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/531449

4. PoxustoBckas, M. P. JlokymenranmonHoe obecriedenune : ydeOHoe mocobme / . P.

PoxustoBckass. — Cumdepormnons : YHUBEpCUTET IKOHOMUKU U yrpasienus, 2016. — 104 c. —
ISBN 2227-8397. — TeKcCT : 3JIeKTpOHHBIN // DIEKTPOHHBIN pecypc mupoBoil 00pa3oBaTEIHHON
cpenbl CITIO PROFob6pasoBanue : [caiit]. — URL: https://profspo.ru/books/73265

5. bacakoB, M. U. [enonpousBoactBo [/lokymMeHTallMOHHOE OOecreueHue yIpaBlieHusi| :
yuebnuk / M. U. bacakos, O. U. 3ambiikoBa. — PocrtoB-na-Jlony : ®enukc, 2014. — 376 ¢. —
ISBN 978-5-222-23063-3. — TekcT : SJEeKTpOHHBIA // DIEKTPOHHBIM pecypc HU(PPOBOIA
o0pa3oBaTeNbHOMI CpeIibI CIio PROFoGpa3oBanue : [caiiT]. — URL:
https://profspo.ru/books/59345

HNurepHer-pecypcenl:
1. O6pazoBarensHas maatdopma FOpaiiT urait.ru

2. Hayunas snextponnas oubnumorexka. URL: http://elibrary.ru

3. ®enepanbhblii moptan «Poccuiickoe oopazoBanue». URL:http:/ www.edu.ru/

4. ®enepanpHoe xpanunuile «Eannas komnekuus nudpoBsIX 00pa3oBaTEIbHBIX PECYPCOBY.
URL: http://school-collection.edu.ru/

5. Poccuiickuii nopran «OtkpeiToro oopasoanusi». URL:http://www.openel.edu.ru

6. Caiit o6pa3oBarenbHbIX pecypcoB Jlarrocynusepcutera. URL: http://edu.icc.dgu.

7. CnpaBouno-mipaBoBas cuctema «KoncynprantlInrocy. URL:http://www.consultant.ru/

8. Hayunsrii Bectauk JAI'Y. URL: http://vestnik.dgu.ru/

3.3 O6pa3oBare/ibHbIE TEXHOJIOTHHU

VYuebHas AeqTenbHOCTh O0yYaroIluXcs MO AUCLUIUIMHE MPeIyCMaTpUBAeT yueOHbIe 3aHATHS
(IpaKTHUECKOE 3aHATHE, JEKIHs), CAMOCTOSTENBbHYI0 paboTy, a Takke Ipyrue BUAbI y4eOHOU
NeSITeIbHOCTH.

B yueOHON nesaTenbHOCTH MO AMCUUIUIMHE HCIOJB3YIOTCS pPa3MuHble 00pa3oBaTesbHbIC
TEXHOJIOTHH, B TOM YHUCIIE:

CHUHXPOHHBIE 3aHATHUS JIEKLIMOHHOTO TUIIA

JIeKIIMOHHBIN KypcC MpeanojaraeT CHCTEMAaTU3MPOBAHHOE M3JI0KEHHE OCHOBHBIX BOIPOCOB
yueOHoro miaHa. Ha mepBoii nekiuu jJekTop 00s13aH NpeaynpenuTh CTYACHTOB, IPUMEHUTEIBHO K
KakoMy ©0a30oBoMy YyueOHHMKY (yueOHMKaM, Y4eOHbIM TOocoOMsIM) OyIeT NpOYMTaH Kypc.
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JIeKIIMOHHBIN KypC NOJKEH AaBaTh HauOonpmmid o0beM uH(poOpManMu U obecrnedyuBarh Oosee
riry0OKOe TOHMMaHue y4eOHBIX BOIPOCOB NPH 3HAYUTEIHLHO MEHBIIECH 3aTpaTre BPEeMEHH, YeM 3TO
TpeOyeTcst OONBIIMHCTBY CTYJIEHTOB Ha CAMOCTOSITENIbHOE U3yUeHUEe MaTepHaia.

B cmemanHoM 00ydeHUHM ¢ MPUMEHEHUEM JUCTAHIIMOHHBIX 00pa30BaTENIbHBIX TEXHOJIOTUH
CTYACHTBI MOTYT M3Yy4aTh JICKIIMOHHBIA MaTeprall B aCHHXPOHHOM PEXHME, TOTOBHTH BOTPOCHI K
3aHATHUAM CEMHUHAPCKOTO THUTIA.

CHHXpOHHBIE 3aHATUS CEMUHAPCKOT0 (IPaKTUYECKOT0) TUIIA

3aHATHS TPEACTABIAIOT COOOW JeTalM3alMi0 JIEKIIMOHHOTO TEOPeTHYECKOro MaTepuala,
MIPOBOJIATCS B LIEJSAX 3aKPEIJICHUsI Kypca U OXBAaTBIBAIOT BCE OCHOBHBIE Pa3/IeIIbl.

OcHoBHOUW (opMOI TIPOBEICHUS 3aHATHIA SBISETCS O0OCYXJIeHHE Hamboyiee MPOOJIEMHBIX H
CJIOKHBIX BOIIPOCOB IO OTAETHHBIM TeMaM, a Takke pa300p MPUMEPOB U CUTYaIUil B ay IUTOPHBIX
ycnoBuAX. B o0s3aHHOCTM mTpenojaBareist BXOIAT: OKa3aHWE METOJUYECKON MOMOIM U
KOHCYJIFTUPOBAHHE CTYJCHTOB 10 COOTBETCTBYIOIIMM TeMaM Kypca. AKTHBHOCTh Ha 3aHSTHIX
OLICHHUBAETCS MO CIAEAYIOUINM KPUTEPHSIM:

OTBETHI Ha BOIPOCHI, MTpe IaraeMble MPETo1aBaTeleM;

ydacTue B AUCKYCCHUSX;

BBINOJIHEHNE Pa3HOYPOBHEBBIX 3a7aHuH (3a1a4).

OTBeT MOMKEH OBITh ApPryMEHTHPOBAHHBIM, PA3BEPHYTHIM, HE OJHOCIOKHBIM, COJIEPKaTh
CCBUJIKU Ha UCTOYHHKH.

Jloknanel ¥ ONIOHUPOBAHUE [OKJIAJAOB IPOBEPSIOT CTENEHb BIAJACHUS TEOPETHUECKUM
MaTepHAIIOM, a TAK)KE KOPPEKTHOCTh M CTPOTOCTh PACCYKACHUH.

B cHHXpOHHOM M aCHHXPOHHOM peXHMe UCIob3yeTcs cepBuc «FOpaiit.3ananusy.

ACUHXpOHHBIE TUCTAHIMOHHBIC 3aHATHS

B cmemanHOM 00ydYeHUHM ¢ TPUMEHEHHEM JIHCTAHIIMOHHBIX 00pa30BaTENIbHBIX TEXHOJIOTUH
CTYACHTBI MOTYT OCBauBaTh JICKIIMOHHBIN MaTepHall B ACHHXPOHHOM PEXUME, TOTOBUTH BOIPOCHI K
CHHXPOHHBIM CEMUHAPCKUM (ITPAKTUYECCKHIM) 3aHATHSM.

JlJ1 acCHHXPOHHBIX 3aHITUN MPUMEHSETCS CIeIyIolIasi MeTOIUKa:

MOBTOPEHHE U 3aKpeIyieHHe NpebIayIiel TeMbl (pasena);

u3ydyeHne 0a30BOW W JIOTIONIHUTENFHOW  PEKOMEHAYeMOH  JIUTepaTypbl, IPOCMOTP
(TpocymBaHue) MeIMaMaTepruaIoB K HOBOHM Teme (pasnueny);

TE3UCHOE KOHCIIEKTUPOBAHHE KIIFOUEBbIX MOJI0KEHUH, TEPMUHOJIOTHH, aJITOPUTMOB;

CaMOCTOsITeNIbHAsT TIPOBEpKa OCBOCHUS MaTepHalia 4epe3 MHTEPAKTHBHBIN (DOHI OIEHOYHBIX
CPEICTB (TECTHhI);

BBITTOJIHEHNE PEKOMEHIYEMBIX 3aJaHH;

(uKcalrs BOZHUKAIOIIKUX BOIIPOCOB U 3aTPYAHEHUA.

4. KOHTPOJIb 1 OHEHKA PE3YJIBTATOB OCBOEHMUSA JTUCIIUIIJIMHBI

KoHTpounb 1 o1leHKa pe3ynbTaToB OCBOEHUS AMCLUIIIMHBI OCYIIECTBIIAETCS MPEN0IaBaTEIEM B
Ipolecce MPOBEACHUS MPAKTUUECKHUX 3aHATUH U TaOOpaTOPHBIX pabOT, TECTUPOBAHUS, a TAKKE
BBITOJIHEHHSI 00YYaIOIIMMUCS MHIUBUAYAJIbHBIX 3a1aHUM, IPOEKTOB, UCCIEIOBAHUN U Jp.

PesyabTaTsl (0cHOBHBIC yMeHus, | Koabl popmupyembix DopMbI U METOAbI
0CBOeHHbIe MpodeccuoHAIbHbIE | PO(ECCHOHATILHBIX U KOHTPOJISI M OLEHKHU
KOMIIETEHIUN) 00IIMX KOMIIETEHWI | pe3yJbTATOB 00yUeHUs
yMeTb: OK 01, OK 02, OK 03, Tekymmii KOHTPOJIb:
NHpI/IMeHSITL Ha IIpaKkTUKE OK 04, OK 05, OK 06, TCCTI/IpOBaHI/Ie;
rocyJapCTBCHHBIC CTaHJapTHI, OK 09, IIK 1.2, 1IK OLICHKAa HaBbIKa aHAJIN3a U
JIpYrue HOPMAaTHUBHO-METOJAMYECKHUE 1.3. peLICHNA
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nokymentsl, pernamentupytomue | JIP 1, JIP 2, JIP 3, JIP | npodeccuonanbubix 3axay,

opraHmaumo ,Z[OKyMeHTaI_II/IOHHOFO 5’ 'HP 6’ 'HP 7’ ‘HP 8’ CaAMOCTOATCIbHAA pa60Ta.
JIP 9, JIP 10, JIP 11,

o0ecrieueHns yrpaBIeHUS;
JIP 12, JIP 13, JIP 14,

CocTaBiThb U MIPaBUJILHO TP 15
opopMiIATH  OCHOBHBIE  BHJBI
OpraHu3alMOHHO-
pacropsaUTENbHbIX JOKYMEHTOB;

“OpopmTsTH UH(POPMALIMOHHO-
CIPaBOYHYIO JOKYMEHTAITHIO;

" OpopmATH KaJpOBYIO
JIOKYMEHTALUIO;

“OpopmsTH IIPETEH3UOHHO-

HCKOBYIO JOKYMCHTALHIO.

3HATh:
TepmuHonoruto B obnactu

JIOKYMEHTAlMOHHOTO 00ecreueHust
yIpaBJICHUS;

" HopmaruBHbIe JIOKYMEHTHI,
pErIaMEeHTUPYIOIIUE COCTaBIIEHUE
u oQopMIIEHHE JOKYMEHTaluu |
MOPSIIOK €€ 00pabOTKU;

"IIpaBuia COCTaBJICHUS u
odopmienus OpraHU3aIMOHHO-
pacropsUTENbHbIX  JIOKYMEHTOB,
BXOSIIUX B YHU(PHUIMPOBAHHYIO
CUCTEMY OpraHHU3alOHHO-
paclopsAMTENbHBIX  JTOKYMEHTOB,
YHH(DHUINPOBAHHYIO CUCTEMY
MIEPBUYHOMN Y4ETHOU
JIOKYMEHTaLuU B 4acTH
JOKYMEHTALUH 110 YUETy TPYyAa;

"TIopsAgoK MPOBENEHUS JKCIEPTH3EI
LIEHHOCTHU JIOKYMEHTOB u
NOJATOTOBKM JIe1 K apXUBHOMY
XpaHEHHUIO.

" TeXHOJIOTHIO OpraHu3alnuu
JOKYMEHTO000pOTa B

opraHu3ausax (YIpexaeHusx).

dopma KOHTPOJIS: MOXKET MPOBOAUTHCS B (pOpME TECTHPOBAHUS, B MMCbMEHHOM, a TaKKe B
YCTHOU (hopme.
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