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[Iporpamma yueOHOM aucCUHUIIIMHBL «J{OKyMEHTallMOHHOE OOECHeueHUe YIpaBiICHUs» JUIs
CHEIUATIBFHOCTH CPeIHEro MpodhecCHoHATBLHOTO 00pa30BaHus «3€MeIbHO-UMYIIIECTBEHHBIE OTHOIIICHUS

[Iporpamma paspaborana Ha ocHOoBe DenepaabHOr0 TOCYIAPCTBEHHOIO 00pa30BaTENLHOTO

craggapra (manee — O@I'OC) mo cnenuanbHOCTH CpenHero MpoecCHOHAIBHOTO 00pa3oBaHus (manee -
CIIO) «3emenbHO-UMYyIIECTBEHHbIE OTHOIIEHU» OT 12.05.2014 Ne 486 (pen. ot 14.09.2016).

Astop: I'epacumoBa Anena BacuiibeBHa
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1.0BIIASI XAPAKTEPUCTUKA PABOYEH NPOT'PAMMBI YUEBHOM JUCIUTLIIAHBI

«IIOKyMeHTaIII/IOHHOC o0ecmeueHue YupaBJICHUSD>

1.1. MecTO IUCHUIIUHBI B CTPYKTYpe OCHOBHOI 00pa3oBaTe/ibHOM NPOrpaMMbI:

VYuebnas nucuurmnHa OIL0S5 «JlokymeHTallMOHHOE oOOecriedeHHe YIpaBiIeHUs» OOecreurnBaeT
dhopmupoBanre MpohecCHOHANBHBIX M OOIMX KOMIETEHIHH 1o BceMm BuaaMm aesitenbHocTH PI'OC mo
CHEIHAIbHOCTH «3eMeIbHO-UMYIIECTBEHHbIE OTHOIIEHHUS ».

Oco0oe 3HaueHKE JUCHMITIIMNHA UMeeT Ipu (popmupoBanuu u pazsutuu OK:

OK 1. IlonnMatp CyIHOCTb U COLMAJIBHYIO 3HAYUMOCTh CBOEH Oyayiel nmpodeccuu, MposiBIATh K
HEW yCTOWYMBBIA NHTEPEC.

OK 2. Ananu3upoBaTh COLMAIbHO-IKOHOMUYECKHE W IOJUTUYECKHE MPOOIeMbl U IPOLECCHI,
HCI0JIb30BAaTh METObl TYMaHUTAPHO-COLIMOJIOIMUYECKUX HAyK B PA3IMYHBIX BUJIAX podeccnoHalbHON U
COLIMAIBHOM JI€ATEIBHOCTH.

OK 3. Opranu3oBbIBaTh CBOIO COOCTBEHHYIO ACSTEIHHOCTH, OMPEACIATh METOIbI M CIIOCOOBI
BBINIOJIHEHUS TIPO(ECCUOHAIBHBIX 33/1a4, OLIEHUBATh UX 3((HEKTUBHOCTh U KaYECTBO.

OK 4. Pemats npo6siemMbl, OLIEHUBATh PUCKU U IPUHUMATh PEIICHUS B HECTAHAAPTHBIX CUTYaLUsX.

OK 5. OcymiecTBidTh MOUCK, aHAJIU3 M OLIEHKY MH(POPMALNK, HEOOXOIUMOU /i MOCTAHOBKH U
pelieHus npoQeccuoHaIbHbIX 33]a4, MPOo(PecCHOHATLHOTO U IMYHOCTHOTO Pa3BUTHUS.

OK 6. PaboTraTh B KOJUIEKTHBE U KOMaHJie, 00ECIeUynuBaTh €€ CIUIOYeHHE, IPPEKTUBHO 0OIIATHCS C
KOJUIEraMH, PyKOBOJICTBOM, IOTPEOUTEISIMHU.

OK 7. CaMoCTOSTENBHO OIpeneisaTh 3agaud MNpo(GECcCHOHATBHOIO U JIMYHOCTHOTO DPAa3BUTHS,
3aHMMAaTbCs CaMOOOPa30BaHUEM, OCO3HAHHO IJIAHUPOBAThH MOBBILICHUE KBATU(PUKAIIY.

OK 8. BbITh TOTOBBIM K CMEHE TEXHOJIOTUH B TPO(HECCHOHATILHOM 1€ TEIbHOCTH.

OK 9. VBaxuTenbHO M OEpPEKHO OTHOCHUTHCA K HCTOPUYECKOMY HACIENUI0O U KYJIbTYPHBIM
TpaJULUAM, TOJEPAHTHO BOCIIPUHUMATh COIIMAJIbHBIE U KYJIbTYPHbIE TPAAULIUHU.

OK 10. CoOnronath mpaBujia TEXHUKH O€30MAaCHOCTH, HECTU OTBETCTBEHHOCTh 3a OpraHU3allUio
MEpPOTIPUATHI 110 0OecrieueHuI0 6e301aCHOCTH TPY/Ia.

[IpodeccrnonanbHbie KOMIIETEHITUN:

[1K1.2. TloaroraBnuBaTh JOKYMEHTALIMIO, HEOOXOAUMYIO JUISl IPUHATHS YIPABIEHYECKUX PELICHUI
I10 KCIUTyaTalluu ¥ Pa3BUTHIO TEPPUTOPHIL.

[Iporpamma pa3paboTaHa B COOTBETCTBHH C OCOOEHHOCTSIMU OOpa30BaTEIbHBIX MOTPEOHOCTEH
uHBamuA0B U Jymi ¢ OB3, ¢ ydyeToM BO3MOXHOCTEH UX NCUXO(PHU3UOJIOTMYECKOTO pa3BUTHUSA,
WHIMBHIYAIBHBIX BO3MOKHOCTEH M METOIMYECKHX PEKOMEHIAIWUW 10 pa3padoTKe W pealn3anuu
aJIanTHPOBAHHBIX  O0pa30BAaTENBHBIX IPOTPAMM  CpPEAHEro  MPOQECCHOHATHLHOTO  OOpa30BaHMA,
YTBEp)KIICHHBIE TUPEKTOpoM JlemapTaMenTa rocyJapCTBEHHON TOJIMTUKU B cpepe MOATOTOBKH pabounx
kagpoB u 110 Hayku Poccuu ot 20 anpenst 2015 r. Ne 06-830.

OOpa3zoBaHue HHBAIUJIOB U OOYYAIOMIMXCS C OTPAaHUYEHHBIMH BO3MOXKHOCTSIMU 3/I0POBbSI
OpraHM30BaHO COBMECTHO C APYTMMH OOydYaroIIMMHUCA. AJanTHpPOBaHHAs IMporpamMMma pa3padoTaHa B
OTHOIIEHUH OOYYaIOIUXCs C KOHKPETHBIMH BHJAMHU OTPAaHMYCHHN 370pOBbs (HapymIeHHs CiyXa,
HapyIIeHWs] JBUTATENIbHOW  aKTHUBHOCTH, HAPYIICHWs 3pEHUs, coMaThdeckue 3a00JieBaHUS),
00yJaroIIMXCsi COBMECTHO C IPYTUMHU 00yHaIONMMHUCS B y4eOHO rpyIie 1mo npogeccumu.

Peanmzanus aganTHpoOBaHHON MPOTPaMMBI OCYIIECTBIISIETCSI C MCIIOIB30BAHUEM PA3IHMUHBIX (OpM
00y4eHHs, B TOM YHCIIE C HCIOJIB30BAaHUEM JUCTAHIIMOHHBIX TEXHOJIOTHH U 3JICKTPOHHOTO OOyUYCHHSI.

1.2. e u m1anHupyemble pe3yabTaThl 0cBoOeHHs JHcHUIIMHBI OIL.0S «/lokymMeHTanMOHHOE
ol0ecrnieyeHue ynpaBJaeHUsI»:
B pamkax nporpammsbl yueOHON JUCHMILIMHBI 00Y4alOIIMMHUCS OCBAaUBAIOTCS YMEHUS U 3HAHUS

Kon VYmMmenusa 3Hauus
IIK, OK




OK 1- | - opopMIsTH JOKYMEHTAIIHMIO B

OK 10 | cooTBeTcTBUU C HOPMATUBHOMN 0a30ii, B
[IK 1.2 | TOM 4ncne ¢ UCHOJIb30BaHUEM
WH(POPMAIIMOHHBIX TEXHOJIOT A,

- 0(hOpPMJIIATH JOKYMEHTALIUIO 110
TPYAOBBIM ITPABOOTHOIICHHSIM;

- OCBaMBaTh TEXHOJIOTHH
aBTOMaTU3UPOBAHHOM 00pabOTKU
JOKYMEHTAIIH;

- HCTI0JIb30BaTh YHU(PHUIIMPOBAHHBIE
(hOopMBI TOKYMEHTAITUH;

- OCYUIECTBJISITh XpaHEHUE U TIOUCK
JOKYMEHTOB;

TEXHOJIOTHH B DJIIEKTPOHHOM 000pOTE.

- UCII0JIB30BATh TCIICKOMMYHUKAIMOHHLBIC

- HOHATHUC, LCJIN, 3aJa41 U ITPUHIIUIIBL
JEeTOTIPOU3BOICTBA;

- OCHOBHBIC TIOHATHA JOKYMCHTAOIWMOHHOI'O
oOecrieueHusl yrpaBJIeHUS;

-CUCTCMbI JOKYMCHTAIUOHHOI'O obOecrieueHust
yIIpaBJICHUS;

- KJ1acCU(UKAIUIO TOKYMEHTOB;

- TpeOOBaHUS K COCTABJICHUIO M O(POPMIICHHUIO
AOKYMCHTOB OpraHu3aliliOHHO-
PacTOpSAIUTEIILHOTO XapaKTepa;

- TpeboBaHus K 0POPMIICHHIO JOKYMEHTOB TIO
TPYAOBBIM ITPAaBOOTHOUICHUSAM

- OpraHM3alHI0 JOKYMEHTO000pOTa: TIPHEM,
00paboTKy, PErUCTPALINIO, KOHTPOJIb,
XpaHEHHUE IOKYMEHTOB U (GOpPMHUPOBAHUU
HOMCHKJIATYPHI JICI.

2. CTPYKTYPA Y COJIEP)KAHUE YUEBHOM JUCIIUILIVHBI
2.1. O0beM yueOHOM AUCHHUILIMHBI M BU/bI Y4eOHO#l padoThl

Buja yueOHo# padoThl

O0neM yacoB

O0bem 00pa3oBaTeIbHOM NPOrpaMMbl Y4eOHOM U CHMIIUHbI 54

B TOM YHCIJIC:

TEOpPETHYECKOE 00yUeHre 20
nabopaTopHbIC PAOOTHI (eciu npedycMompeto) -
MIPAKTUYECKHE 3aHATUSI (eCiu npedyCcMOmpeHo) 16
KypcoBasi paboTa (IpoeKT) (eciu npedycmompeno 0 CReYuaibHoOCell) -
KOHTPOJIbHAS paboTa (eciu npedycmompeno) -
Camocmosmenvras paboma (6HeayoumopHas) 18

HTorosas arrecranusa




2.2. TemaTnueckuii IVIaH U co/iep:kaHue y4eOHON TUCHUIINHBD)

HaumenoBanme Conepxanue yueOHOro Marepuaja v (popMbl OPraHU3aLMHU AeATeIbHOCTH Oo6bem Koani
pa3iesoB U TeM o0yuawiuxcst B Yacax KOMIEeTeHI[HIA,
(popmupoBanuio
KOTOPBIX
crnocodcTByer
3JIEeMEHT
NMPOrpamMMbl
1 2 3 4
BBenenue Coaepxanue yueOHOIro MaTepuasia OK 1- OK 10.
1.3HaveHne u coaepKaHue JUCHUTUIMHBI U €€ CBS3b C IPYTHMMH JuciuIuInHaMu. [loHsTue
TEPMUHOB  «JIOKYMEHT»,  «JIOKyMEHTOBeneHue». Mcropus  pasBUTHS  HAyYHBIX 2
MIPEJICTaBJICHHUIA O JOKYMEHTAIIMOHHOM o0ecrieueHun yrpasieHus. COBpeMEHHOE COCTOSTHUE
JOKYMEHTAIMOHHOTO oOecnieueHus ynpasieHusi. HopmaTuBHo-paBoBasi 6a3a opraHnuszanuu
JOKYMEHTAI[MOHHOTO O0O€CTeUeHUs YIpaBieHUs KaK OCHOBA TEXHOJOTUM Tpoliecca
yIpaBJIeHUSI.
B ToM 4unciie, MpaKTHYeCKUX 3aHATHI M J1a00PaTOPHBIX padoT -
CamocrosiTesibHas padoTa 00y4arouuxcst
KoHcrnektupoBaHne OCHOBHBIX MOJIOKEHUN, COCTABIICHUE CXEMbI B3aUMOICHCTBUS ]
JTMCIHUIUTAHBI ¢ APYTUMU JUCIUTIIMHAMH. Pabouast TeTpaab 1Mo AUCIUTUTHHE
«JlokyMeHTanbHOE 0OecnieueHre yrpaBieHus» Tema «BBeneHue».
Tema 1 Conepxanue yueOHOro MaTepuasa OK 1- OK 10.
JdoxkyMeHTHpOBaHUE 1.TocynapcTBeHHasi cucTeMa JOKYMEHTAllMOHHOTO OOECTeUeHUs YIPaBICHHUS — CBOJ IK.1.2.
ylpaBJieH4eCKOM MpaBUJI, YCTAHABIMBAIOIIUX €UHBIE TPEOOBAHUS K JOKYMEHTUPOBAHUIO YIPABICHUECKOU
AeSITeIbHOCTH JESITEFHOCTH W OpPraHW3alui padOTHl C JIOKYMEHTaMHU Ha MPEINPHUSTHIX Pa3TAIHBIX 2
OpraHU3aIlMOHHO MPAaBOBEIX GopM. CocTaB yrpaBlieHYECKHX TOKYMEHTOB. [loHsATHE cHUCTEM
nokyMeHTaruu. OyHKIIMOHAIBHBIE U OTPACIIEBBIE CUCTEMBI IOKyMEHTAIUH. YHUPUKALIUS U
CTaHJapTU3aIUsl YIIPABIEHYECKUX JOKYMEHTOB.
B ToM 4uciie, MPAKTHYECKHUX 3aHATHI M J1a00PaTOPHBIX padoT 0
CamocrosiTesibHast padoTa 00y4arouuxcst ]
Pabouas TeTpaap no aucuuiuinHe «JlokymeHTanapHOe o0ecrieueHne ynpasienus» Tema 2.
Tema 2 Conepxanue yueOHOro MaTepuasa 8 OK 1- OK 10.




Cucrema
OpPraHu3alMOHHO-
pacnopsiiuTe IbHOM
AOKYMEHTAIUU

l.YauduuupoBanHas CHUCTeMa OPraHU3AMOHHO-PACHOPSAUTENFHON  JOKYMEHTAIIHH.
I'OCTert nwa OPJ. Tpeboanust k odopmieHHI0O JOKyMeHTOB. Kiaccudukarus
OpraHM3aI[MOHHO-PACHIOPSAAUTEILHON  JIOKYMEHTALUN: OpraHu3allMOHHBbIE  JTOKYMEHTHI,
pacropsIuTenabHbIe, CIPaBOYHO-UH(POPMAIIMOHHEIE, CITy)eOHbIe MuchMa OpraHu3aloOHHbIE
JOKYMEHTBI: yCTaB, MOJIOKEHHUE, IOTOBOP Y4peAUTeNel, IpaBuila BHYTPEHHErO TPYI0BOTO
pacnopsiaka. PacniopsiauTenbHble TOKYMEHTHI: NMPUKa3bl HA OCHOBAHUM €IWHOHavaius (1o
OCHOBHOHM  JIEATEIBHOCTM W 1O JIMYHOMY COCTaBy). PacnopsbkeHus, yKa3aHMsl.
[locTaHoBneHME, pelIeHUs,, MPOTOKOJbl HAa OCHOBAHMHU KOJUIETHAIbHOCTH. WHCTpyKIuu.
CrpaBouHO - wWH(OpPMAIMOHHBIC IOKYMEHTBI: aKT, JOKIajgHas (Ciry)keOHas) 3arcka,
CIIpaBKa.

OdopmileHne akTOB HAJOTOBOW HMHCIEKIMH, PEBU3UM KacChl, PacyeTOB C JACOMTOpaMU U
kpeautopamu. CiyxkeOHble THchMa. Kinaccudukaiiys KOppecmoHICHIINN: WHUITUATHBHAS U
OTBETHAs, JIeJIOBast 1 KoMMepuecKasi. fI3bIK U CTWIIb JAE0BOM KOppecnoHAeHIIMU. THUIoBbIe
u TpadaperHeie nHcbMa. VHWUIMATUBHBIE W OTBETHBIE CiyeOHble mHcbMa. [lucema-
3arpochl U MUCbMAa-OTBETHl OpPraHu3aluil KpeauTopoB. THUIOBbIE TapaHTHIIHbIE MHCbMA OT
opranu3anuii (rapaHToB) — OaHKaM O TOTAaIIEHUHM KpeauTa. THUIIOBOE COMPOBOAUTEIHLHOE
UcbMO K 10roBopy. CocraBieHue U 0pOpMIIEHHE BHYTPEHHUX TEJIETrpaMM, Telne(poHorpaMmm
1 TenedakcoB.

B ToM 4nciie, MPAKTHYECKHUX 3aHATHI M J1a00PaTOPHBIX padoT

1.IlpakTHyeckoe 3ansaTHe «COCTaBIEHNE PACTIOPIIUTENLHON TOKYMEHTALUN

2. HpaKTI/I‘ICCKOC 3ansaTHe «COoCTaBIICHHE aKTOBY

3.0IpakTnueckoe 3ausitue «CoOCTaBJICHUE TUCEM»

CamocrosiTesibHast padoTa 00y4yarouuxcs
Brinonnenue 3ananuu paboueit Terpaau.

AN (NN

IK.1.2.

Tema 3.
JlokyMeHTaJIbHO-
npaBoBas
AOKYMEHTalus

Conepxanue yueOHOro MaTepuasa

1.IlonsiTue noroBopa (KOHTpAaKTa), COralleHUE, MPoTokosa. Tumnosas gopma KOHTpakTa.
OcHoBHbIE pa3zensl KOHTpakTa. [IpuMepHbIii JOroBOp Kymiu npojaku. TUIOBON JOroBOp
MeHbI ToBapa. JloroBop nocraBku. @opMmyisip 10roBopa Ha BO3ME3IHOE OKa3aHUE YCIYT.
Odopmitenne 10roBopa MapKETHHTOBBIX YCIIYT, CTPAXOBBIX YCIIYT.

OK 1- OK 10.
IK.1.2.

le/llVlCl)rlDlC /J,UlUbUle uup_y'icru/ul, RUMWULUYIVI, AICHICVRUTU CVULJIAIIICHAYIA, l\pC/_LYIIHUIU
JI0OTOBOpA U JOrOBOpa MOPYYUTENIBCTBA, 3aJI0MOBOI0 00s3aTeNbCTBA, OAHKOBCKOM rapaHTHH,
7IoroBopa OaHKOBCKOTO cueta W Bkiaga. OdopmiieHHe NPUIOKEHHH K JJIOTOBOpaM.
[Iporokoner  pa3Hormacuii kK  goroBopaM. DopMbl  NPOTOKOJIOB  PAa3HOIIACHM.
Vauhdurmminorarnwas dobdva cornamniesviic o6 WRMEeHeHUr U TONOTHEeHUW K TOTORODV




YHaudunupoBanHas ¢opma COTrJamieHus 0 U3MEHEHUU JIOTOBOPA, PACTOPKEHUHU JIOTOBOPA.
Kommepueckue axtbl. brnankum kommepueckux akTtoB. O¢dopMmileHHE aKTOB TNPHEMKH
MPOIYKIIMA TIO KOJIWYecTBY KadecTBY. OdopmiieHHe akTOB IO OKa3aHUIO BO3ME3THBIX
yciyr. O0pasiel akToB. JIOBEpEeHHOCTh: pa3oBble, CHEIUalbHbIe, reHepaibHbie. OOpa3ibl
JIOBEPEHHOCTE.

B ToM uynciie, NpaKTHYeCKUX 3aHATHI M J1a00OPaTOPHBIX padoT 4

1.ITpakTH4ecakoe 3ausiTue «OpopmiieHHEe TUHIIOBBIX OJaHKOB JJOTOBOPOBY 2

2. lIpakTnyeckoe 3ansitne «OpopmiieHNe TOBEPECHHOCTI 2

CamocrosiTesibHast paboTa 00y4yarommxcst 3

Brinonnenue 3ananuu paboueit TeTpau.
Tema 4. lokymentanusi | Cogep:xaHue yueOHOT0o MaTepuaJia OK 1- OK 10.
110 TPYA0BbIM 1.006mas xapakTepuCcTUKa JOKYMEHTAIMU 10 TPYAOBBIM MPaBOOTHOIIEHHIM. [Ipukasbl mo 6 IK.1.2.
NPaBOOTHOLIEHUAM nnyHOoMYy coctaBy. llltatHoe pacnucanue. TpynoBoi norosop. JInunas kaprouka. Tpynosas

KHUXKKA.

B ToM uynciie, NpaKTHYEeCKUX 3aHATHII 1 J1a00PaTOPHBIX padoT 4

1.IlpakTHyeckoe 3ansaTHe «COCTaBIEHNE IPUKA30B M0 JIUYHOMY COCTaBY» 2

2.J1pakTnueckoe 3ausitue «CocraBiaeHue U 0POPMIIEHNE JOKYMEHTOB 10 TPYIOBBIM 2

MIPABOOTHOIICHHUSIMY

CamocrosiTesibHast paboTa 00y4yarommxcst 3

Brinonnenue 3ananuu paboueit TeTpau.
Tema § CoaepxxaHue yueOHOro MaTepuasia OK 1- OK 10.
JloKyMeHTBI 110 1. Knaccu¢pukamusi ITOKyMEHTOB 10 BHEUTHEOKOHOMHYECKOH NesSTeNbHOCTH. THIOBBIE IK.1.2.
BHELIHEIKOHOMHYECKOMH | (OpMBI KOMMEpPUECKUX MUceM. TpeboBaHUs MEXTyHAPOIHOTO apOUTpaxa K COCTABICHHUIO U 2
AeSITeIbHOCTH OQOpPMIICHHIO TPETEH3HMOHHO- HWCKOBBIX JIOKYMEHTOB 10  BHEIIHEIKOHOMHYECKOU

JEATEIbHOCTH.

B ToM uHciie, NpaKTHYeCKUX 3aHATHI M J1a00OPaTOPHBIX padoT -

CamocrosiTesibHast padoTa 00y4yarommxcst ]

Brinonnenue 3ananuu paboueit Terpaau.
Tema 6 Coaepxanue yueOHOro MaTepuaJia OK 1- OK 10.
IIperen3uoHHO- 1.JlokyMeHTbl 0QOpPMIISIOIINE TOPSAAOK PACCMOTPEHUS CIIPOCOB MEXKIY HOPUINYECKUMHU IK.1.2.
HUCKOBast mumamu.  [lpaBuma odopmieHnss TpeTeH3HMOHHBIX THceM. OOpas3mbl TNpEeTeH3Wid K 4
AOKYMEHTAIUs nepeBo3unky. ®opma or3pIBa Ha mpereH3uro. OOpasipl 0T3bIBOB. DOpMyssip HCKOBOTO

3asiBiieHUs. TpeboBaHUsT K OPOPMIICHHUIO M MCKOBBIX 3asBiieHUs. [lopsiok HampaBieHHS U
oQopMIIeHHs 0T3bIBA HA UICKOBOE 3asiBIICHUE.




B ToM 4uciie, MPAKTHYECKHUX 3aHATHI M J1a00PaTOPHBIX padoT

[\

I.HpaKTI/I‘leCKOC 3aHaTHe «COCTaBICHHE HCKOBOTO 3asIBIICHUS)

[\

CamocrosiTesibHas padoTa 00y4arouuXxcst
Brinonnenue 3ananuu paboueit Terpau.

Tema 7.
Opranusanust paéoTsl ¢
AOKYMeHTaMH

Conep:xanue yueOHOro MaTepuasa

1.Ctpyktypa U ¢QyHKUMH Cayk0 JIOKYMEHTAIMOHHOTO OOECHEeYeHUs YIpPaBIICHUS.
VYnpasieHue aenamu, CeKTapuar, KaHLEISpHs, sKcneaunus. J{oJKHOCTHbIE WHCTPYKIUHU
COTPYIHUKOB CITYXKO.

2. CocraB ® yder o0beMa JJOKYMEHTOO00pOTa MPEANPUATHS U OopraHu3armid. Opranu3amnus
paboTHI C TOKYMEHTAIME!, TOCTYNAIOIIEH B YUPEXKICHHS: IPHEM BXOIIIEH TOKyMEHTAINH,
JKCHEIUIMOHHAs 00paboTKa, NpPEABApUTEIBLHOE PACCMOTPEHHE U PACHpelelICHHE,
perucrpanusi, pPacCMOTPEHHUE JIOKYMEHTOB pYKOBOJCTBA, HcnosHeHue. OrTpaBka
HUCXOJdIIeld JOoKyMeHTauuu. llepemada JOKyMEHTOB BHYTPHM OpraHM3aluu. Yd4eT
KOJIM4YeCcTBa JTIOKyMEHTOB. KOHTponb HcnosHEHUs: JOKyMeHTOB. OpraHu3anus M TEXHHKa
UCIIOJIHEHUSI IOKyMEHTOB. THUMOBBIE U MHJIUBUIYaIbHbIE CPOKH HCIOJHEHUS JOKYMEHTOB.
ABTOMaTU3MPOBAHHBIE KOHTPOJIb UCIIOJIHEHHS JOKYMEHTOB.

3. Cucremarusanusi JAOKyMEHTOB M WX XpaHeHue. Homenknatypa nen. HmuBuayanbHeie,
CBOJIHBIC, TIPUMEPHBIC M THUIIOBbIE HOMEHKIATyphl nen. OcdopmieHune nen. XpaHeHue
JTOKYMEHTOB B CTPYKTYPHBIX TOJApA3JCNCHUIX. OKCHEepTH3a  LEHHOCTH JOKYMEHTOB.
[ToxroToBka Jien K c1aye B BEAOMCTBEHHBIE apXUB. 3aKOHOAATEIbHBIE aKThl 1 HOPMATHUBHO-
METO/JMYECKUE JOKYMEHThl ApxuBHOM ciyx0bl. Bzaumopeiicteue cinyx6 JOY wu
BEJOMCTBEHHBIX apXHBOB NPU (OPMHPOBAHUU OCHOBBI JUISl TMOCIEAYIOIIETO XpaHEHUs
JOKYMEHTAIMH B JISTIOTIPON3BOJICTBE M TIOKYMEHTOBEICHHH.

B ToM unciie, IpaKTHYeCKUX 3aHATHI U J1a00PaTOPHBIX padoT

CamocrosiTesibHas padoTa 00y4aroIuXxcst
CocraBnenue pestomMe Uil ycTpoiicTBa Ha padory. CocTaBUTH KpoccBOpi «PeKBU3HUTHI
JOKYMEHTORB

OK 1- OK 10.
IK.1.2.

KypcoBoii npoekT (padoTa) — He NPeAYCMOTPEHO Y4eOHbIM MJIAHOM

CamocTrosiTe1bHas yueGHasi padoTa 00y4alolerocs Ha/l KYPCoOBbIM MPOeKTOM (pa6oToii) — He MPeTyCMOTPEHO

y‘leﬁHblM IJIAHOM

CamocrosiTesibHas padora o0yuaronierocsi (BHeay 1uTOPHast)

18

HpOMe)KyTO‘lHaH arrecranmusa

0

Bcero:

36+18=54
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3. YCJIOBUS PEAJIM3AILIMU ITPOT'PAMMBI YUYEBHOM JUCIIUILINHBI

3.1. [Jas peanu3anuud MNpPOrpaMmbl y4eOHOW JUCHMIUIMHBI JO/LKHBI  OBITH
NpeayCMOTPEeHbI cJIeAyIolue crielialbHble OMelleHUs:

Kabuner «JloxyMeHTalnOHHOTO obecrneyeHust yIIpaBJICHUSLY, OCHALIEHHBIN
o0opynoBaHueM: pabouee MECTO MPENoaBaTeNs U CTYACHTa, KOMIUIEKT y4eOHO-MEeTOIMYECKON
JTOKYMEHTAIMN; TEXHUYECKUMHU CPEACTBAMU 00yUIEHHUS: HOYTOYK.

3.2. UndopmannoHHoOe o0ecriedyeHue peajn3alui NporpaMmmbl

Jlisa peanuszanuu mporpaMMmbl  OuOIMOTEUHBIH (OHA 0O0pa30BaTENbHOW OpraHu3aluU
JIOJIKEH UMETh Ne4aTHbIE U/WIN 3JeKTPOHHBIE 00pa3oBaTeibHble U HHPOPMAIIMOHHBIE PECYPCHI,
PEKOMEHAYEMBIX /ISl UCIIOJIb30BaHus B 00pa30BaTeIbHOM IMpoliecce

3.2.1. [leyaTHble U3TAHUS
1.Ky3nenos, U. H. JlokymeHnTannonHoe obecreyeHne ynpapieHus IEPCOHANIOM : Y4eOHUK U
npaktukym uist CI1O / W. H. Ky3nenos. — M. : U3narensctBo FOpaiit, 2021. — 521 c.

2. lllysanosa, H. H. JlokymeHTaninoHHO€E 0OecrieyeHre yIpaBieHus : yY4eOHUK U MPAKTUKYM JJIst
CIIO / H. H. UlyBanoBa. — M. : UzparensctBo HOpaiit, 2021. — 221 c.

3.2.2. D1eKTPOHHBbIE H3JaHUS (3JIeKTPOHHBbIE PecypChl)
1. Koncturyuus Poccuiickoit denepaunu (mpuHsATa BCEHApOIHBIM rojocoBanuem 12.12.1993)//
Cobpanun  3akoHojartenbctBa P®.2014. Ne 31.Cr. 4398. Pexum  nocryma:
http://www.consultant.ru/
2. I'paxxnanckuii koaekc Poccuiickoit @enepanuu (dacts neppasi) oT 30.11.1994 Ne 51-d3 //
CobOpanue 3akonHoxgarenbctBa P®d. 1994, Ne 32, Cr. 3301. Pexum pocryna:
http://www.consultant.ru/
3. I'paxxnanckuii koneke Poccuiickoit @enepannu (dacte BTOpas) oT 26.01.1996 Ne 14-D3//
Cobpanue 3akoHogarenbcTBa P®. 1996, Ne 5.Cr. 410. Pexum pocryna:
http://www.consultant.ru/
4. I'paxnanckuil konekc Poccuiickoit denepannu (dacte Tperbs) oT 26.11.2001 Ne 146-D3//
Cobpanue 3akoHonatenberBa PO. 2001. Ne 49. Cr. 4552. http://www.consultant.ru/
5. I'paxxnanckuit kogexe Poccuiickoit deneparuu (dacth yerBepras) ot 18.12.2006 Ne 230-D3 //
Co6panmue 3akonongatenbcTBa PO, 2006. Ne 52 (1 4.).Cr. 5496. http://www.consultant.ru/
6. Konexc Poccuiickoit @enepanuu o0 aAMUHUCTPAaTUBHBIX IpaBoHapymieHusx oT 30 gexadps
2001 roma Ne 195-®3// Cobpanue 3akononatenbctBa P.2002.Ne 1 (u. 1).Ct. 1 Pexxum noctyna:
http://www.consultant.ru/
7. Tpynosoit konekc Poccuiickoit ®enepauun ot 30.12.2001 Ne 197-®d3// Cobpanue
3akoHomarenbeTBa PD. 2002. Ne 1 (4. 1).Ct. 3. Pexxum nocryna: http:// www.consultant.ru/
8. JlokyMeHTanOHHOE OOecreYeHne yIpaBieHUsT [DIEKTPOHHBIN pecypc|: Y4eOHHWK s
CTYICHTOB BY30B, OOY4YalOUIMXCS 110 HaNpaBICHUsAIM «ODKOHOMHUKa» U «MEHEIHKMEHT,
cnenuanbHOCTIM «MHpOpMaTnKa», «JloKyMEeHTOBEICHHE M JTOKYMEHTAIIMOHHOE OOecIieYeHHe
yhnpaBieHus», «AptoMaruszauus u ynpaiaeHue»/ A.C. ['punbepr [um np.]— DnexTpoH.
TekcToBbie gaHHbie.— M.: HOHUTU-IHAHA, 2021.— 391 c¢— Pexum nocryna:
http://www.iprbookshop.ru/71213.html.— DBbC «IPRbooks»

3.2.3. lonoJiHUTE/IbHbIE€ HCTOYHUKH (TP HEOOXOIMMOCTH)
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4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHHUA YYEFHOW JUCITATLIAHBI

Pe3yabTaThl 00y4YeHHs

Kputepuu onenkun

MeTtoabl oOLIeHKH

Yceoennvie 3nanua:
- OCHOBHBIC TOHATHUA JOKYMCHTAIITUOHHOT'O
oOecrieyeHus yrpaBIeHHS;
-CUCTCMbI IOKYMCHTAIUOHHOI'O obOecrieueHus
yIIPaBJICHUS;
- KJTacCU(PpMKALUIO JOKYMEHTOB;
- TpeOOBaHMUs K COCTABJICHHUIO U 0(OPMIICHUIO
JTOKYMEHTOB;

- OpraHU3aIHUI0 JJOKYMEHTO000pOTA: IPUEM,
00paboTKy, peruCTPAINIO, KOHTPOJIb, XpaHEHUE
JTOKYMEHTOB M HOMEHKJIATYPY eIl

Kpumepuu oyenku ycmnozo onpoca cmyoenmoe:

Onenka S(o1anyHo): CTyIEHT T0JKEH TITyOOKO U YETKO BIIAAETh
y4eOHBIM MaTEpUaJIOM I10 3a/laHHBIM TeMaM. COCTaBHUTH TI0
U3JIaraeMoMy BOTIPOCY, YETKUI OTBET, OTBETUTH Ha BOTIPOCHI.
Orrenka 4(xopoio): CTaBuTCs B TOM cliydae, eciu
00ydJaromuiics MoJIHO OCBOWII y4eOHBIH MaTepHal, mo Gpopme u
M3JI0KEHHSI OTBETA MMEIOT OTACIbHBIE HETOUHOCTH, HEKOTOPHIE
MOJIOTYETHI ¥ 3aMEUaHUSL.

Onenka 3 (ynoBieTBopuTenapHO): CTaBUTCA €CiM, 00ydarouiics
oOHapyXHBaeT 3HAHUE ¥ TOHUMaHHE OCHOBHBIX MOJIOKEHHUN
y4eOHOTO MaTepuaia, HO U3JaraeT ero He MOJHOCThIO, He
MOCIIEIOBATEIbHO, HE OTBEYAET HA JONOJIHUTEIBHBIE BOTIPOCHL.
Ornenka 2(HEeYIOBJIECTBOPHUTEILHO): CraBurcH, ecln
oOydaronuiics MMeeT pa3po3HEHHbIE OCCCHCTEMHBIC 3HAHUA,
MCKa)XKaeT CMBICII OCHOBHBIX TIIOHSTHI, HEBEpPHO OTBEYACT Ha
BOTIPOCHI.

Kpumepuu oyenku mecmuposanus:

OrreHka 5(0TJIMYHO):

100-80% npaBUIbHBIX OTBETOB

Onenka 4(xopo1o):

79-69%% npaBUIILHBIX OTBETOB

Onenka 3 (yIOBJIETBOPUTEILHO):

68-50%% mpaBUILHBIX OTBETOB

Onenka 2(Hey/10BIETBOPUTENBHO):

MeHee 50 % npaBUIIbHBIX OTBETOB

Kpumepuu oyenku ougpgpepenyuposannozo 3auema

Oyenka uHOUBUOYATILHLIX 0OPA308AMENbHBIX OOCIUNCEHUL NO
Ppe3yIbmamam 8blNOIHEHUs 3A4emHbIX 3A0AHUL NPOBOOUMCS 8
COOMBEMCmaEUL C YHUBEPCATbHOU WKATIOU:

Onenka pe3ynbTara yCTHOTO
omnpoca

OreHka pe3yabTaToB
TECTUPOBAHUA

Orenka pe3ysibTaTa
mddepeHInpoBaHHOTO 3aUeTa.
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Ornenka 5(0TINYHO):

100-90% mpaBUIIbHBIX OTBETOB
Ornenka 4(xX0po1io):

89-80%% mpaBUIBHBIX OTBETOB
Ornenka 3 (yIOBICTBOPUTEIBHO):
79-70 %% mipaBUIBHBIX OTBETOB
Ornenka 2 (HEYIOBIETBOPHUTEILHO):

Oceoennvie ymeHus:

- 0OpMIISATH TOKYMEHTAIIUIO B COOTBETCTBUH C
HOPMAaTUBHOI 0a30H, B TOM 4HCIIE C
WCTOJIb30BaHNEM HH(OPMAIIHOHHBIX TEXHOJIOTHIA;
- OCBaMBAaTh TEXHOJOTMH aBTOMATH3MPOBAHHOM
00paboTKH JOKYMEHTAIIUH;

- HCTIOJIB30BaTh YHU(PHUIIMPOBAHHBIE (HOPMBI
JTOKYMEHTAIIH;

- 0OpMIIATH TOKYMEHTALIMIO TIO TPYIOBBIM
MIPaBOOTHOIICHUSM;

- OCYILIECTBIIAATH XpaHEHUE U TIOUCK JJOKYMEHTOB;
- UCTIOJIb30BaTh TEJIEKOMMYHHKAIIMOHHBIE
TEXHOJIOTHU B 3JIEKTPOHHOM 000POTE.

Kpumepuu ouenku pe3ynbmamoe npaxmuuecKkoi paoomut
Orenka S(0TIWYHO): paboTa BHITIOJTHEHA B MTOJTHOM 00BEME C
COOJIIOICHUEM TIOCIIEA0BATEILHOCTH JEHCTBUM, €CTh BCE OTBETHI
Ha KOHTPOJIBHBIE BOITPOCHI.

Onenka 4(xopomno): CTaBUTCS B TOM CiIy4ae, eCiii €CTh
OTJIeTbHBIE HETOYHOCTH, HEKOTOPBIC IMOOTIETHI U 3aMeuaHus (2-
3 HETOYHOCTH B HAJIMYUU).

Onenka 3 (ynoBieTBOpUTENLHO): CTaBUTCS €CIIH, IPAKTUYECKast
paboTa BBITOJTHEHBI PACYEThI, HO IAHHBIC HE TIPOAHATTU3UPOBAHEI,
WJIM JTaH TIOBEPXHOCTHBIN aHAJIU3 PE3yIbTaTOB.

Ornenka 2(HeynoBIeTBOpHUTEILHO): CTaBUTCS, €CIIH
oOyJaronuiicss HEBEPHO PACCUUTAI BCE 3aaHUS MMChMEHHOM
paboTHI.

Kpumepuu oyenxu mecmuposanus:

OrreHka 5(0TJIMYHO):

100-80% mpaBUIIbHBIX OTBETOB

Orrenka 4(xopotiio):

79-69%% nipaBUIILHBIX OTBETOB

Orrenka 3 (YIOBIAETBOPUTEILHO):

68-50%% mpaBUIILHBIX OTBETOB

OrreHka 2(HEy/I0BJIETBOPUTEIBHO):

MeHee 50 % npaBUIIbHBIX OTBETOB

Kpumepuu oyenku oughghepenyuposannozo 3auema

Oyenka uUHOUBUOYATILHBIX 0OPA308AMENTLHBIX OOCHUNCEHUL NO
Ppe3yIbmamam bINOIHEHUSA 3a4emHbIX 3a0aHUU NPOBOOUMCH 8

Onenka pe3ynbrara
MPaKTUYECKON pabOThI

OneHka pe3ynbTaToB
TECTUPOBAHUA

Orenka pe3ysbTaTa
mddepeHInpoBaHHOTO 3aUeTa.
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coomeemcmeuu ¢ yHLlGepCCUZbHOZ/Vl WKANOU:

Ornenka 5(0TINYHO):

100-90% mpaBUIIbHBIX OTBETOB
Ornenka 4(xX0po1io):

89-80%% mpaBUIBHBIX OTBETOB
Ornenka 3 (yIOBICTBOPUTEIBHO):
79-70 %% mipaBUIBHBIX OTBETOB
Ornenka 2 (HEYIOBJIETBOPHUTEILHO):
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