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1. TACHOOPT PABOYEN MPOTI'PAMMBI JJUCIUILIUHBI
OI1.06 «/lokyMeHTALIlHOHHOE 00ecreYeHne yIpaBJIeHUusD

1.1. MecTo iucuMnJIMHbI B CTPYKTYpe 00pa3oBaTe/IbHOM NPOrpaMMbl
VYyeOnas mucrumuinHa OIL06 «JlokymeHTanMoOHHOE oOOecreueHue YNpaBiICHUsD SBISETCS
00s3aTeNbHOW ~ YacTblo  0OmEenpo(ecCHOHANBHOTO  IMKJIA  OCHOBHOM  TpOQecCHOHATHHOMN
oOpazoBatenbHOi porpammsl B cooTBeTcTBIH ¢ DI'OC no cnernmansuoctu 40.02.04 FOpucnpy neHus.
JlucuuiuiiHa peanu3yercsi B TpPaJulMOHHOM (GopmMate, ¢ HCIIOIb30BaHHEM HHTEPAKTUBHBIX (GOpM
MpOBEJICHUS] y4EeOHBIX 3aHATUN, B CHHXPOHHOM U ACHHXPOHHOM pEXHME Ha 00pa3oBaTeIbHOM
nnatdopme FOPAUT https://urait.ru/.

1.2. He.]'ll) U IVIAHUPYEMBbIE PE3YJbTATbI OCBOCHUSA NUCHUIIIMHBI:

Copnepxxanne mporpammbl yueOHOH auctumiuabsl OIL.05S «MHbopManoHHBIE TEXHOJIOTHU B
IOpPUAVYECKON JEATEIbHOCTH» HANpPAaBICHO HA JOCTH)KEHHE CICAyIOUIEW LeId — OCBOCHHE
JUCLHMIUIMHAPHBIX KOMIETEHIMH IO NPUMEHEHHIO KOMIUIEKCA MEPOIPUSATHI B CUCTEME 3alllUThI
nHpopmanuu 1 nHOOPMAITMOHHOW 0€30MMaCHOCTH.

Pe3ynbraToM OCBOGHMS MPOTpaMMbl SIBJISIETCSl OBJaJeHHE OOydYalolIMMHUCS OOIIUMH H
npodeccronanbubiMu KoMiieTeHIUsAME (OK), muunoctHbME pe3ynbratamu (JIP):

OO0mme KoMNeTeHINHU:

OK 01. Bei6upaTs crioco0sl pemieHus 3aaad npopecCUOHaTbHON AeATEIbHOCTH TPUMEHUTEIHHO
K pa3jIMYHbIM KOHTEKCTaM;

OK 02. Ucnonb30BaTh COBpEMEHHBIE CPECTBA ITOMCKA, aHATTN3a U UHTEpIIpeTalii HHPOopMaLun
1 “HGOPMAIIMOHHbIE TEXHOJIOTUY JIJIS1 BBIMOJIHEHUS 3a/1a4 MPO(PECCUOHAIBHON 1eATeIbHOCTH;

OK 03. [TnmaHupoBaTh U peaan30BbIBaTh COOCTBEHHOE MPO(ECCHOHATBFHOE U IMYHOCTHOE

pa3BUTHE, NPEINPUHUMATEIbCKYIO AESITEIbHOCTh B MPOQecCHOHANbHON cdepe, HUCIOIb30BaATh
3HaHU 110 NPaBOBOM U (PMHAHCOBOW I'PAMOTHOCTH B PA3JIMYHBIX )KU3HEHHBIX CUTYAIUAX;

OK 04. Db dexTrBHO B3aUMOICHCTBOBATH M padOTaTh B KOJUIEKTUBE U KOMAaH/IE;

OK 05. Ocy1ecTBiATh yCTHYIO U TUCbMEHHYIO KOMMYHHUKALUIO HA TOCYJaPCTBEHHOM SI3bIKE

Poccuiickoit @eaepanuu ¢ y4eToM 0COOEHHOCTEH COIMATBHOTO U KYJIbTYPHOI'O KOHTEKCTA;

OK 06. ITposBasATh rpaskJaHCKO-MATPUOTUYECKYIO MMO3ULINIO, JIEMOHCTPUPOBATh OCO3HAHHOE

MOBEICHUE HA OCHOBE TPAJAUIIMOHHBIX OOIIEYEIOBEYECKUX LIEHHOCTEN, B TOM YHCIIE C YUETOM

rapMOHM3ALMU MEXKHAIMOHAIBHBIX U MEXPEIUTHO3HBIX OTHOLLIEHUN, TPUMEHATh CTAHIAPThI

AHTUKOPPYILHUOHHOTO OBEICHUS;

OK 09. TIlonp3oBaTtbcs NpoQecCHOHATbHON JOKYMEHTalueil Ha TOCYIapCTBEHHOM U
MHOCTPAaHHOM A3bIKAX.

IIpodeccnonanbHbIe KOMIIETEHIIUM:

[IK 1.2. IIpuMeHATs HOPMBI MpaBa AJis PelIeHUs 3a7a4 B IPo(heCcCHOHATBLHOM NesTEIIbHOCTH.

I[IK 1.3. BnageTp HaBbIKAMH IMOJATOTOBKH HOPUAUYECKUX JIOKYMEHTOB, B TOM YHUCJIE C
WCIOJIb30BaHNEM UH(POPMAITMOHHBIX TEXHOIOTHIA.

JInyHOCTHBIE pe3yJIbTAThI:

JIP 1. Ocoznatonuii ce0si TpakJIaHWHOM M 3allUTHUKOM BEJIWKOW CTpaHbl. (OCO3HAHHO
BBIPQXKAIONIMI  CBOIO  POCCHICKYI0  TpPaXJAaHCKYK  MPUHAIJIEKHOCTh  (MIEHTHYHOCTH) B
MOJIUKYJIbTYPHOM, MHOTOHAIIMOHAILHOM W MHOTOKOH()ECCHOHATBLHOM POCCHUHCKOM OOIIecTBE, B
MHUPOBOM coobmecTBe. Co3Haromuid CBOE €MMHCTBO ¢ HapojoMm Poccum kak MCTOYHHUKOM BIIACTH U
CyOBEKTOM ThICAYENETHEH POCCUMCKONW TOCYJapCTBEHHOCTH, C POCCHIICKMM TOCYIapCTBOM,
OTBETCTBEHHOCTH 32 €T0 PAa3BUTHE B HACTOSIIEM U OYIyIIeM Ha OCHOBE HCTOPHUYECKOTO MPOCBEIICHHUS,
POCCHIICKOTO ~ HAIMOHAJBbHOIO  HMCTOPUYECKOrO  co3HaHus.  [IposiBisgronuid  rpaxaaHCKoO-
MaTPUOTHYECKYI0 TIO3HIIMIO, TOTOBHOCTh K 3amuTe PoOAMHBI, CHOCOOHBIN apryMEeHTHPOBAHHO

4


https://urait.ru/

OTCTauBaTh CyBEPEHUTET U JOCTOMHCTBO Hapoaa Poccum m Poccuiickoro rocynapcrsa, COXpaHsATh U
3alMIIaTh HMCTOpUYECKY MpaBay. OpHEHTHPOBAHHBII Ha AKTUBHOE TIpPaXKJIaHCKOE ydacTHUE B
COLMAJIBHO-TIOJIMTUYECKHUX Mpolieccax Ha OCHOBE YBA)KCHUsS 3aKOHA U MPaBOIOPsIKa, IPaB U CBOOO]
corpaxknaH. OCO3HAaHHO U JEATENFHO BBIPAKAIOUIMA HENpUATHE TI000M JUCKPUMHUHALIMK TI0
COLIMAJIbHBIM, HAI[MOHAJIbHBIM, PACOBBIM, PEJIUTHO3HBIM MpPH3HAKaM, MPOSBIEHUI SKCTpeMHU3Ma,
TeppOpHU3Ma, KOPPYILUHU, AHTUTOCYJAPCTBEHHOM nesTenbHocTH. O01a a0yl ONBITOM I'paXkIaHCKON
COLIMAJIbHO 3HAYMMOW JEATEIbHOCTU (B CTYJIEHYECKOM CaMOYIPABJIEHUH, J0OPOBOIbUECKOM
JBVKCHHUH, NPEANPUHUMATEIBCKON NEATENbHOCTH, HYKOJIOTHYECKNX, BOCHHO-IIATPUOTHYECKUX U JIp.
00bETMHEHUSAX, AKIUAX, TIPOTPaMMaXx.

JIP 2. IlposiBASIOUINI aKTUBHYIO TPAKIAHCKYIO MO3UIINIO, IEMOHCTPUPYIOIIHMHA TPUBEPKEHHOCTD
MPUHLIMIIAM YECTHOCTH, MOPSIJLOYHOCTH, OTKPBITOCTH, SKOHOMHYECKN AKTHBHBIM M Y4YaCTBYIOIIUN B
CTYACHYECKOM U TEPPUTOPUAIBHOM CaMOYIPABJICHHM, B TOM YHUCIIE HAa YCJOBUAX JOOPOBOJILYECTBA,
MPOJYKTUBHO B3aUMOJICHCTBYIOINN U YYaCTBYIOIIUHN B AESITEIbHOCTH OOLIECTBEHHBIX OpraHU3alui.

JIP 3. CoOmroaroniuii HOpMbI MIPABONOPSIIKA, CIEAYIOUIMHA HeanaM IpakAaHCKOro OOIecTBa,
obecrieyeHuss 0Oe30macHOCTH, TpaB U cBoOox rpaxkaaH Poccun. JlosuibHBI K yCTaHOBKaM |
IIPOSIBJICHUSIM TIpeACTaBUTENCH CyOKynbTyp, OTIMYAIOIMHA MX OT TPYyHNN C JECTPYKTUBHBIM U
J€BUAHTHBIM [TOBEJEHUEM. J[eMOHCTPUPYIOLIMI HENPUATHE U ITPEAYIPEKAAOIINN COLUAIBHO OITAaCHOE
MIOBEJICHUE OKPYXKaIOIUX. YBaKAIOIWKUNA JyXOBHO-HPABCTBEHHYIO KYJBTYPY CBOEM CEMBH, CBOETO
HapoJa, CEMEMHbIE IEHHOCTU C YYETOM HAIMOHAJIBHOM, PEIUTHO3HON PUHAUIE)KHOCTH. CO3HAIOIIMN
LIEHHOCTh Ka)KJOW 4EJIOBEYECKOW KU3HU, MPU3HAIOINN UHAUBUIYyAIBHOCTh U JJOCTOMHCTBO KaXKI0I0
YyeJioBeKa. YMEIOIUN OLEHUBATh MOCTYINKU C MO3UIMH UX COOTBETCTBUS HPaBCTBEHHBIM HOpMawm,
OCO3HAIOIUI OTBETCTBEHHOCTH 3a CBOU IOCTYIIKH.

JIP 5 JleMOHCTpUPYIOIIUI INPUBEPKEHHOCTh K POAHOW KyJIbTYpe, UCTOPUYECKOM IMAMATH HA
ocHOBe J1to0BU K PonuHe, ponHOMY Hapoay, Malioll poJuHe, MPUHATHUIO TPAJWLMOHHBIX HEHHOCTEH
MHOTOHallMOHaIbHO Hapoaa Poccun

JIP 6 IlposiBisiromiMii yBaXK€HHE K JIIOASIM CTapIIEro MOKOJIEHHS U TOTOBHOCTh K yYacTHIO B
COLIMAJIbHOW MOAJEPIKKE U BOJIOHTEPCKUX IBHKECHUAX

JIP 7 Oco3Hatomuii NpUOPUTETHYIO LEHHOCTh JTMYHOCTH YEJIOBEKA; YBAXKAIOIUH COOCTBEHHYIO
U 4yXKYI0 YHUKaJIbHOCTb B PA3JIMYHBIX CUTYyAIUsIX, BO BceX (opMax U BUJAX JAEATEIbHOCTH.

JIP 8 IlposiBasdroniMidc M JEMOHCTPUPYIOIIMI YBAXKEHUE K TMPEICTABUTEISAM Pa3IAYHbIX
STHOKYJIBTYPHBIX, COLMAIBHBIX, KOH(ECCHOHANBHBIX U WHBIX rpynn. CONpuYacTHBIA K COXpaHEHHUIO,
MPEYMHOXKEHUI0O U TPAHCISLUUU KYyJIbTYpHBIX TpPaJuIUil M LEHHOCTEH MHOTOHAIIMOHAIBHOIO
POCCHICKOr0 rocy1apcTsa

JIP 9 Coburoaroliiuii v mporaraHInpyoIui IpaBuiia 3J0POBOTO U OE30MMaCHOTO 00pa3a KU3HH,
CIOPTa; HPEAYNpPEXkAAOMMN JTU00 NPEeoaoIeBaAOMUI 3aBUCUMOCTH OT aJIKOroJisl, Tabaka, ICHXO-
AaKTUBHBIX BEUIECTB, a3apTHBIX WUIp U T.J. COXpaHSAOMUN IICUXOJOTHYECKYH0 YCTOWYMBOCTH B
CUTYaTUBHO CJIOKHBIX WJIM CTPEMUTEIBHO MEHSIOLIUXCS CUTYalMsIX

JIP 10 3a0oTsmmiics o 3alIuTe OKPYKaIOIMIEeH cpeiibl, COOCTBEHHON M 4y»Oi 0€30macHOCTH, B
TOM 4HciIe HUPPOBOH

JIP 11 IlposiBnsitomiuii yBaX€HHE K OSCTETHUECKUM ILIEHHOCTSM, OOIaJaroluii OCHOBaMU
ICTETUYECKOM KYJIBTYpPBI

JIP 12 IlpuHuMaromuii ceMeiHble IEHHOCTH, TOTOBBII K CO3aHUI0 CEMbU U BOCIIUTAHUIO JIE€TEH;
JEMOHCTPUPYIOIIMHA HENPUATHE HACWINA B CEMbE, yXOIa OT POAUTEIBCKON OTBETCTBEHHOCTH, OTKA3a
OT OTHOILIEHUH CO CBOMMHU JIEThbMH U UX (PUHAHCOBOI'O COJIPKAHUS

JIP 13 JIeMOHCTpHPYIOIIHIA TOTOBHOCTh M CIHOCOOHOCTH BECTH JHMAJIOT C JPYTHMH JIFOJBMH,
JOCTUraTh B HEM B3aMMOIIOHUMAaHMs, HAXOJUTh OOIIME LeJU U COTPYAHUYATh AJIS MX JIOCTUXKEHUS B
npodeccruoHaBbHOM 1eATeThHOCTH

JIP 14 TlposBnsromuii CO3HATETFHOE OTHOIICHUE K HEMPEPHIBHOMY 00pa30BaHUIO KAK YCIOBHIO
yCIIENIHOM NpohecCHOHaIbHON U 00LIECTBEHHON AEATEIbHOCTH
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JIP 15 IlposBnsroonmii rpakaHCKOe OTHOILICHHE K MPO(ecCHOHAIbHON AEATENbHOCTH KaK K
BO3MOYKHOCTH JIMYHOTO Y4acTUsl B PEIIEHUU OOIECTBEHHBIX, FOCYAaPCTBEHHBIX, OOIIEHAIIMOHAIBHBIX
npobiem

C OCIJIbIO OBJIaACHUA YKa3aHHbIM BHUIOM HpO(I)eCCHOHaHLHOﬁ ACATCIIBHOCTHU n
COOTBCTCTBYIOIINMU HpO(l)CCCI/IOHaJ'H)HI)IMI/I KOMIICTCHIIUSIMHA 06y‘IaIOIIlI/II71051 B XO04€ OCBOCHUS JOJIXKCH:

yMeThb:
) HpI/IMeHﬂTB Ha INPaKTUKE TOCYJapCTBCHHBLIC CTAHAAPThI, APYTru€ HOPMAaTUBHO-
METOMYECKUE TOKYMEHTHI, PETIIAMEHTHPYIOIIUE OPTraHU3aIUI0 JOKYMEHTAIIHOHHOTO 00ECIICUCHHUS
yIpaBICHUS;
) CocTaBidTh U IMpaBUJIIBHO O(I)OpMJISITB OCHOBHBIC BHU/IbI OpTaHU3alIMOHHO-
pactuopAAUTCIbHBIX JTOKYMCHTOB,
) OdopmisiTh HHGOPMAITMOHHO-CITPABOYHYIO IOKYMEHTAIIUIO;
OdopMIIATh KaIPOBYIO TOKYMEHTAIIUIO;
OdopMIATh MPETEH3NOHHO-UCKOBYIO IOKYMEHTAIIHIO.

3HATh:

) TepmuHoIOrHIO B 00J1IaCTH TOKYMEHTALIMOHHOTO 00€CTIeYeHMsI YIIPABIICHUS;

) HopmatuBHBIE JOKYMEHTBI, PEIVIAMEHTUPYIOLINE COCTaBIEHUE U 0POpPMIICHHE
JOKYMEHTALUH U TOPSIIOK ee 00paboTKH;

) ITpaBuna cocraBieHus U 0(OpMIICHUS] OpraHU3allMOHHO-PACTIOP IUTEIbHBIX
JOKYMEHTOB, BXOJSIINX B YHU(PULIMPOBAHHYIO CUCTEMY OPraHNU3allMOHHO-PACIIOPSAUTEIBHBIX
JOKYMEHTOB, YHU(PULIIMPOBAHHYIO CUCTEMY NEPBUYHON YUETHON JOKYMEHTAI[MH B YaCTH
JOKYMEHTAIUH 110 YUETY TPpyAa;

) [Topsiok npoBeAeHUsI SKCTIEPTU3bI LIEHHOCTHU JJOKYMEHTOB U IOATOTOBKH JIEN K
apXUBHOMY XpaHEHHUIO.

TeXHOJIOTHIO OpraHu3allii JOKYMEHTO000POTa B OPTaHMU3AIUSX (YIPEKICHUSIX ).

2. CTPYKTYPA U COAEPX KAHUE YUEFHOM JUCIHUATLIMNHBI

2.1. O0beM y4eOHOI JMCUMILIHHBI M BUJbI Y4eOHOH padoThl

Bup y4eOHoii paGoThI Oobvem uacoes

MakcumajibHasi yueOHasi Harpy3Ka (Bcero) 40
Oo0s13aTesIbHAs AyINTOPHAs y4eOHasi Harpy3ka (Bcero) 10
B TOM YHCJIC:

TEOPETUUECKOE O0yUCHUE 8

MPAKTHYECKHE 3aHATUS 2
CamocTosiTebHasi padoTa 26
IIpomesicymounas ammecmauus 6 hopme 3auema 4




2.2. TemaTu4eckuii JIAH U COlep:KaHNe Y4eOHOM AU CHHUIIIMHBI

Haumenosanue
pa3aeyioB U TeM

Conep:xxanue y4eOHOro MaTepuaJa,
JadopaTopHblie pad0ThI U MPAKTHYECKHE
3aHATHS, CAMOCTOSITeIbHasi padoTa
o0yJaroummxcs

O0BeM
4acoB

®opma
KOHTPOJIA

Tema 1. KpaTkasn
HCTOPHUS
OpraHu3anyy
TeXHOJIOTHH
AeJIONPOU3BOACTBA
B Poccumn.

Jlexkuusa
1. IlpuxazHoe AeI0NpOU3BOACTBO.
2. Komnnexckoe J1e10npon3BoICTBO.
3. MHcnonHurtenbHOE ACIONPOU3BOICTBO.
4. CoBeTcKOe JeI0IPOU3BOJICTBO

IIpakTyeckoe 3aHsATHE
Pemenue pa3Ho-ypoBHEBBIX 32/IaHUI:

https://urait.ru/viewer/dokumentacionnoe-
obespechenie-upravleniya-530252?#page/32

O1eHka HaBBIKA,
aHaJIN3 PEIICHUS
3aJaHUuN

CamocroniTesibHast pa6oTa

HN3y4yeHue 0CHOBHOI U JOMOJHUTEIbHOM

JINTEPATyphl MO TeMe:

1. Joponuna, JI. A. lIokyMEeHTalMOHHOE
o0OecrieyeHre  yIpaBlICHUS .  yU4EeOHUK U
MPAKTUKYM JUIs CPETHETO MPO(HECCHOHALHOTO
obOpa3oBaHwus / JI. A. JlopoHuHa,
B. C. UputukoBa. — 2-¢ wu3a., mepepad. u
non. — MockBa: MznarensctBo  FOpaiir,
2025.— 270 c.—  (IlpodeccuonanbHoe
obpazoBanue). —  ISBN 978-5-534-16017-8.
— C. 9 — 33 — Tekcr : DJIEKTPOHHBIN //
OOpasoBarenpHast mnatdopma FOpaiitr [caiit].

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

HNHTepakTHBHBIE (DOPMUPYIOLIHE TECTHI
1. https://urait.ru/viewer/dokumentacionnoe-
obespechenie-upravleniya-530252?#page/32 -
Kpatkast uictopusi opraHu3aiuy 1 TEXHOJIOTHH

Jienonpon3BoAcTBa B Poccum.

TectupoBanue

Tema 2.
CoBpeMeHHast
OpraHu3anus
JeJIONPOM3BOICTBA
B Poccun.

Jlexkuust
1. Posb rocymapcTtBa B opraHusanuu
JIEJIONPOU3BOCTBA.
2. Crpykrypa v QYHKIIUH CITY>KOBI
JIEIIONPOU3BOCTBA.
3. HopwmwupoBanue Tpyna paOOTHUKOB CITYKOBbI
JICJIONPOU3BOCTBA

IIpakTHyeckoe 3aHATHE
Pemienne pasHO-ypOBHEBBIX 32/IaHUI:

https://urait.ru/viewer/dokumentacionnoe-
obespechenie-upravleniya-530252?#page/63

O1eHKa HaBBIKA,
aHaJIN3 PEIICHUS
3aJaHui



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
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-530252?#page/63
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-530252?#page/63

CamocrosiTesbHast paboTa
HN3y4yeHue OCHOBHOI U JOMOJHUTEIbHOM
JITepaTypsl N0 TeMe:

1. /Jloponuna, JI. A. IokyMEeHTallMOHHOE
o0OecrieyeHHe  yOpaBlEHUS :  yU4eOHUK U
MPAKTUKYM JUIsSI CPETHEro Npo¢eCcCHOHATBHOIO
oOpazoBaHus / JI. A. loponuna,
B. C. UputukoBa. — 2-¢ wu3a., mepepad. u
non. — MockBa: MznarensctBo  FOpaiir,
2025.— 270 c.—  (IlpodeccuonanbHoe
obpazoBanue). —  ISBN 978-5-534-16017-8.
— C. 9 — 33 — Tekcr : DJIEKTPOHHBIN //

ObpazoBarenbHas miaTgopma HOpaiit [caiit].
— URL.: https://urait.ru/bcode/530252/p.9-33

HNHTepakTUBHBIE (DOPMHUPYIOLIHE TECThI
https://urait.ru/viewer/dokumentacionnoe-
obespechenie-upravleniva-530252?#page/63 -
CoBpeMeHHas opraHu3aius AeI0MPON3BOICTBA B
Poccun.

TectupoBanue

Tema 3.
JloxymeHTO000pPOT
OpraHM3anuu.

Jlexknuusa
1. KadecTBeHHBIC M KOJIMYECCTBECHHBIC
XapaKTePUCTUKHU JTOKYMEHTO000POTA.
2. IlpuHIUIIBI OpraHu3an
JOKYMEHTO000pOTa.
3. Mertopl palmoHaIu3auu
JOKYMEHTO000poTa

IIpakTHyeckoe 3aHATHE
Pemenne pasHO-ypOBHEBBIX 3a/1aHUIM:

O1neHka HaBBIKA,
aHaJIU3 PEIICHUS

https://urait.ru/viewer/dokumentacionnoe- 3aJaHuNI
obespechenie-upravleniya-530252?#page/101
CamocrosiTesbHast paboTa TectupoBanue

HN3ydyeHue 0CHOBHOI U JOMOJHUTEIbHOM
JIUTEPATYPBHI MO TEMe:

2. Jloponuna, JI. A. JokyMEeHTalMOHHOE
o0ecrieyeHHe  yIpaBICHUS .  yUYEOHUK U
MIPAKTUKYM JUIsSI CPETHEro MPO¢eCCHOHATBHOTO
oOpa3oBaHwus / JI. A. JlopoHuHa,
B. C. UputukoBa. — 2-¢ wu3a., mepepad. u
norn. — MockBa: MznarensctBo  FOpaiir,
2025.— 270 c.—  (IlpodeccuonanbHoe
obpazoBanue). —  ISBN 978-5-534-16017-8.
— C. 9 — 33 — Tekcr : DJIEKTPOHHBIN //

OOpazoBarenbHas mnatdopma FOpaiitr [caiir].
— URL: https://urait.ru/bcode/530252/p.9-33

HNHTepakTHBHBIE (DOPMUPYIOLIHE TECTHI

https://urait.ru/viewer/dokumentacionnoe-
obespechenie-upravleniya-530252?#page/101



https://urait.ru/bcode/530252/p.9-33?utm_campaign=rpd&utm_source=doc&utm_content=d7edfe1ab920ad5d707106d18961226d
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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/101
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-530252?#page/101

Tema 4.
TexHoJ0rUM
00padoTKH
JOKYMEHTOB B
ciyxoe
J1eJIONPOU3BO/ICTBA.

Jlexkumst
1. ®opmbl opraHu3auu padoTHI C
AOKYMCHTaMHU.
2. OO6paboTka MoCTynarmux J0KYMEHTOB.
3. TexHonorus perucTpanuu 10KyMEHTOB.
4. OO6paboTka OTIpaBIIEMbIX TOKYMEHTOB

IMpakTnyeckoe 3aHsITHE
PelieHue pa3Ho-ypoOBHEBBIX 3aJaHHi:
https://urait.ru/viewer/dokumentacionnoe-

obespechenie-upravleniya-530252?#page/143

O1iecHKA HaBBIKA,
aHAJIU3 PEIICHUS
3aJaHui

CamocrosiTesbHast padora

HN3y4yeHue 0OCHOBHOI U JOMOJHUTEIbHOM

JIMTepaTypsl 10 TeMe:

1. /Jloponuna,
o0ecrieyeHne  yIpaBleHHs :  y4yeOHHUK

JI. A. JlokyMeHTallMOHHOE

MPAKTUKYM JUISI CPETHETO MPO(HECCHOHATLHOTO
oOpazoBanus / JI. A. loponuHa,
B. C. UputukoBa. — 2-¢ wu3a., mepepad. u
non. — Mocksa: M3narensctBo  FOpaiir,
2025.— 270 c.—  (IlpodeccuonanbHoe
obpazoBanue). —  ISBN 978-5-534-16017-8.
— C. 9 — 33 — Tekcr : DIEKTPOHHBIN //
OopasoBarenbHas miatgopma FOpaiit [caiit].

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

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

TectupoBanue

Tema 5.
TexHoJ0ruun
padoThI ¢
JOKYMEHTAMHU
BHYTpH
OpraHM3anuu.

Jlekuus

1. Drambr 00pabOTKH BHYTPEHHUX JOKYMEHTOB.

2. Opraau3anys KOHTPOJIS 3a UCIIOJIHCHUEM
JIOKyMEHTOB.
3. Pabora ucnoJIHHTENEH C JOKYMEHTAMHU

IpakTnyeckoe 3aHsITHE

Pemienne pa3Ho-ypoBHEBBIX 3a/IaHHU:
https://urait.ru/viewer/dokumentacionnoe-
obespechenie-upravleniya-530252?#page/179

O1eHKa HaBBIKA,
aHAJIN3 peIICHUS
3aJaHuN

Tema 6.
Opranusanus u
TeXHOJIOTUsl
TeKylero XpaHeHus
JOKYMEHTOB.

Jlekuus

1. HOH?[TI/IC, BHUJbI U TUIIBI HOMEHKJIATYPhI JCJI.

2. TexHomorus cocTaBI€HUs] HOMEHKJIATYPBI
Tl
3. TloaroroBka jien K Iepegade B apXuB

IIpakTnyeckoe 3aHsATHE
Pemenue pasHo-ypoBHEBBIX 3a/IaHUI:

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

O1eHka HaBBIKA,
aHaJIN3 PEIICHUS
3aJaHuN

HUTOIO:
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3. YCJIOBUSA PEAJIM3AIIMU JUCIIUAITJIMHBI

3.1. TpeOoBaHMsA K MUHHUMAJIBHOMY MAaTEPHAJBHO-TEXHHYECKOMY 00eCIeYeHHI0

Jns  mpoBeneHHs Y4eOHBIX 3aHATHUH MCIONB3YIOTCS, OOOPYJOBAHHBIE TEXHUUYECKUMHU
cpeactBamMu  KaOuHeThl M Jabopatopuu. Peammzammst mnporpammbl aucturummasl - OIL.06
JlokyMeHTallHOHHOe o0ecneyeHUe YNPABJIEHHS] OCYIIECTBIAETCS B ydyeOHOM KaOuHeTe
«/loOKyMEHTallMOHHOrO0 OO0€ECNEeYeHUsl YIpPaBICHUA», B KOTOPOM €CTh BO3MOXKHOCTb IPOBOJAUTH
3aHATHSA, TPYNIIOBbIE U MHIUBUyaJIbHbIE KOHCYJIbTALUU, TEKYIIMH KOHTPOJb U IPOMEKYTOUHYIO
aTTecTaluIo, KaK B TPAJULMOHHON (opMe, TaKk U ¢ MCIIOJIb30BAHMEM MHTEPAKTHBHBIX TEXHOJIOTHH
U pa3IuyHbIX 00pa30BaTENbHBIX METOJMK, JadopaTopun HMH(OPMAIIMOHHBIX TEXHOJOTHH,
MporpaMMUpoBaHus U 0a3 JaHHbIX. MIMeloTcs Takke ydyeOHble ayJIuTOPUM JJIsi CAMOCTOSITEIbHON
paboThl, KaOMHETHI JUIS MPOBEACHHS IMPAKTUYECKUX 3aHATHH, OCHAIlEHHbIE O00OpYyIOBAaHUEM,
TEXHUYECKUMU CpeICTBaMU O0y4EeHHsI U MaTepuaiamu, yuutbiBaomumu TpedoBanus GI'OC CIIO.

Ob6opynoBanue y4yeOHOro KaOHMHETa: KOMIBIOTEp JMOO HOYTOYK C IpelyCTaHOBJICHHBIM
CTaHJIapTHBIM MPOTrpaMMHBIM OOecreuyeHueM (10 KOJIMYECTBY OOydYarolUXCsl), MIHUPOKOIMOJIOCHBIN
noctyn B cerb MurepHer. Mcnonp3yercs au00 CBOOOJHO pacHpoCTpaHseMoOe MpOrpaMMHOE
obecrieueHne, TUOO TOCTABIAEMOE IO JUIEH3UH O0pa30BaTEIbHON OpraHU3AIMH; MOCAJT0YHBIC
MECTa 10 KOJMYECTBY 00yUaroLIMXCcsl; pabodyee MEeCTO MPeroiaBaTelis; KOMIUIEKT yueOHO-HaTJIS AHbIX
ocooui.

TexHuueckue cpeacTBa oOydyeHMs: Al OTOOpa)KeHHs NMPE3eHTAlMi MCIOJb3yeTcs MPOEKTOpP,
CTaI[MIOHAPHBIA WJIM TEPEHOCHOW 3KpaH JIMO0O MHTEepPaKTHUBHAs Jocka. B (uivane cosmanel Bce
YCIIOBHS, MO3BOJIAIOLIME IIMPOKO HCIOJIb30BaTh B 00pa3oBaTeIbHOM Ipolecce MH(OpMaIOHHbIE

TCXHOJIOI'uu, CBOeBpeMeHHO OGeCHe‘{I/IBaTL O6HOBJI€HI/IC HOpMaTHBHOﬁ IIOKYMCHTaI_II/II/I,
HeoOXoauMor WH(GOpPMAIMM W OINEPAaTUBHBIA JOCTYH K HEH. YCTaHOBJIEHBI JIMIICH3WOHHBIC
MpOrpaMMEbI, cIipaBouHO-TIpaBoBast cucreMa «Koncynerantllmrocy, mporpammHoe oOecriedeHue
CeTeBOro 000pyI0BaHUs; O0yJaroIIee MporpaMMHOe obecrieueHne (Cpeaa mporpaMMUPOBAHNS).

VYuebuuku u ydyeOHsle nocodbus no aucuuminde OIL.06 JJokymMeHTannoHHOe ofecreveHne
ynpaBJieHHsI HaXOISATCS B CBOOOJHOM JOCTYIIE JUTS TIPEToiaBaTelieil U CTyIGHTOB B OMOJIMOTEKe
(unvana, B ToM 4YMCle 3JEKTPOHHBIC W3JaHUs Ha OQHUIHMAILHOM caiite Puanana. bubnnoreka
o0opynoBaHa pabOYMMHM MECTAMHM B YUTAJIBHOM 3ajie M BbIXOJOM B MHTepHeT s palboThl C
AIIEKTPOHHBIMHU KHUTaMH, y4eOHHKAaMH, yueOHBIMH MOCOOUSIMHU, pa3MEIIEHHBIME Ha caiite (unnana.

[Ipu mnpoBeJeHHH CHUHXPOHHBIX M ACHHXPOHHBIX 3aHSATHH MCIIONB3YeTCs JJIEKTPOHHAs
oOpasoBarenbHas miaThopma «FOpalT™» M 3JIEKTpOHHBIE 00pa3oBaTeNbHBIE pecypchl HayuHoii
ouonmumorexu JAI'Y.

JlocTynm K KOHTEHTY U cepBUcaM Ha oOpa3oBaTenbHOM miatdhopme «HOpaiiT» U 371eKTpOHHOM
pecypce mmdpoBoit obpazoBatenbHOi cpensl CIIO PROFoOpa3zoBanue mpeaocTaBisieTcsl B
COOTBETCTBHUH C YCIIOBUAMMU IMOATIMCKHN yqe6H0ro 3aBCICHUS. Haponb " JIOTUH K JIJUYHOMY Ka6I/IHeTy
CTYACHT YKa3bIBaeT IPHU PETUCTpAIMK Ha 00pa30BaTeIbHOM miatdopme.

3.2. UudopmanuonHoe odecneyeHue 00y4eHus
Ilepeyenb pekoMeHayeMbIX Y4eOHBIX U31aHuil, UHTepHeT-pecypcoB, 10NMOJTHUTEIbHOI
JUTEpaTypbl

OcHoBHas1 JInTepaTypa

1. Joponuna, JI. A. JlokyMeHTallMOHHOE OOECTICUCHHUE YIPABICHHS . YICOHHK U MPAKTUKYM
Juis cpeqHero npodeccuonansuoro oopaszosanus / JI. A. Jloponuna, B. C. UputukoBa. — 2-e u3f.,
nepepad. u gomn. — Mocksa : UsmarensctBo FOpaiit, 2025. — 270 c. — (Ilpodeccuonansuoe
oOpazoBanue). — ISBN 978-5-534-16017-8. — Tekct : »saextpoHHbld // OOpa3oBaTenbHas
wiatgopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/530252
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https://urait.ru/bcode/530252?utm_campaign=rpd&utm_source=doc&utm_content=61d346c5ccea95eebd3662a49e2097cf

JdomosHuTeILHAS JIUTEpPATypa
1. I'pozosa, O. C. Jlenonpous3BoACTBO : yueOHOE ocoOue sl cpeiHero npodeccuoHanbHOro

obpaszoBanus / O. C. ['pozoBa. — 2-¢ uza. — Mocksa : M3garensctBo FOpaiit, 2025. — 131 ¢. —
(ITpodeccuonanbuoe obpazoBanue). — ISBN 978-5-534-15986-8. — TekcT : 37eKTpOHHBIA //
O6pazoBarenpHas wiatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/517797

2. Kysneyos, U. H. JlokyMmeHTallMOHHOE OOecleYeHHe yNpaBiICHHs MEPCOHATIOM : YYEOHUK U

MPaKTUKYyM s cpeaHero mpodeccuonanbHoro ooOpaszoanusi/ W. H. Ky3nemos. — 3-e wu3m.,
nepepad. u gom. — Mocksa : M3marensctBo FOpaiit, 2025. — 397 ¢. — (IlpodeccuonansHoe
obpaszoBanue). — ISBN 978-5-534-09155-7. — Tekct : snexkrpoHHbli // OOpa3oBarenbHas

wiargopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/531526
3. A6ynaoze, /I. I'. JJokyMeHTallMOHHOE OOECICUEeHUE YIPABICHHUS MEPCOHAJIOM : YUYEOHUK H

MPaKTUKYM JUIsI cpeHero npodeccruonansHoro oopazosanus / 1. I'. Abynanze, . b. Bempsokkuna,
B. M. MacnoBa. — 3-e u3n., nepepab. u qon. — Mocksa : U3narensctBo FOpaiit, 2025. — 374 ¢. —
(ITlpodeccuonanbHoe obpazoBanue). — ISBN 978-5-534-16657-6. — Tekct : 31I€KTPOHHBIN //
O6pazoBarenpHas wiatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/531449

4. PoxnsaroBckas, M. P. JlokymeHTanmoHHoe oOecnedeHue : ydeOHoe mocoome / WM. P.
PoxusitoBckas. — Cumdepornons : YHUBEpCUTET IKOHOMUKH U yrpasienus, 2016. — 104 ¢. —
ISBN 2227-8397. — TeKcT : 2NeKTPOHHBIN // DIEeKTpOHHBIN pecypc HuppoBoii 00pa3oBaTenbHOM
cpensl CI1IO PROFob6pazoBanue : [caiiT]. — URL: https://profspo.ru/books/73265

5. bacakoB, M. W. MenonpousBoactBo [/lokymMeHTallMOHHOE OOECTeueHUe YIpaBIICHUs| :
yuebnuk / M. U. bacakos, O. 1. 3ambiikoBa. — PoctoB-na-/lony : ®ennkc, 2014. — 376 ¢. — ISBN

978-5-222-23063-3. — TekcT : 37IeKTPOHHBIH // DIIeKTPOHHBIN pecypc HUPpOoBOil 00pa3oBaTeIbHON
cpensl CITIO PROFo6pazoBanue : [caiit]. — URL: https://profspo.ru/books/59345

HNuTepHeT-pecypcebl:
1. O6pazoBarenpsHas miatdopma FOpaiiT urait.ru

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

3. ®enepanbhsiii noptan «Poccuiickoe oopasoBanue». URL:http:/www.edu.ru/

4. @enepanpHoe xpanwiie «EnuHas KomeKust HuppoBeIX 00pa30BaTEIbHBIX PECYPCOBY.
URL: http://school-collection.edu.ru/

5. Poccutickuit mopran «OTkpeiToro oopazoBanus». URL:http://www.openel.edu.ru

6. Caiit oOpa3zoBarenbHbIX pecypcoB Jlarrocynusepcurera. URL: http://edu.icc.dgu.

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

8. Hayunsiii BectHuk JAI'Y. URL: http://vestnik.dgu.ru/

3.3 O6pa3oBare/ibHbIe TEXHOJIOTHHU

VYuebHas AeATeNbHOCTh O0YYaroIIUXCs MO JAUCHUIUIMHE MPEeIyCMaTpUBACT yueOHbIE 3aHSATHS
(TIpaKTUYEeCKOEe 3aHITHE, JICKIUS), CaMOCTOSTEIbHYI0 paloTy, a TakkKe APYyTHe BUIbI YUEOHOMU
JesITebHOCTH.

B y4eOHOH IesaTeNbHOCTH MO AMCUUIUIMHE HCIIONB3YIOTCS pPa3M4HbIe 00pa3oBaTeIbHbBIC
TEXHOJIOTHH, B TOM YHUCIIE:

CHUHXPOHHBIE 3aHATHUS JIGKLIMOHHOTO TUIIA

JIeKIIMOHHBIN KypcC MpeanojaraeT CHCTEMATH3MPOBAHHOE M3JI0KEHHE OCHOBHBIX BOIPOCOB
yueOHoro 1utaHa. Ha nepBoi jgekiuu JiekTop 00s3aH NpeAynpeuTh CTyA€HTOB, IPUMEHUTEIBHO K
KakoMy 0a30BOMY y4eOHHKY (yueOHHUKaM, y4eOHBIM TOCOOMSIM) OyAET MPOYUTaH Kypc. JIeKIIMOHHBIH
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Kypc JOJDKEH JaBaTh HamOonblIui o0beM wuHpopMamuu u olecreuuBaTh Oojee IIyOoKoe
MMOHMMaHKEe Y4eOHBIX BOIPOCOB IPH 3HAYMTEIBHO MEHBIIEH 3aTpaTre BPEMEHH, YeM 3TO TpeOyercs
OOJIBIIMHCTBY CTYACHTOB Ha CAMOCTOATEIHLHOE U3YUeHHUE MaTepuasa.

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.

PesyabraTnl (ocHOBHBIEe yMeHusi, | Koabl popmupyembix DopMbI U METObI
0CBOeHHbIE podeccHOHANbHbIE | MPO(ecCHOHAIBHBIX U KOHTPOJISI M OLEHKU
KOMIIETEHIIMH) 00IIMX KOMIIETEHIUI | pPe3yJbTATOB 00yUYeHHs
YMeTb: OK 01, OK 02, OK 03, Tekymnii KOHTPOJIb:
NHpI/IMCHHTB Ha IpPaKTHUKE OK 04, OK 05, OK 06, TGCTI/IpOBaHI/IC;
TrocyJapCTBCHHBIC CTaHJapTHI, OK 09, IIK 1.2, IIK OIICHKA HAaBbIKa aHAJIN3a U
1.3. peLICHHS
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npyrue HopmatusHo-metomuueckue | JIP 1, JIP 2, JIP 3, JIP | npodeccronanbubix 3a1a4,

JOKYMEHTBI,  PETIIaMEHTHUPYIOLIUE 3, JIP 6, JIP 7, JIP 8, caMoCTOsTeNIbHAs paboTa.
JIP 9, JIP 10, JIP 11,

OPTAHHMSAIMIO JIOKYMCHTAUHORHOTO | - 1y 15 17 13 7p 14,

oOecrnieueHus ynpaBiIeHUS;

~ JIP 15
CoctaBuiThb u IPaBUIBHO
oopMIATH OCHOBHbBIE  BH/[bI
OpraHu3aIMOHHO-
pacropsIUTeIbHBIX JOKYMEHTOB,;

“OpopMIATH MH(pOPMaLMOHHO-
CIPaBOYHYIO JOKYMEHTAILHIO;

" OdopmsaTh KaJ[pOBYIO
JOKYMEHTAIHIO;

"~ OdpopmsTh MIPETEH3UOHHO-

HUCKOBYIO JOKYMCHTAIHIO.

3HATh:
TepmuHoIOTHIO B obnactu

JIOKYMEHTAI[MOHHOTO 00ecTeueHus
yYIPaBJICHHUS;

" HopMaTHBHEIE JIOKYMEHTHI,
perIaMeHTHPYIOIIUE COCTaBIICHUE
u odopMIIeHHE TOKYMEHTalluu U
MOPSIIOK €€ 00padOTKH;

“TIpasuna COCTaBIICHUS u
odopmieHus OpTraHU3aI[MOHHO-
pacHopsANTENBHBIX  JIOKYMEHTOB,
BXOJAIINX B YHUPUIIUPOBAHHYIO
CUCTEMY OpraHU3aIMOHHO-
pacHopsANTEILHBIX  JIOKYMCHTOB,
YHUPUIIUPOBAHHYIO CUCTEMY
MEPBUYHON YUETHON TOKYMEHTAIIMHU
B YaCTH JOKYMEHTAIMH IO Yy4YeTy
TPyZa;

" TIOpsIOK IIPOBEACHHS SKCIIEPTH3bI
LIEHHOCTHU JIOKYMEHTOB u
MOATOTOBKH JIel K apXUBHOMY
XPaHECHHUIO.

" TeXHOJIOTHIO OpraHu3auu
JIOKYMEHTO000poTa B
opra"u3anusax (YIperKaIeHUsIX ).

dopma KOHTPOJIS: MOXKET MPOBOJIUTELCS B (pOpME TECTUPOBAHMUS, B MMMCHMEHHOM, a TaKKe B
yCTHOU (hopme.
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