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1. OBIIASI XAPAKTEPUCTHKA TPUMEPHOM PABOYE# ITPOTPAMMBI
YYEBHOM TUCHUTILINHEI

OI1.02 JOKYMEHTAIIMOHHOE U ITPABOBOE OBECIIEYHEHHE
YIIPABJIEHUA

1.1. MecTo McuMIVIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM NPOrpaMMbI:
VYuebHas IuCHUIIMHA «J{OKyMEHTAallMOHHOE W MPaBOBOE OOECHEUEHHUE YIPABICHHS»

ABIIIETCS 00S3aTeIbHOW YacThi0 001IEenpOo(hecCHOHATBLHOTO LUKIA MPUMEPHOH OCHOBHOMU
obpazoBarenbHol nporpammsel B cootBeTcTBHHM ¢ PI'OC CIIO o mpodeccum.

Oco6oe 3HaueHHne TUCITUITIMHA UMeeT pu popmupoBanuu u pazputuu OK 02.

1.2. leas ¥ IuIaHMpyeMble Pe3yJbTAThI 0CBOEHUS TUCHMIIUHBI:

B pamkax mporpaMMbl y4eOHOW TUCIUIUIMHBI OOYYAIOIIMMHUCS OCBAUBAIOTCS YMEHUS

U 3HAHUS
Koa IIK, OK YmMmenus 3Hanun

OK 01, - MIPUMEHSTH cpenacrtsa | - OCHOBHBIC TTOHSATHS
0K 02, WH(POPMAIIMOHHBIX TEXHOJOTMHA IS | IOKYMEHTAIIMOHHOTO  OOCCIeYCHUs
OK 04, peteHust Mpo(eCCHOHANIBHBIX 3a/1a4; | YIPaBIICHUS,

OK 05, - TPAaMOTHO HW3JIaraTh CBOM MBICIH M | - HOMEHKIATypa HWH(QOPMAIIMOHHBIX
OK 09, ohopMIIATH JTOKYMEHTBI 10 | KICTOYHHUKOB, PUMEHSIEMbIX B
EIIE i ;’ npodeccCHOHaIbHOM  TEeMaTUKe Ha | MPOGECCHOHAIBHOMN JISSITEIbHOCTH;

rOCY/IapCTBCHHOM $I3bIKE;
- co3laBaTh JIOKYMEHTHl Ha OCHOBE
11a0JIOHOB;

-0pOpPMIISITE  JOKYMEHTALUIO B
COOTBETCTBHUH C HOPMaTHBHOM
0a30ii, UCTIOIB3Ys] MHPOPMAIIMOHHbIE
TEXHOJIOTHH;

- B3aMMOJICHICTBOBATh C KOJUICTaMH,
PYKOBOJICTBOM, KIIMCHTAMH B XOJE
npodecCHOHaIbHOM AATETLHOCTH
-HACTOJIb30BaTh
TEJIEKOMMyHUKAIIMOHHBIE
TEXHOJIOTUU B
JOKYMEHTO000pOTE.

9JICKTPOHHOM

- MOHATHS MYOJUYHBIX M MPHUBATHBIX
JOKYMEHTOB;

- TpeOOBaHUS K COCTaBJICHUIO |
0(OPMIICHUIO IOKYMEHTOB;

- OCHOBHBIE CTaHJAPTHl OPOPMIICHHS
TEKCTOBBIX U TAOJIMYHBIX JIOKyMEHTOB;
- OCHOBHBIE TpaBWJIa U TPeOOBaHUS K
CTPYKTYpPE JOKYMEHTOB;
-OpraHM3anuilo  JOKYMEHT0000pOoTa:
npueMm, 00paboTKy, PperucTpaluio,

KOHTpPOJIb, XpPaHCHHUC TOKYMCHTOB,

HOMCHKIJIATYypYy ACJI.




2. CTPYKTYPA U COJAEP)KAHUE YUEBHOM U CIHUILIMHBI

2.1. O0beM yueOHOI IMCUMIIMHBI M BUABI Y4eOHO0# padoThI

Bun yuyeoHoii padoTsl O0bem B yacax
O0bem o0pa3oBaTeIbHON NPOrpaMMbl y4eOHOM THCIUTINHBI 44

B T.4. B )opMe NPAKTHUECKOIi MOATOTOBKHU 16
BT. 4..

TeopeTnieckoe o0ydeHne 16
MpaKkTH4YeCKue paboThI 16
Camocmosmenvhas paboma 6
Koucynomayuu 6
IMpome:kyTouHasi aTTecTalUsl -




1.2. TemaTuyecknii NJaH U copep:KaHue Y4eOHOH JUCIUNINHBI

Koanl
Oo0neMm, akaj. 4. KOMIIeTeH M,
/B TOM 4HCIIE B | hopMHPOBAHHIO
HaumeHoBaHue dopme
Coaeprxanue yued0HOro MaTepuasa U (popMbl OPraHU3AIUU AeATEIHLHOCTH 00yYaIOIIUXCH p KOTOPBIX
pa3eioB U TeM .
NPAKTHIECKOH CrocooCcTBYyeT
MOJArOTOBKH, JIEMEHT
aKaf. 1. NPOrpaMmbl
1 2 4
Pazpnen 1. lokymeHTHpOBaHHUE B IPO¢eCCHOHAILHOM 1esITeIbHOCTH.

Conep:xanue yueOHOro MaTepuaJia 4

1. JemoBoit mokyment. JlokymeHnTupoBanne. HazHaueHne n pyHKIIMM JOKyMEHTa B CHCTEME

ynpasnenus. Mapopmanus u nokyment. FOpuamueckoe 3HaueHue JoKkyMeHTa. Knaccupukanus 5

JOKYMEHTOB. DJIEKTPOHHBII T0KyMeHT. TpeOoBaHus K COCTaBICHHUIO U O(POPMIIEHHIO IETOBBIX

JOKYMEHTOB.

B ToM yHc/Ie MpaKTHYECKUX U J1a00PaTOPHBIX 3aHATHI 2

[Ipaktnueckoe 3anstue Ne 1. Onpenenenue kiacca, Ha3HAYEHUS] U IPABUIIBHOCTH COCTaBIICHUS 5

JIeTIOBBIX JIOKYMEHTOB.

CamocTtosiTeqibHasi paboTa 00y4yarommxest *

Conep:xanue y4eOHOro MaTepuasia 2

1.3akoHOJaTeNnbHOE W HOPMATHBHO-IIPABOBOE  PETYJIIMPOBaHHWE  JJOKYMECHTAIIHOHHOTO

oOecriedeHus] ynpaBieHUs. YHUHUKaUUs M CTaHgapTH3auus JOKyMeHTOB. (OCHOBHBIE 2

cTaHAapThl 0hOPMIICHHUS JOKYMECHTAIIHH.

B ToMm umncie NMPaKTUY€CKUX U HaﬁopaTOpHLIX 3aHATHH




CamocTosiTeIbHAs patoTa 00y4aloIUXCA

Pasnen 2. lokyMeHTHPOBaHUEe YIIPABJIeHYECKOI e TeJIbHOCTH 16
Conep:xanue yueOHOro MaTepuaJia 6
1. [lonsTne o 6iankax MOKyMeHTOB. Bruisr 6mankoB. OOpasipl OJaHKOB TOKYMEHTOB.

O6mue cBenenus o pekpuzuTax. OPopMiIeHne peKBU3UTOB TOKYMEHTOB.

TpeboBanms k Omankam u pekBm3utaMm 1mo I'OCT P 7.0.97-2016 «HanwoHansHBIN cTaHgapT
Poccwmiickoit  ®eneparun. Cucrema cTaHmaproB 1o wH(popManuu, OUOTHOTEYHOMY U 2
uzgarenbckomMy Aeny. OpraHu3allMOHHO-pAacIOpsAUTENbHAs TOKyMeHTanus. TpeboBaHHs K
odopmrenuto fokymeHToB" (y1B. [Iprikazom Poccranmapra ot 08.12.2016 N 2004-ct) (pen. ot
14.05.2018).

2. TpeboBanus Kk TeKCTy HoKyMeHTa. CTpyKTypa JokyMeHnTa. CTHIIb TEKCTa IETOBBIX 2
JOKYMEHTOB. UepThl U pedeBble KOHCTPYKLUH OPHULIHATBEHO-EJI0BOIO CTUIIL.

B Tom unciie npakTHYEeCKUX U J1a00PATOPHBIX 3aHATHI 2
[Ipaktuueckoe 3ansTre Ne 2. OnpenencHue NPU3HAKOB M PEUEBBIX MIa0JIOHOB OQHUIIUATBHO- 2
JIeTI0BOTO CTHJIS.

CamocTtosiTeqibHasi paboTa 00y4yaroluxcs

Copaepxanne yueOHOro MaTepHuajia 10
1. OpraHu3alMoOHHBIE, paCTOpPSAUTENLHBIE W HHOOPMAIIMOHHO-CIPABOYHBIE JIOKYMEHTHI.
XapakTepUCTHKA OCHOBHBIX OPTaHU3aLOHHBIX JOKYMEHTOB (YCTaB, MOJIOKEHHS, HHCTPYKIIIH).
XapakTepUCTHKA PACTIOPAJUTENbHBIX JOKYMEHTOB (TIPUKa3, IOCTAHOBIICHHE). XapaKTePHCTUKA 2
W COCTaB MHPOPMAIIIOHHO-CIIPABOYHBIX JJOKYMEHTOB (aKT, IIPOTOKOJI, IEJIOBOE HCHEMO,

CTpaBKa, JOKJaaHas 3amucka). [Ipasuna opopmieHns 1 BbIIa4u KOMIUI JOKYMEHTOB.

2. dunrancoBas qOKyMeHTamus. J[oroBopHas TOKyMEHTAITHS. 2
B ToM 4mciie npakTHYECKUX M 1a00PATOPHBIX 3aHATHH 6




[Ipaktuueckoe 3austre Ne 3. CoctaBieHue U 0pOpMIICHHE TOKJIAAHON U CIIY>)KEOHOM 3aIUCKH. 2
[Ipaktuueckoe 3ansitre Ne 4. CoctaBieHue U oQopmieHne HHPOPMALMOHHOTO HCHMA. 2
[Ipaktuueckoe 3ausitue Ne 5. CoctaBieHue 1 0QpOpMIICHUE JETOBOTO MUCHMA. 2
CamocTtosiTeqibHast paboTa 00y4aromuxcs

Paspen 3. JlokymenToo60poT. Opranusanus padoTsl ¢ JOKyMeHTaMH. 10
Copaeprxanue yuedOHOro MaTepuajia 6
1. TlonsTHe moxymeHTtooOopora. OOIIME MPUHIUIILI OPraHU3aluu JOKYMEHTOO000pOTa, €ro
OCHOBHBIE 3Tambl. TexHoJorus paboTbl C BXONAIIMMH, HCXOAALIMMUA U BHYTPEHHUMHU 2
JOKyMEHTaMH. Peructpaunus JOKyMEHTOB. ABTOMAaTH3alMs MPOLECCOB NOKYMEHTAllMOHHOTO
oOecrieYeHus yrpaBJIeHUs.
2. OpraHuzanysi OTIIPaBKH HCXOISIIUX AOKyMEHTOB. KOHTpONb HCIONHEHHS HOKYMEHTOB. 2
Pabora ¢ oOparieHusMy.
B ToM unciie npakTHYECKUX U J1a00PATOPHBIX 3aHATHI 2
[Ipaktuueckoe 3amsitue Ne 6. Peructpamms Bxonsdmied, HCXOmAled © BHyTpEeHHEH 2
JIOKYMEHTAIMH. 3aII0JIHEHUE PErUCTPALMOHHBIX (hOPM.
CamocrosiTeqbHast paboTa 00y4arouxcs
Conep:xanue yueOHOro MaTepuasia 4
1. Tlomstus oOmenoctynHoi wuHGopManmuu W HMHGOPMALKMK OrPAaHMYCHHOIO JOCTYIIA.
Obecnieuenne WHPOPMAIMOHHON Oe3omacHOCTH Tpu pabore ¢ JokymeHTamu. PaGora c
KOH(QHUJICHINAIBHBIMU JIOKyMEHTaMH. 3aKOHOJATEJIbHO - HOPMAaTHUBHBIE aKThl B 0O0NacTH 2

obecriedeHus WHGPOPMALMOHHONH O€30MacHOCTH, 3alIUTBl TOCYJApCTBEHHOW TalWHBI H
KoHpuIeHIMaNpHOW nHpopManuu. JlokTpruHa uH(pOpMAMOHHON Oe3omacHocTH Poccuiickoi
@denepanuu. Buapl konpuaeHumansHoi mHpopManuu. HopmaTtuBHO-IpaBOBOE COAepikaHHE

8




OenepanbHoro 3akoHa «0O TEPCOHANBHBIX JaHHBIX». JlOKYMEHTHpPOBAaHHWE CBEICHHIA
KOH(HICHIIHATEHOTO XapakTepa. 3ammura KOH(HICHIIHATTEHOM nH()OPMAITHH.
OTBETCTBEHHOCTH 33 HAPYIICHUE PeXKUMa 3alUThl KOHPHUICHIIUATLHOW WH(POPMAIIHH.

B ToM unciie npakTHYECKUX U J1a00PATOPHBIX 3aHATHIA

[IpakTiueckoe 3anarue Ne 7. M3yueHne HOpMATHBHOHN 0a3bl, periaMeHTHpYyMoIei padboTy ¢
JOKYMEHTaMH, UMEIOIIUMH TPUGBI OTpaHUUISHHS JOCTYTIA.

CamocTtosiTesibHast paboTa 00y4arouXxcs

Pa3nen 4. XpaHeHue u apxXuBMpOBaHHe JOKYMEHTOB

Conep:xanue yueOHOro MaTepuaJia

1. 3akoHOmaTesnpHas W HOpPMAaTHBHAs OCHOBAa XpaHEHHMs INOKyMeHTOB. HomeHkiaTypa medn.
®opmupoBanue aen. CocraBienne W odopmieHue omucu Jen. [lopsamok yHUYTOKEHHS
JOKYMEHTOB. XpaHEeHHE JOKYMEHTOB B apXUBe.

B ToMm umcie NMPaKTUYC€CKUX H ﬂaﬁopaTopm,lx 3aHATHH

[IpakxTudaeckoe 3ausatie Ne 8. dopmupoBanue u 0hOpMIICHHE JIENT, COTIIACHO HOMEHKIIAType Aedl.

CamocrosiTeqibHAas paboTa 00y4a0IuXCs

IIpoMe:xyTOUHAs1 aTTECTALUS

Bcero:




3. YCJIOBHUA PEAJIN3AIIMU YYEBHOM TUCIUILIMHBI
3.1. [Jlas peanu3anmuM NPOrpaMMbl Y4eOHOH JMCHMILIMHBI [JOJKHBI OBITH
NpeayCMOTPEeHbI cJIeAyoIue clieliaJbHble OMelleHUs:
Kabuner wmHpOpMATHKM, OCHAIICHHBIH HEOOXOAWMBIM [UIS peaU3allH IMPOTPaMMbI
y4eOHOW JAMCLHUIUIMHBI 00OpYJOBaHMEM, NpPUBEAEHHBIM B 1. 6.1.2.3 mpumepHoil paboueit
pOrpaMMsl 110 JaHHOM npodeccum.

3.2. UnopmannonHoe odecneyeHne peajsu3amum NporpamMmmbl

JIns peanuszanuu mporpamMmbl OMOIMOTEUHBIH (OHA 00pa3oBaTENbHON OpraHU3alNU
JIOJDKEH MMETh MeYaTHbIe W/UIIH AJIEKTPOHHBIE 00pa3oBaTebHble U HH(OPMAIIMOHHBIE PECYPCHI
JUIS ICTIOJIb30BaHus B 0Opa3oBarenbHOM npouecce. [Ipu popmupoBanun 6ubimorednoro ¢ponga
00pa3oBaTeNIbHOM OpraHM3alell BRIOMPAETCsl HE MEHEe OJHOTO W3JaHus U3 IEePEYMCICHHBIX
HHNXKE II€YATHBIX I/ISIIaHI/IfI n (I/IJII/I) SJICKTPOHHBIX H3l[aHHfI B Ka4C€CTBC OCHOBHOIO, IMpHU 3TOM
CITIHCOK, MOXET OBITh JIONIOJTHEH HOBBIMH U3IaHUSIMU.

3.2.1. OcHOBHBIE T€YATHDBIE H3TAHUS

1. BrikoBa, T. A. JlokyMeHTaIlMOHHOE OOecrieyeHre yrnpaBieHus (AeTOMpPOU3BOACTBO):
yuebHOe mocoOme / T.A. beikoBa, T.B. Kysuemnora, JI.B. Cankuna; mox o6m. pen. T.B.
KysnenoBoii. — 2-e¢ u3f., nepepad. u mgon. — Mocksa: UHOPA-M, 2021. — 304 c. + Jom.
Matepuaisl [nekTpoHHbld pecypc]. — (Cpennee npodeccuonansHoe odpaszoBanue). - ISBN
978-5-16-013913-5. - Texcr: AIIEKTPOHHBIH. - URL:
https://znanium.com/catalog/product/1141796

3.2.2. OcHOBHBbIE JIEKTPOHHbIE U31aAHUS

1. Ky3nenoBa, 1. B. JlokymeHTalmoHHOe oOecrieueHre ynpaBieHus: yueOHoe nocodue
st CITO / U. B. Kysnenosa, I'. A. Xauatpsan. — 2-e u3n. — Caparos: [IpodoOpazoBanue, Aii
[Tu Op Menma, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — Tekcr:
ANEKTPOHHBIA // DNeKTpoHHBIM pecypc 1udpoBoil  obOpazoBarenbHol cpeasl  CIIO
PROFo0pa3zoBanue : [caiit]. — URL: https://profspo.ru/books/80326

2. Kyxapenxko, T. A. [IpaBoBoe oOecnieueHre npodecCHOHATBHOMN e TEIIbHOCTH: YIeOHUK
g CIIO / T. A. Kyxapenko. — Capatos: IIpodobpazosanue, 2021. — 199 c. — ISBN 978-5-
4488-1017-6. — Texct: 37eKTPOHHBIN // DNeKTpoHHBIN pecypc nudpoBoil oOpazoBaTeIbHON
cpeast CITO PROFo6pazoBanue: [caiit]. — URL: https://profspo.ru/books/102330

3. Ilernuna E.M. MHpopMannoHHbIe TEXHOJIOTHH B MPO(HECCUOHATLHON ETETbHOCTH:
yaebnoe nocobue misa CIIO / Iletnuna E.M., T'opbaueB A.B.. — Caparos: [Ipodobpa3zoBanue,
2021. — 111 c. — ISBN 978-5-4488-1113-5. — Tekcr: anekrponnsiii / IPR SMART: [caiit]. —
URL: https://www.iprbookshop.ru/104886.html

4. IlaBnoga, P. C. JlokymMeHTallMOHHOE 0OecrieyeHe yrpaBieHus : yueOHuk i cmo / P.
C. IlaBnoBa. — Cankt-IletepOypr : Jlanp, 2021. — 416 c. — ISBN 978-5-8114-6959-8. —
Texkcr: onexTpoHHblid / Jlanb :  2nekTpoHHO-OMOIMOoTeuHas cucrema. —  URL:
https://e.lanbook.com/book/173087

5. Eropos, B. I1. JlokymeHTOBeieHNE U JOKYMEHTAI[MOHHOE 00ecrieueHre YIpaBieHUs B

ycnmoBusax nugposoit skonomuku / B. I1. Eropos, A. B. CiimabkoB. — 3-¢ u3n, crep. — CaHKT-
[TeTepOypr : Jlanb, 2023. — 372 ¢. — ISBN 978-5-507-45999-5. — Tekcr : anexTpoHHsIi // JIaHb
: BJIEKTPOHHO-OnOmoTeunas cucrema. — URL.: https://e.lanbook.com/book/292970
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUSA

YYEBHOM JUCIHUIIINHBI
Pe3ysabTarsl 00yyeHus Kpurepum oueHkn MeTtoanbl
OLIEeHKH

[Tepeuens 3HaHUH, OCBaUBAEMbIX B PAMKaX TUCITUTLIAHBI
3HaHUs: He menee 60% Bepubix | TectupoBanue
- OCHOBHBIC TIOHSTHUS JOKYMEHTAI[MOHHOTO | OTBETOB
o0ecrieyeHus yrpaBIeHHUS;
- HOMEHKJIaTypa UH(POPMAILIMOHHBIX HCTOUYHUKOB,
MIPUMEHSIEMBIX B npodeccuoHaIbHOM
NeSITeNIbHOCTH;
- TOHATHS  NYyONUYHBIX W TPUBATHBIX
JIOKYMEHTOB;
- TpeOOBaHUs K COCTaBIICHUIO u
0 OpPMIICHHUIO TOKYMEHTOB;
- OCHOBHBIE CTaHJAPTHI O(OPMIICHHUS] TEKCTOBBIX
1 TaOJITUYHBIX JOKYMEHTOB;
- OCHOBHBIE MpaBuja U TpeOOBaHUS K CTPYKTYpe
JTIOKYMEHTOB;
-OpraHu3alul  JIOKYMEHTOOOOpOoTa:  MpHUeM,
00paboTKy, perucrparuio, KOHTPOJIb,
XpaHEeHHE JIOKYMEHTOB, HOMEHKJIATYPY Aedl.
[Tepeuens yMeHUI, OCBAMBAEMBIX B paMKax JUCITUTUITHHBI
YMmenus:
- TpPUMEHATh cpeacTBa HMH(POPMAIMOHHBIX | Pe3ynbrarel Ornenka
TEXHOJIOTUH ISl pelieHus: NMpo(ecCUOHANBHBIX | BHIIIONHEHUS 3aJJaHUi | pe3ybTaToOB
3ajay; COOTBETCTBYIOT BBITIOJTHCHUS
- TPAaMOTHO H3JIaraTh CBOM MBICTH U O(OPMIIATH | 3aJaHHBIM IIA0JIOHAM | IPAKTHYECKOU
JIOKYMEHTBI 10 NMPodeCcCHOHATBHON TeMaTHKE Ha | M TpeOOBAHUSM. paboTsl
TOCYJapCTBEHHOM SI3BIKE; [Tpu BBITOTHEHUT DKCTepTHOE

- CO31aBaTh JOKYMCHTEI Ha OCHOBC HIa6J'IOHOB;
-O(i)OpMJ'ISITB AOKYMCHTAIIUIO B

COOTBETCTBHH C HOPMAaTHBHOM

0a30ii, ucroab3ys UH(pOpMalMOHHbIE
TEXHOJIOTHH;

- B3alMO/ICIICTBOBATH c KOJIJIEraMH,
PYKOBOJICTBOM, KIIMEHTaMH B xoJe

po¢eCCUOHATBHON EATETLHOCTH
-UCIIOJIb30BATh TCIICKOMMYHHKAIITMOHHBIC
TEXHOJIOTUH B
JOKYMEHTO000pOTE.

9JICKTPOHHOM

3a1aHUI
UCIIOJIb30BaHbI
panroHaIbHbIE
METO/IbI U CPECTBA
00paboTku
nH(popManuu.

HaOJIr0IeHuE 3a
X0JIOM
BBITTOJIHEHUS
[IPaKTUYECKON
paboTbI
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