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1. OBIIAS XAPAKTEPUCTHKA PABOYEH TIPOTPAMMBI YUYEBHOU
JUCHUIIVIMHBI « IOKYMEHTAIIMOHHOE OBECIIEYEHHUE YIIPABJIEHUS»
1.1. MecTO 1MCUMILUIMHBI B CTPYKTYPe OCHOBHOI 00pa30BaTe/ibHOI MPOrpaMMbI:

YyeOHass nucnuIuimHa «JlOKyMEHTAIMOHHOE OOeCHeYeHUe YIPABICHUS» SBISETCS
YacThIO OOMIET0 TYMAHHTAPHOTO W COIUATBHO-DKOHOMHUYECKOTO Y4YEOHOTO IUKIA OCHOBHOM
obpazoBarenbHol nporpammbl B cooTBeTcTBUU ¢ PI'OC CIIO mo cnenmanbHoctu 40.02.04
Opucnpynenmusi.

VYuebHast qucuuiuiiHa «J{oKyMeHTalMOHHOE OOecrieueHue yIpaBiIeHUs» 00ecreynBacT
dbopMupoBaHHe MPOPECCHOHATBHBIX U O0MUX M MPO(HECCHOHATBHBIX KOMIIETEHIIMN MO BCEM
Buaam AesiteabHoct @I'OC CIIO no cneruansaoctu 40.02.04 FOpucnpyaeHus.

1.2. lleap u 3202494 AUCHUAILIMHDI:

Lens ocBOeHUS yueOHOM AUCHUIUTMHBI «J[OKYMEHTAIIMOHHOE 00ECTICUeHUE YITPABIICHUS
- oOBIaJeHHEe OOyYarIIUMUCA KOMIETCHIMSIMH, HEOOXOJUMBIMU MJI OCYIIECTBICHUS
JOKYMEHTAIlMOHHOTO O0ECTeUeHUs] YOpaBIEHUS U  OTICNbHBIX JENONPOU3BOJACTBEHHBIX
byHKIMIA.

3amayamMu OCBOCHUS yUeOHOU AUCUUTIINHBI SBIISIOTCS:

— ocBOeHHE 0a30BBIX YYCOHBIX MATEPHAIIOB B COOTBETCTBUU C MPOTPAMMON H
y4eOHBIM IIJJAHOM Ha OCHOBE MAaTepUaloB JIEKIIMOHHOTO Kypca, Y4eOHOW IuTepaTyphl,
CHEIHAIbHON METOAMYECKOM JINTEPATyPHI;

— OCBOGHME CHUCTEMbl 3HAaHUW 1O OCHOBHBIM  BOIIPOCAM, CBSI3aHHBIM €
JIOKYMEHTAIMOHHBIM 00ECTIeUeHUEM YIIpaBJICHHUS,

—  TpuoOpeTeHre HaBBIKOB IPaAaMOTHOM paboThI C TOKYMEHTAMU;

— OCBOGHHE TOpsAJKa  OpraHW3aluu  paboT MO  JIeJIOMPOU3BOJICTBEHHOMY
00CITy’)KHBaHHUIO.

1.3. MecTo AUCHMIUIMHBI B CTPYKType OCHOBHOII mpodeccHoHAJIbHONH 00pa3oBaTeIbHOM
NpOrpamMMmblI

W3ydyeHne AMCUUIIMHBI CTPOUTCA Ha pe3ylbTaTaXx OOydeHHUs MO paHee H3yUYeHHBIM
JucuuruHaM «Pycckuil 3bIK U KyJIbTypa peun».

OGpa3zoBarenpHas AeATEILHOCTh B (JOpME MPAKTUUECKOU MOJATOTOBKH BKIIIOYAET B CeOs
OTJIENIbHBIE JICKIIUH, CEMUHAPBI, MACTEP-KJIACChI; MPOBEACHUE MPAKTUUCCKUX 3aHATUA U WHBIX

BUJIOB YUEOHOM JIeATEIHHOCTH (BKIIIOYAsl CAMOCTOSITENILHYIO Pab0Ty 00ydaronuxcs).



1.4. Pe3ynbTaThl 0CBOCHHS Y4eOHOM TN CIUIINHBI

Komnerenuun, Ha ¢opMupoBaHue KOTOPHIX OPHUEHTHPOBAHO OCBOeHME JUCHUIIMHBI (B
cootBercTBUM ¢ PI'OC CIIO)

Ko xomnerenmmumn

ConeprxaHue KOMITETEHITUN

OK 01

Bribupare crmocoObl pemieHus 3aiad MpOopEeCcCHOHATBHON JIESTENbHOCTH

MNPHUMCHUTCIIbHO K Pa3JIMYHbBIM KOHTCKCTAM.

OK 09

[Tonp30BaTbes MpodeccnoHaIbHON TOKYMEHTAlUEH Ha TOCYAapCTBEHHOM U

HHOCTPAHHOM A3bIKaX.




1.5. Ilnanupyemblie pe3yJabTaThl 00y4eHHsl, COOTHECEHHbIE C IVIAHUPYEMbIMH pe3yJIbTaTaMH
0CBOEHHsI 00pa30BaTeJIbHOI MPOrpaMMbl

Kon xommnerennun

HJ'IaHI/IpyeMBIe PE3yJIbTaTbl OCBOCHUA JUCIUIIIIMHBI

VYMmeHus

3HaHuA

OK 01,09

— IlpuMeHATP Ha  TNIPAKTHKE
roCy/apCTBEHHBIC CTAaHIAPTHI, IPyTHE
HOPMAaTHBHO-METOINYECKUE
TTOKYMEHTBHI, perIaMeHTUPYIOIINe
OpPraHU3aluIil0  JOKYMEHTAI[HOHHOTO
oOecrieueHns yrpaBJIeHuUs;
— CocraBnTh U NPaBUIBHO

0QOpPMIIATH OCHOBHBIC BUJIBI
OpraHU3alMOHHO-PACTIOPSAUTEILHBIX
TOKYMEHTOB,;

- Odopmisath

HGOPMAIIMOHHO-CIIPABOYHY IO

NTOKYMEHTALUIO;
—  Od¢opmusaThb KaJIPOBYIO
NTOKYMEHTALUIO;
— OdopmasTh MPETEeH3UOHHO-

HMCKOBYIO JOKYMCHTAIHIO.

— TepmuHonoruto B ob6iactu

NTOKYMEHTAlMOHHOTO ~ 00eCreueHus
YIpaBJIEHUS;
— HopmaruBHblE TOKYMEHTHI,
[pErJIaMEHTUPYIOIIME COCTABICHUE U
opopmieHre  JAOKyMEHTalMM U
MOPSIIOK €€ 00pabOTKU;

— IlpaBuna cocraBieHuss u

oopmienus OpraHU3alMOHHO-
[pacCHOPSAUTENBHBIX  JIOKYMEHTOB,
BXOISIIUX B YHU(DUIHPOBAHHYIO
CUCTEMY OpraHU3alMOHHO-
[PaCIOPSAMTENBHBIX  JIOKyMEHTOB,
YHU(HULIMPOBAHHYIO CUCTEMY
[MEPBUYHON YYETHOM JOKYMEHTAlUU
B YaCTH JOKyMEHTAllMM IO Y4YeTy
TpyZa;
— Ilopsanok [IPOBEACHUSA
PKCIIEPTU3bl LIEHHOCTH JOKYMEHTOB
M IIOATOTOBKHM i€ K apXUBHOMY
XpaHEHHUIO.

— TexHonorutro opranuzanuu
TTOKYMEHTOO00pOTa B OpraHU3alusix

(YUIpexIeHUSIX ).







2. CTPYKTYPA U COAEPKAHUE YYEFHOU JACIUILIVHBI

2.1. O0beM yueOHOM JUCUMIIMHBI M BU/IbI YUeOHO# padoThl

Bun yueOHol paboThI

O0BeM 4yacoB

MakcumanbHasi yueOHasi Harpy3ka (Bcero) 62
Oobs13aTesIbHAs Ay IMTOPHAs YueOHasi HAarpy3Ka (Bcero) 48
B TOM YHCJIE:
JEKIHUH (TEOPETUUYECKUE 3aHSITHS) 24
MPAKTUYECKUE 3aHATUS 24
CamocrosTenpHas pabora 14

¢dopma npomesKyTOUHON aTTeCTAIUMA

And. 3auer




2.2. TemaTn4eckuii JIAH U cOAepPKaHUE YIeOHOM TUCHUIIIMHBI

O0BeM yacoB

Conep:kanme y4eGHOro MaTepuaJa, 1a6opaTopHbie padoTsl Beero B TOM 1HCJ1€ Koapl
HaumenoBanue
M NpaKkTH4YecKue 3aHATHA, B opme OCBauBaeMbIX
pa3jesioB U TeM . .
caMoCTOsITe1bHasi padoTa o0y4yarommxcs NPAKTHYECKOW | KOMIETeHIu
MOATOTOBKeE
1 2 3 4 5
Pasea 1. OCHOBBI JOKYMEHTHUPOBAHUA YIIPABJIEHUECKOM JEATEJIBHOCTH
Tema 1.1 Ilonsitue o | Conep:kanune yueOHOro MaTepuaia OK 01, OK 09
AOKYMeHTAIMOHHOM | OCHOBHBIE CBOWCTBAa JOKYMEHTOB M HMX ()YHKIIMH B CHCTEME
obecrieyeHUH ynpasienus. [lonsarue nokymenra. MHpopmaus U J10KyMeHT.
ynpaBJieHus, Knaccuukanuss m0KymMeHTOB: 1O BHAY OG(OpMIICHHUS; TIO
JAOKYMEHTe H COJIEpKaHUIO0; 10 (OopMe; 10 MPOUCXOXKACHUIO; MO0 CPEICTBAM
cnocodax ¢dbukcany; Mo cpokaM XpaHeHHs. MaTepuaibHble HOCHTEIN 0.5 0.5
AOKYMeHTHpPOBaHusl | MHpOpMauy.
[ousitre JOKYMEHTHPOBAHHSL. OcHOBHEBIE CIOCOOBI
JNOKyMEeHTHpOBaHUs. OCHOBHBIE COBPEMEHHbBIE TEXHOJIOTHH,
IpUMEHSIEMbIE TIPU OpraHu3aluu paboThl C JOKYMEHTaMHU B
OpraHu3alusXx (yupexIeHUsX).
Tema 1.2 Conep:xanue yueOHOro Mmarepuasia
HopmaTuBHo- HopmatuBHO-11paBoBbIE aKTBhl, peryaupyromue OK 01, OK 09
npasosas 6a3za JOKYMEHTAllMOHHOE O0ecreueHne yrpaBieHus. Y HupuKauus u
AOKYMEHTAIMOHHOIO | CTaHIapTH3alus Kak OCHOBHBIE HarpaBJIeHUs
obecreyeHust COBEpIICHCTBOBaHUS JOKYMEHTOB U JIOKYMEHTAllMOHHOI'O
ynpaBJeHus o0ecreyeHus yIpaBieHus.. 0.5
[lepedueHb OCHOBHBIX T'OCYJApCTBEHHBIX CTAaHIApTOB  Ha : 0.5
YHU(UIIMPOBAaHHBIE  CHUCTEMBl  JOKyMeHTaruu. (OCHOBHBIC
MOJIOKEHHSI TOCYJApCTBEHHOM CHUCTEMbI JOKYMEHTALlMOHHOTO
obecrieuenus ynpasieHusi. CoctaB yHH(PHIMPOBAHHBIX CHCTEM
JOKYMEHTAIUH: OpraHU3alMOHHO-PACTIOPAAUTENbHAS,
OTYETHO-CTAaTUCTHYECKas!, (UHAHCOBAs U Jp.




Tema 1.3 Cioco0ObI 1 Conep:xanue yueOHOro Mmarepuasia OK 01, OK 09
NMPaBUJIA CO3AHMS Xapakrepuctuka, coctaB u coxaepxkanue ['OCTa Ha
AOKYMEHTOB cucreMy OpraHu3alMOHHO-PACTIOPAAUTEIBHOMN
JOKYMEHTALUH. YHauduuupoanHas cucreMa
OpraHU3aIOHHO-PACHIOPSAUTEIBHOM JOKYMEHTAIUH.
TpeboBanust k oQopMIIeHHIO TOKYMEHTOB. Dopmyiisip-
obpazerr OPJI. [IlpaBmia odopmiIeHHS PEKBHU3HTOB,
pernameHTHpoBaHHbIX 'OCTom.
Ilpakmuueckue 3anamusn
OdopmneHre peKBU3UTOB Ha TOKYMEHTAX.
Camocmoamenvhnas paboma ooy4aomuxcs
HopmatuBHo-MeTO1MUECKOE peryanupoBaHue
JIeNIOTIPOU3BOCTBA
Pazgen 2. OPTAHU3ALUA CUCTEMbBI JOKYMEHTAIHMOHHOI'O OBECIIEYEHUSA
Tema 2.1 Odopmienue | Coaepxxanue yueOHOro MaTepuasia OK 01, OK 09
HH(POPMAIUOHHO- XapakTepucTUKa M COCTaB CIPABOYHO-MH(POPMAITMOHHBIX
CIIPABOYHOI JOKYMEHTOB (CIY>KEOHBIX IHCEM, CIIPABOK, 3asBICHHI,
OKYMeHTAIHH aKTOB, TPOTOKOJIOB, JOKIQJHBIX ¥ OOBSCHUTEIBHBIX
3aIUCOK), TpeOoBaHUs K ux oopmienuto.
JIOKyMEHTHpOBaHUE JIeSITEIIbHOCTH KOJIJIETHAJIBHBIX
OpraHoB.
Ilpakmuueckue 3anamusn
Odopmnenne nHGOPMaAIIIOHHO-CIIPAaBOYHON
JOKYMEHTal1H.
Tema 2.2 Coaepixanue y4eOHOro MaTepuaJia OK 01, OK 09
Odopmienue OcHOBHBIE TpyNmbl OPraHU3alMOHHO-PACIOPSIUTENBHBIX
OpPraHu3anuoOHHO- JOKYMEHTOB. XapaKTepUCTUKA U COCTaB OPraHU3allMOHHBIX
pacnopsiinTeILHON JOKYMEHTOB  (ycTaBa,  IOJNIOKEHHS,  WMHCTPYKIHH,
AOKYMeHTAINU

JOJKHOCTHOW MHCTPYKIUH), TpeOoBaHUSI K OQPOPMIICHHIO.




XapaKTepUCTUKA U COCTaB PACIOPSAATEIbHBIX TOKYMEHTOB
(mocTaHOBIIEHUs, IIPUKA3a, PpELICHUs, PaCIOPKEHMUS,
yKa3zaHus), TpeOOBaHUS K UX 0()OPMIICHUIO.

[loHATHE MOANMHHMKA, KOTIHUHU, BBITUCKH, MyOsinkaTa. Busl
KOIIUM JIOKYMEHTOB, OCOOEHHOCTH 3aBEPEHUs KONUU H
BBIIIMCOK HOTapuajibHbIMU KOHTOpaMH M JOJLDKHOCTHBIMU
JULAMH OpraHU3aLni.

Ilpakmuueckue 3anamusn
Odopmienne opraHu3aMOHHO-PACTIOPS IUTENEHON

AOKYMCHTAIlUH.

CamocrosiTe/ibHasi padoTa 00y4aIOIIUXCS
CocrasiieHre 0J1aHKOB Ha JIBYX SI3bIKaX, FepOOBBIX OJIAHKOB,

OJIaHKOB CTPYKTYPHBIX TIOJIpa3ielieHui, OJJaHKOB
JIOJKHOCTHBIX JIMIL.

Tema 2.3 Conep:xxanue yueOHOro MmaTrepuajia OK 01, OK 09
Odopmaenne 3asiBIIEHUS U IPUKa3bl 110 JIUYHOMY cocTaBy. JIMuHas KapTouka
KaJpoBoOH ¢dopmsl T-2 u 1nyHbIe nena
AOKYMeHTAIMU Ilpakmuueckue 3anamus
Odopmitenne KagpoBoi JOKYMEHTAIUH.
Camocmoamenvnan paboma odyuarowuxcs
CocraBnenue CBOCTO  peE3lOMeE. CocraBnenue CBOEH
aBTOOHOTrpaMy U XapaKTEPUCTUKU
Tema 2.4 Conep:xxanue yueOHOro MmaTepuaJia OK 01, OK 09
JloroBopHo- [Tonsitue norosopa. OcHOBHbBIE pazfenbl 10roBopoB. [lopsimok
npaBoBasi oopmiieHHsT  TpyJIOBOrO  JIOTOBOpa, JOTOBOpa  IOCTaBKH,
AOKYMeHTaIus JIOTOBOpA KYTUTU-TIPOJAXKH.

Ilpakmuueckue 3anamus
Odopmiienue 10roBopos.




Camocmoamenvnasa paboma odyyaouwuxcs
Odopmnenne U cocTaBiI€HHE CTPYKTypbl M IITaTHOM

YHUCICHHOCTH, INTaTHOro pacnucanus. Odopmienue 2
COCTaBJICHNE MHCTPYKIIHI, TOTOBOPOB.
Tema 2.5 Conep:xxanue yueOHOro marepuajia OK 01, OK 09
IIperen3nonHo- OcCHOBHBIE PEKBU3UTHI M TOPSIOK OQPOPMIICHUS MPETEH3UA,
HCKOBast OTBETOB Ha mpereH3uto. Opunnueckas ciyx0a, BHITOTHSIIOMIAS
AOKYMeHTaIusl MPETEH3HUOHHO-UCKOBYIO paboTy Ha mnpeanpusituu. KypHai 1
pEerucTpauuy NpeTeH3Hi.
[Topsimok opopMIIeHHS NCKOBBIX 3asiBICHUH U MPEACTABICHUE X
B ApOUTpaKHBIN CY.
Ilpakmuueckue 3anamus 4
Odopmienne npeTeH3MOHHO-UCKOBOU JJOKYMEHTAIIHH.
Pazgen 3 OPTAHU3ALUA PABOTHI C JOKYMEHTAMM B OPTAHU3ALUAX (YUYPEXKIAEHUSAX)
Tema 3.1 Copepxanue y4eOHOro MaTepuajia OK 01, OK 09
TexHoJsiorus VYnpasiaenue u AenonpousBoAcTBo. OpraHu3anoHHbIE (HOPMBI
OpraHu3anuu nenonpousBoacTBa. Ciayx0a TOKyMEHTallMOHHOTO oOecreyeHus
JTOKYMEHT0000pOoTa | YIpaBlIeHHs, OCHOBHAs 3ajaya, (PyHKIUH, TUIIOBBIE CTPYKTYpBI, 1
B OpraHu3anusax JOJKHOCTHOM cocTaB. Pernmamenrtanus pabotsl ciayx6Osl JJOVY.
(Yupe:kaeHusix) [IpumepHOE TOJOXKEHHE O CIyXO0€ JOKYMEHTAI[HOHHOTO

obecreucHus yYpaBJCHUA U JOJKHOCTHBIC HHCTPYKIUH.
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Tema 3.2 Conep:xanue yueOHOro marepuaJia OK 01, OK 09
Oco0enHocTu [lonstuss npemioxkeHus, 3asBieHUS U KanoObl. [lpuem wu
JeJI0TPOU3BOICTBA perucTpanusi muceM TpaxkaaH. PaccMoTpeHwe M paspelieHue
1o odpaneHusAM MUCEM, CPOK PACCMOTPEHUS. AHATIU3 TUCEM TPaK/IaH. 1
rpa:kaaH u KondunennuanbHoe aenonpou3BoAcTBO. I'pud orpanHudeHus 1
KOH(pHUIEHIIHATBHOI | JOCTYIAa K JIOKYMEHTY. ABTOMaTU3HPOBaHHbIE CUCTEMbI PaOOThI
0 1eJIONPOU3BOACTBA | ¢ JOoKyMeHTamu. CpeicTBa W3rOTOBICHHS, KOMHPOBAHUSA U
pa3MHOXKEHUs TOKyMeHTOB. Opranusaius pabounux MecT.
Ilpakmuueckue 3anamusn > 2
Odopmiierne oOpaleHni rpakKaaH.
Camocmoamenvnasa padoma odyuarouuxcs 5
ABTOMaTH3UPOBAHHBIC (DOPMBI PETUCTPALIMH JOKYMCHTOB. 1
Tema 3.3 Conep:xanue yueOHOro marepuaJia OK 01, OK 09
CucremaTusanust [TonstTue gokymeHntoobopora. OOmIMe MPUHIMIBI OpraHU3aINH
AOKYMEHTOB, JOKYMEHTO00O0pOTa, €ro OCHOBHBIEC 3Tallbl: MPUEM U MEPBUYHAS
(¢popmupoBanue nux B | 00paboTka  JIOKyMEHTOB;  paclpeleieHHe  IMOCTYIMUBIINX
JeJia M Mepeiaya B JIOKYMEHTOB; PETUCTpalUsl JOKYMEHTOB U MPEIBAPUTEIBHOE HX
apXWB OPraHM3alMM | PAaCCMOTPEHUE, PACCMOTPEHUE JIOKYMEHTOB PYKOBOJCTBOM | 1
opranm3anuu (YIpexJICHUs) U HalpaBlIieHUE UX Ha UCIIOITHCHUE,
WCIMIOJTHEHUE U KOHTPOJIb 32 UCMIOTHEHUEM JOKYMEHTOB; TEKYIIee
XpaHEeHHe JIOKYMEHTOB.
Homenkiarypa nen. O6paboTka aesn isl OCIeTyOIIero
XpaHeHus. DKCIepTru3a EHHOCTU JOKYMEHTOB, opopMiieHne
7en, coctaBiienue onuceid. Ciaga Jen B apxuB.
Camocmoamenvhnas paboma oody4aoumuxcs
Homenknatypel  gen  opraHM3anudid  pa3inuyHbiX  QopMm 1
COOCTBEHHOCTH 1
DKcnepTu3a IEeHHOCTH JOKYMEHTOB
Bcero: 62 24
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3. YCJIOBUS PEAJIM3AIIAY YUYEBHOM JUCIATLIMHBI

3.1. TpeGoBaHus K MAaTEePUATIBLHO-TEXHUYECKOMY 00ecrneyeHu1o

Peanuzamust mporpaMMbl  yu4eOHOW JMCHUILIMHBI  OCYIIECTBISIETCS B CICAYIONIUX

ClicnuaJIbHbIX ITIOMCHICHUAX !

KaOuHeT MoKyMEeHTaIlMOHHOTO 00ECTICUeHUS! YITPABIICHHUS:

20 nocaJOYHBIX MECT JUIsl 00y4aroLUXCs
Pabouee mecTo npenogaBarTess
MapxkepHas gocka

NHTepakTuBHAs NaHEb

OOGopynoBanue i TPEICTABICHUS TEMATHUYECKUX WJUTIOCTPAIUi, ydeOHO-HaTJsaHbIe

HOCO6I/IH, B TOM YHCJIC DJICKTPOHHBIC

11 pabouux mMecT ¢ nepcoHaIbHBIMU KOMITbIOTEPAMHU.

Kondurypatusi KOMIbrOTepOB:

[Ipoueccop: Intel Core 15-8500 (6 saep; 3,00—4,10 I'T1x)
[Tamsars: 16 I'b

Haxonurens: 240 I'b SSD, 1000 I'b HDD

MonuTtopst: 2 x 24” Full HD (1920x1080).

Y cTaHOBIIEHHOE MPOTPAMMHOE 00ECIICUCHHE:
Anaconda 3, Office 2019 Professional Plus,

PyCharm Community. Windows 10 Professional, Koncynbrant+.

3.2. UudopmanuonHoe odecrieueHue 00yueHust

3.2.1. ocHOBHAas JIUTEpaTypa:

1.

Hoponuna, JI. A. JlokyMeHTallMOHHOE OOecreueHne yNpaBiIeHUs : YYEOHUK U NMPAKTUKYM
JU1st cpeHero mpodeccuonanbHoro oopaszosanus / JI. A. Jloponuna, B. C. Uputukosa. — 2-
e u3na., mepepab. um gomn. — MockBa : M3marensctBOo FOpaiit, 2024. — 270 c. —
(ITpodeccuonanpuoe obpazosanue). — ISBN 978-5-534-16017-8. — TeKcT : 2MEKTPOHHBIH
// ObpazoBarenpHas matdopma FOpaiit [caitt]. — URL: https://urait.ru/bcode/539338
Kopuees, 1. K. JlokymeHTanimoHHOE 0OecrieueHne yrpaBieHus : YYeOHUK U MPaKTUKyM JJIst
cpennero mpodeccuonansHoro obpaszosanms / U. K. Kopuees, A. B. Ilmenko, B. A.
MarmrypueB. — 3-e u3j., nepepad. u gon. — Mocksa : M3narensctBo FOpaiit, 2024, — 438
c. — (IIpodeccuonanproe obpazoBanme). — ISBN 978-5-534-16002-4. — Teker
snexkTpoHHbd  //  OOpasoBarenbHast  miarpopma  FOpaiit  [cakit]. —  URL:
https://urait.ru/bcode/539262
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3.2.2. nONOJIHUTEIbHASA JJUTEpaTypa:

1. Ao6ynanze, [. I'. JlokymMeHTallMOHHOE OOecredeHUe yIpaBICHHUsS MMEPCOHATIOM @ YYCOHUK H
MpaKTUKYM g cpenHero  mpodeccuoHanbHoro  oOpazoBanusi /[ I'. AGynanse,
. b. Bemmpsixkuna, B. M. MacnoBa. — Mocksa : U3narensctBo FOpaiit, 2020. — 299 ¢. —
(ITpodeccuonanproe oopazosanne). — ISBN 978-5-534-01543-0. — TekcT : 3MEKTPOHHBIHA
/1 OBbC KOpaiit [caiit]. — URL: https://urait.ru/bcode/452443

2. KazakeBuu, T. A. JlokymeHTallmOHHOE O0OECIICUCHUE YIMPABICHUS : YUYCOHHK M IMPAKTUKYM
s cpennero npodeccronansHoro oopazoanus / T. A. Kazakesuu, A. 1. Tkannma. — 2-¢
u3n.,, ucnp. um jgon. — MockBa : MWsparenscrBo IOpaiit, 2020. — 177 c. —
(ITpodeccuonanproe oopazosanne). — ISBN 978-5-534-06291-5. — TekcCT : 3MEKTPOHHBIH
// 9BC KOpait [caiiT]. — URL: https://urait.ru/bcode/452800

3. Kysuenos, M. H. JlokymeHTannoHHoe oOecriedyeHne ymnpasieHus. J[oKymMeHTOOOOpOT u
JEJIONPOU3BOJACTBO : YYEOHMK M MPAKTUKyM Ui CpeJHero mpodeccrnoHalbHOTO
obpazoBanus / . H. Ky3neuoB. — 3-e u3n., nepepad. u gon. — Mocksa : M3natenbcTBo
FOpaiir, 2020. — 462 c¢. — (Ilpodeccuonansuoe oopazoBanue). — [SBN 978-5-534-04604-
5. — Tekcr : anexkrponnstii // ObC KOpaiit [caiiT]. — URL: https://urait.ru/bcode/451242

3.2.3. [lepuoauyeckue u3aanus u pegeparuBHblie 0a3bl JAHHBIX:

1. JlemonpousBoactBo https://dlib.eastview.com/browse/publication/92246

Cekperapckoe neno http://www.sekretarskoe-delo.ru/

VYnpasnenue nepconanaoM https://dlib.eastview.com/browse/publication/18806

2
3
4. JlenonpousBonactso u kaapsl. Pesxxum noctyna: CIIC «KoncynsrantlLiroc»
3.2.4. nH(pOpMaLMOHHO-CIIPABOYHBIC CHCTEMBbI:

1. Dnexrponnas 6a3a nepuoaundeckux uzganuii « MBUCy https://dlib.eastview.com/

2. CnpaBouHo-nipaBoBas cuctema «Koncynprantllntocy

3.3 O0pa3oBaTtebHbIE TEXHOJIOTHH

PaGouass mporpamma aucuumiuHbl «CTaTUCTUKa» €XETOJHO OOHOBISETCS C Y4ETOM
3ampocoB paboTopareneii, OCOOCHHOCTEH pa3BUTHsI PETMOHA, 3aKOHONATENbCTBA, HAYKH U
conuanbHOM cdepsl B  paMKaxX, YCTaHOBICHHBIX @DeaepanbHBIM  TOCYJIapCTBEHHBIM
00pa30BaTeNbHBIM CTAHJAPTOM.
[Tpu mpenogaBaHUM AUCIUIUIMHBI MCIIONB3YIOTCS KaK TPaTUIIMOHHBIE, TaK U WHHOBAIMOHHBIE
oOpa3oBaTeNnbHbIE TEXHOJOTHH, B TOM YHCIE C TIPUMEHEHHEM OJIIEKTPOHHOTO OOydeHus |

JUCTaHIIMOHHBIX 06p330BaTeJ'II)HBIX TEXHOIOTHH. Hapsmy C TpaAUIIUOHHBIMU JICKIIUAMHU H
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MNpPaKTUYECKUMHU  3aHATUSMHM, B  I[EJIIX  peaju3alli  KOMIIETEHTHOCTHOTO  MOJXOJa
MpeayCMaTpUBAETCS UCIOIB30BaHUE B 00pa30BaTEIbHOM IIPOIIECCE AKTUBHBIX M MHTEPAKTUBHBIX
dbopM npoBeneHus 3aHATHI (pa300pa KOHKPETHBIX CUTYallMi, MHIUBUIYAIbHBIX U TPYHIIOBBIX
MPOEKTOB, TPYIIOBBIX AMCKYCCUH W Jp.) B COYETAaHUU C BHEAYAUTOPHOW paboTOM s

(bOpMUPOBAHUS U PA3BUTHS OOIIUX U MPOPECCHOHATHHBIX KOMITETESHITNH 00YyJarOIIUXCsl.

4. Onucanve MaTepHAJbHO-TEXHUYECKOW 0a3bl, HEOOXOAMMOW JJf1 OCYLIeCTBJIEHUS
00pa3oBaTeILHOrO Mpouecca A HHBAJIHIOB H JHI[ ¢ OrPAHMYEHHBIMH BO3MOKHOCTSIMHU
310pOBbA

B yHuBepcutere oOpa3zoBaTeNbHAs NEATEIBHOCTh OOYYAIOIIUXCS C OTPaHUYCHHBIMU
BO3MOXKHOCTSIMH ~ 37I0POBBSl  OCYILIECTBIIICTCSI HA OCHOBE 0Opa30BAaTEIbHBIX IPOrPamMM,
QIalITUPOBAHHBIX, TIPU HEOOXOMUMOCTH, JUii OOydYeHHsS YKa3aHHBIX JIMI, C YYETOM
OCOOCHHOCTEH TMCUXO(PHU3UIECKOTO PA3BUTHUS, WHIUBUIYATHHBIX BO3MOXHOCTEH M COCTOSHUS
3JI0POBbS TAKUX O0YYAIOIIIXCS.

B yHuBepcuTeTe CO37aHbI CICIUAIBHBIC YCIOBUS I TOJy4YeHUsT 00pa3oBaHUS I10
00pa3oBaTebHBIM MTPOrpaMMaM OOYYAIOLIMMHUCS ¢ OTPAHUYCHHBIMH BO3MOXKHOCTSIMHU 3JI0POBbSI,
KOTOpBIC BKIIIOYAIOT B C€0s MCIOIB30BAHUE CIICIIUATBHBIX METOJIOB OOYYCHHS M BOCIIMTAHUSA,
NeYaTHbIC W (WJIM) DJICKTPOHHBIE 0Opa3oBaTebHBIE PECYpChl B GopMax, adalTHPOBAHHBIX K
OTPaHUYCHUSM HX 3JI0POBbS, CICIHATbHBIC TEXHUYECKUE CPEICTBA O0YUYCHHUS, TPEIOCTABICHHUE
YCIIYT acCUCTeHTa (MpU HEOOXOJUMOCTH), OKa3bIBAIOIIETO OOYyYaIOIUMCS HEOOXOAUMYIO

TEXHUYCCKYIO TOMOIIb, o0OecIieueHue AO0CTyIIa B 3JaHH YHUBCPCUTECTA.
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5. KOHTPOJIb U OIIEHKA PE3YJIbTATOB OCBOEHHUSA YYEFHON

JTACHUTILINHBI

KoHTponb © OIICHKA pe3ylbTaTOB OCBOCHUS YyUYEOHOW AMCIMITIMHBI

OCYHICCTBIIACTCA

npenoaaBarcJicM B IHPOLECCE MPOBCACHUA IMPAKTHYCCKUX SaHHTHﬁ, TCCTUPOBAHUA, a TAKIKC

BBITIOJTHEHU A 06yLIaIOIHI/IMI/ICH HHAUBUAYAJIbHBIX 3a,I[aHI/II>'I.

Pe3ysibTaThl 00yuenust |

Kpurepun oueHkun

MeTtoabl OLIEHKH

HepequL 3HaHI/H\/Jl, OCBAaMBACMBbIX B paMKax OUCHHUIIIIMHBL

TepmuHoIOTHS B
o0nactu
JIOKYMEHTAIMOHHOTO
o0ecrieyeHus
YIPaBIICHUS;
HopmarusHbie
JIOKYMEHTHI,
perIaMeHTHPYIOIINE
COCTaBJIEHUE u
odopMIICHHE
JIOKyMEHTallU! u
MOPSIIOK €€ 00padOTKH;
[IpaBuna cocraBieHus u
odopMIIeHHS
OpraHu3aI[MOHHO-
pacropsauTeIbHbBIX
JIOKYMEHTOB, BXOISIINX
B YHU(PHUIMPOBAHHYIO
CUCTEMY
OpraHu3alMOHHO-
pacnopsiIUTeNIbHBIX
JIOKYMEHTOB,
YHU(PHUIUPOBAHHYIO
CUCTEMY MIEPBUYHON
YYETHOU TOKYMEHTaIlUU
B YacTU JOKyMEHTAIUH
10 YUeTy Tpyaa;
[Topsimok  mpoBeneHus
SKCIEPTU3bl  LIEHHOCTHU
JOKYMEHTOB U
MOATOTOBKA A€l K
ApXUBHOMY XPaHCHHUIO.
TexHomorust
OpTraHu3aIuu
JOKyMEHTOO0OpOTa B
OpTaHMU3aIUIX
(YIpEeKICHUSX ).

- ohopmiIeHHE TOKYMEHTOB U PEIICHUE
MPaKTUIECKUX CHUTYaIi c
HOPMAaTHBHBIM MIPaBOBBIM
00OCHOBAHHEM;

- UCTIOJIb30BaHUE pa3IMYHbBIX
WCTOYHHMKOB, BKIIOYasi 3JIEKTPOHHBIC
pecypcel, Menua pecypcesl, MHTepHeT-
pecypchl, MEepHOINYECKUE H3IaHHS T10
CTENUATBHOCTH TSt pemeHus
npodecCHOHATIBHBIX 3a/1a4

- JEMOHCTpamus OTBETCTBEHHOCTH 32
NPUHSATHIE pEIIeHUs, 00O0CHOBAaHHOCTH
caMoaHaIIn3a u KOPPEKIUs
pe3ysbTaToB COOCTBEHHOH paboTHI;

- WUCTIOJIb30BAaHUE 3aKOHOJNATEIBHBIX U
HOPMAaTHBHO-IIPABOBBIX ~ AaKTOB  IIPH
TUTAHUPOBAHUH TIPEANPHHUMATEIECKOM
NeSITeIbHOCTH B  TNpOo(ecCHOHAIbHOM
cepe;

- JEeMOHCTpainus 3HaHUA B o0O0JacTu
(rHaHCOBOW I'PaMOTHOCTH;

- KOHCTPYKTUBHOCTb B3aUMOJEHCTBUS

C O6y‘laIOH_[I/IMI/IC$[, npenoaaBaTrejisiMiu B

xofe  oOyueHHs, pPYKOBOJUTEISIMHU
yueOHOi u IIPOU3BOACTBEHHOMN
MPaKTHK.

-co0oIeHre HOPM
npodeccroHaNbHOM ATHKH;

— TOCTpOeHHE TPOo(ecCHOHATEHOTO
OOIIEHUs C  yYEeTOM  COLHUAIbHO-
pOoQeCcCHOHATTBHOTO craryca,
CUTyallud OOILEHHs, OCOOCHHOCTEH
TPYIIIIBI u WHTUBHTy aTbHBIX
ocoOeHHOoCTeN YYaCTHHKOB
KOMMYHHKAITUH;

- TPAaMOTHOCTh YCTHOM W MHUCbMEHHOU
peun;

- odopmieHHEe  JOKYMEHTOB B
coorBercTBuu ¢ 'OCTowm;

- AKCIIEPTHOE HAOJIIOICHUE
BBITOJIHEHUS
MPAKTUYECKUX 3aJaHHI,

- OLIEHKa [0 UTOram
YCTHOTO orpoca
CTYJICHTOB,

- HaOJIOJIEHHEe TI0 UTOraMm
TECTUPOBAHUS,
- OLEHKa B
MIPOBEICHUS
IIPOMEXKYTOYHON
aTTeCcTalluu.

nporecce
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- sACHOCTh  (OPMYJIUPOBAHHSI WU
WU3JI0KECHUSI MBICJICH;
- NpOSIBJICHHE  TOJIPAHTHOCTH B

rpoiiecce OOIICHHS;

- COOJIOZICHWE HOPM IOBEICHHS BO
BpeMs Y4EOHBIX 3aHSITHIA;

- coOIroIeHue CTaH/IapTOB
AHTUKOPPYIIIMOHHOTO TTOBEICHUS;

- coOJII0JJaeT HOPMBI IKOJIOTHYECKOM
0e301aCHOCTH;

orpesensieT HaIpaBJICHUS
pecypcocOepekeHust B paMkax
poeCCHOHATILHON JCSATEIBHOCTH 10
CHEIUATBHOCTH;

- 3(hdexkTUBHOCTh  HCMOJIB30BAHMS
CpencTB (PU3UYECKOW KYJIBTYphI JUIS
COXPAHCHHS U YKPEIUICHUS 3]I0POBbs B
nporiecce poQecCHOHATILHOM
NS TEeTbHOCTH u MOJICPIKaHUS
HEOOXOUMOTO  YPOBHS  (PU3NUYCCKOM
MOJITOTOBJICHHOCTH;

- 3(G(}EeKTUBHOCT, HCIOJB30BaHUS B
npodeccnoHaTBEHOM JIESITSIIBHOCTH
HEOOXOJUMOM JIOKYMEHTAIlUHd, B TOM
YHCJIC HA HHOCTPAHHOM SI3bIKE

Ilepedyens yMeHHUii, ocBan

BAaCMbIX B paMKax AUCHUITIIINHBL

[IpumensaTs
MPaKTHUKE
TOCYapCTBEHHBIE
CTaHJAPTHI, Jpyrue
HOPMAaTHBHO-
METOJINYECKHE
JIOKYMEHTEI,
perilaMeHTHpYIOLIHe
OpTaHHU3AIUI0
JTIOKyMEHTALMOHHOT O
o0ecrieueHus
yIpaBJICHUS;
CocTtaBisTh u
NpPaBWIBHO  OPOPMIIATH
OCHOBHBIE BUJIBI
OpraHU3alMOHHO-
PacHoOPSTUTETBHBIX
JTIOKYMEHTOB;
Odopmitsats
UH(POPMAIIMOHHO-
CIPaBOYHYIO
JIOKYMEHTALHUIO;
OdopmisaTe  KaJpOBYIO

Ha

- oopmIIeHHE JOKYMEHTOB U PEIICHUE
MPAKTUYECKHUX CUTYyalun c
HOPMaTHBHBIM TIPABOBBIM
000CHOBaHHEM;

- UCTIOJIb30BaHUE Pa3TUYHBIX
WMCTOYHUKOB, BKIIOYas DIEKTPOHHBIC
pecypcel, Menua pecypcesl, MHTepHeT-
pecypchl, MepHUOJUYEecKre U3JaHUs IO
CTEUATBHOCTH TUTST pelreHus
npodeccnoHaNbHbIX 33724

- JIEMOHCTpAIMsi OTBETCTBEHHOCTH 32
MPUHSATHIE PpEIIeHHs, 000CHOBAHHOCTb
caMoaHaIIn3a u KOPPEKITHS
pE3yNbTaTOB COOCTBEHHOM pabOTHI;

- WCTIOJNIB30BaHUE 3aKOHONATECIBHBIX U
HOPMAaTUBHO-TIPABOBBIX ~ aKTOB  MIpH
TUTAHUPOBAHUM TIPEITPHHUMATETHCKOM
NEeSITeNbHOCTH B TPO(ecCHOHATbHOM
cdepe;

- JIEMOHCTpalusi 3HaHUW B 00JIacTH
(rMHaHCOBOW I'PaMOTHOCTH;

- KOHCTPYKTHBHOCTHh B3aUMOJICHCTBHUS
C 00yYarOIUMICS, MTPETIOIaBaTeNIIMU B

- 9KCHEPTHOE HAOJI0ICHNE
BBITTOJIHEHUS
MPAKTUYECKUX 3aJaHHI,

- OUEHKa IO WToraM
YCTHOTO orpoca
CTYJICHTOB,

- HaOIIoIeHWE II0 UTOraM
TECTUPOBAHUS,
- OLEHKa B
MIPOBEICHUS
IIPOMEXKYTOYHON
aTTecTaluu.

nporecce
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JIOKYMEHTALINIO;
OdopmisTh
MIPETEH3NOHHO-UCKOBYIO
JOKYyMEHTAITHO.

Xone OOy4YeHHs, PYKOBOIUTEISIMH

yueOHOI u IIPOU3BOJICTBEHHOU
MPAKTHK.
-co0Iro1eHNe HOpM

poecCHOHATLHON YTHKH;
— MOCTpPOeHHE TMPO(PECCHOHATBHOTO
OOIlIEHUsT C  Y4YETOM  COIMaJIbHO-

po(heCCHOHATBHOTO craryca,
CUTyallud OONICHUs, OCOOCHHOCTEH
TPYIIIIBI u WHIBH/ Y ATbHBIX
0COOCHHOCTEH YYaCTHUKOB
KOMMYHHKAIHH;

- TPaMOTHOCTb YCTHOM M IIMCBMEHHOU
peun;

- odopmieHne  JTOKyMEHTOB B
cootBeTcTBUM ¢ ['OCTowMm;

- SCHOCTb  (hopMynupoOBaHUs U
U3II0’KEHUS MBICTIEH;

- TPOSIBICHHE  TOJIEPAHTHOCTH B
mporecce OOIIeHus;

- coOJIo/IecHHe HOPM TOBEJCHUS BO
BpeMsl Y4eOHBIX 3aHATUH;

- colutoieHne CTaHJapTOB
AHTUKOPPYMILUOHHOTO MTOBEICHNUS;

- COOJIIOIaeT HOPMBI IKOJIOTHYECKOM
0€30IMacHOCTH;

— orpeenser HarpaBJICHUS
pecypcocOepexeHus B pamKax
npodeccCuoHaNbHON /1eATeIbHOCTH T10
CICIIHATBHOCTH;

- 2(deKTUBHOCTh  HCIOJIB30BAHUS
CPeICTB (PU3NYCCKOW KYJIBTYPHI IS
COXPAaHEHUS U YKPEIUICHHUS 3/10pPOBbS B
nporiecce npogeccuoHaTbHON
JESITEIbHOCTH u MOJIIEPKAHUS
HEOOXOUMOTO  YPOBHS  (PU3UUYECKOM
MOJITOTOBJICHHOCTH;

- 3¢ (}EeKTUBHOCTh HCMOJIB30BAHUS B
npodeccuoHaIbHON NESTeNIbHOCTH
HEOOXOUMOM JIOKyMEHTAllUd, B TOM
YHCJIe HAa HHOCTPAHHOM SI3BIKE
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