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1. OBIIIASI XAPAKTEPUCTHUKA PABOYEN MPOT'PAMMBI YUEBHOM
JUCIUIIVIMHBI « IOKYMEHTAIIMOHHOE OBECIIEYEHHUE YIIPABJIEHUS»

1.1. MecTo IuCUMILIMHBI B CTPYKTYPE OCHOBHOM 00pa30BaTe/IbHOM MPOrpaMMBbI:

VYyeOnass gucruruinHa «JlOKyMEHTAIIMOHHOE OOECTICUeHUE YIPABICHUS» SIBISICTCS
BapUaTUBHOW YacThi0 O0OMENPO(PECCHOHANBHOTO IUKJIAa  OCHOBHOH MpodecCHOHAIbHOM
oOpa3oBatenbHOil mporpammbl B cootBeTcTBUM ¢ DPI'OC mno cnemmansHoctn21.02.06
WHpopMannoHHbIE CUCTEMBI 00ECTICYCHHS TPAOCTPOUTEIBHOM IEATEIILHOCTH U C(hOPMUPOBAHA
3a CYET BaApUATUBHON YACTH.

1.2. He.m; H INIAHUPYEMBIC PE3YyJbTAaThl 0OCBOCHUA TUCHUIIIMHBI:

B pamkax mporpamMmbl y4eOHOW NUCHUIUIMHBI 00YyYalOMMMUCS OCBAUBAIOTCS YMEHUS H
3HAHUS

Kon YMmenus 3HaHus

I1K, OK, JIP

IIK 4.4 - ohopMITITH u MIPOBEPATH | - OCHOBHBIC MTOHATHS: IENIH, 33JIa4l U

OK1-9 MPaBUIILHOCTH 0(OPMIIEHHS | TIPUHLIUIIBL JOKYMEHTAllMOHHOTO—

JIP 13-23 JOKYMEHTAllMM B COOTBETCTBUHM C | 00eCHeYeHHs yIIPABICHHUS;
YCTaHOBJICHHBIMH TPEOOBAHUSIMU, B | - CHCTEMBI JTIOKYMEHTAIHOHHOTO
T. 4. HCIIOJb3Yys I/IH(I)OpMaL[I/IOHHLIe 06GCH6‘~IGHI/I$I praBJ]eHI/Iﬂ’ UX—
TCXHOJIOI'HH, aBTOMATH3ALIUIO;

- MPOBOJHTH AaBTOMAaTHU3UPOBAHHYIO
00paboTKy TOKYMEHTOB;
- OCYIIECTBIISITh XPAaHEHHWE U TOUCK

- KITacCCU()MKALUIO TOKYMEHTOB;
- TpeOOBaHUS K COCTABIICHUIO U
0hOpPMIICHUIO TOKYMEHTOB

JIOKYMCHTOB;
- UCIIOJIb30BATh
TEJIEKOMMYHUKAI[HOHHBIC
TCXHOJIOTHHU B DJICKTPOHHOM
JOKYMEHTO000pOTe,

2. CTPYKTYPA U COJAEPXKAHUE YUEBHOM JUCIIUILIVHBI

2.1. O0beM y4eOHOI TMCUUIIIMHBI U BU/IbI Y4eOHOH padoThl

Buj yueOHoi padoThI O0bem B yacax
O0bem o0pa3oBaTe/IbHOI NPOrpaMMbl Y4eOHO 1M CHUIIJIMHBI 50

B T.4. B (hopMe NPAKTHYECKOH MOAT0TOBKH 8

B T.U.:

TeopeTuIecKoe oOydeHne 32
NPaKTUYECKHUE 3aHATHS 8
Camocmosmenvras paboma 10
[IpomexyTouHas aTTecTauMA(OuUppepenyuposanuslii 3auem)




2.2. TemaTH4yecKHii IJIaH U COJepPKAHUE YUeOHOI TUCIUTTHHBI

HanmenoBanue Coaepsxanue y4eO0HOro MaTepuaJia u (popMbI OPraHM3al UM AeATEJIbLHOCTH 00y4a0HUXCS Oo0vem B | Koabl komneTreHumii
pa3aejioB H TeM gacax H JINYHOCTHBIX
pe3yJIbTATOB,
¢opMupoBanuio
KOTOPBIX
crnoco0cTByeT
3JEMEHT
NporpaMmsl
1 2 3

Pa3nen 1. JlokyMeHTHpOBaHME 10

Tema 1.1. Cojaeprxanue yueOHOro MaTepuaJa 2 OK 1.- OK 9.

Ipeamer 1. TToHsATHE O TOKYMEHTE M €r0 (PyHKIUK 2 IIK 4.4

JeJIONPOU3BO/ICTBA. JIP 13 -23

Tema 1.2. Coaep:xxanue yueOHOro MaTepuaJia 8

HopmatusHo- 1. HopmaTuBHOE perysinpoBaHHUe OpraHu3aliui JJOKYMEHTO000poTa 4

MeTOoIHYecKas 2. Yaudukanus u CTaHJapTH3aIMs TOKYMEHTOB

OCHOBA CamocrosiTesibHas padoTa 00yyaumuxcst 4

JeJI0NPOU3BOACTBA. | O3pakoMuthes ¢ OKY /] 4

Paznes 2.0pranmsanys padoThl ¢ AOKYMEHTAMHA 40

Tema 2.1. Cojaeprxkanue yueOHOro MaTepuaJa 4 OK 1.- OK 9.

Cury:x6a 1. Cnyx0a JOKYMEHTAlHOHHOTO 00eCIICUCHHUS! YIIPABIICHUSI 2 IIK 4.4

JOKYMEHTAIHOHHOI0 | CamMocToATeIbHAS pa6oTa 00yYaI0IMUXCS: 2 JIP 13 - 23

obdecmevueHus PaccmoTtpeTs cTpykTypHBIE oipa3aeneHus ciyx0bl JJOY B 3aBUCHMOCTH OT YpOBHSA 2

YupasJieHusl. OpraHu3aliu 1 00BEéMa JOKYMCHTOB

Tema 2.2. Coaep:xaHue yueOHOro MaTepuaJia 2

Knaccupukanmus 1. YauduuuponanHnas cucrema gokymenrauu (Y C/I) 2

JAOKYMEHTOB.

Tema 2.3. Coaeprxanue yueOHOro MaTepuasa 6

JJ1eKTPOHHBbIi 1. DneKkTpOHHBIN JOKYMEHT U 3JIEKTPOHHBIH JOKYMEHTOO00OPOT 2

JIOKYMEHT 1 . CamocrosiTesibHasi padoTa 00yYarOIMXcst 4

3JIEKTPOHHBIM

Jl0KYMEHTO00GOpOT. CoctaBuTh KOHCHEKT 110 TeMe «[IpaBoBoe perynupoBanue B chepe oOpalieHus IeKTPOHHBIX 4




JIOKYMEHTOB

Tema 2.4. Conep:kaHue y4eOHOIro MmaTepuaja 4
IOpuauyeckas cuia | 1. bnanku 10KyMEHTOB. 2
JIOKYMEHTA 1 B TOM uynciIe IPAKTHYECKUX U JIA00PATOPHBIX 3aHATHI 2
TPCOOBAHMS K €r0 [IpakTnueckoe 3ansatue 1 «3anoHeHNE PEKBU3UTOB TOKYMEHTOBY 2
oopmiieHH 0.
Tema 2.5. Coaeprxanue yueOHOIro MaTepuaJa: 14
Buabl 10KyMeHTBI 1. IIpaBuiia ohopMIIeHUS] OPraHU3ALMOHHBIX JOKYMEHTOB
2. IlpaBuna opopmieHHs pacOPSAUTENbHBIX TOKYMEHTOB
3. IlpaBuna oopmieHns HHPOPMALMOHHO-CITPABOYHBIX TOKYMEHTOB 8
4. ITpaBuia opopmiIeHHsI JOKYMEHTOB 110 JINYHOMY COCTaBY
B ToM yunciie MpaKTHYeCKUX U JJA00PATOPHBIX 3aHATHIA 6
[Tpaktuyeckoe 3anstue 2 «OdopmiieHne Nprukasa, UHCTPYKLUN» 2
[IpakTnueckoe 3anarue 3 «OdpopmiieHre pacnoOpsKEHMs], 1€JI0BOrO IMChMay 2
[Ipaktuueckoe 3anstue 4 «OdopmiieHre TOKIATHON 3aMMCKU, PA3JIMUHBIX JOTOBOPOBY 2
Tema 2.6 Conep:xaHue yueOHOro MaTepuasa: 10
Opranuzanus 1. Dranbl 00pabOTKK ¥ NOPSJOK pabOThI C BXOAALUIMMH U UCXOISIIMMH JOKYMEHTaMU
JAOKYMEHT0000poTa | 2. PaboTa C BHYTPEHHUMH JIOKYMCHTAMHU
3. Perucrpanus 1oKyMEeHTOB 10

4, KOHTpOHL HCITIOJIHCHUS TOKYMCHTOB. HOMeHKHaTypa JCII

5. Opranu3aisi OnepaTuBHOIO XpaHEHHUs el

IIpomexxyTounas arrecranus (1uddepeHInpoBaHHbIN 3a4eT)

Bcero:

50




3. YCJIOBUS PEAJIM3ALIAA ITPOT'PAMMBbI YUEBHOM JTUCIATLINHBI

3.1. Ans peanu3anuy mporpaMMmbl y4eOHOU JUCHUIUIMHBI JOJDKHBI OBITH MPEyCMOTPEHBI
CIIC/TYIOIIHE CIIeUATbHBIC TOMEIICHHUS:
Kabuner « Coyuanbrho-3xk0HOMUYECKUX OUCYUNTUHY,
OCHAIIICHHBIN 000pyJ0BaHUEM:
- TI0CaJ0YHBbIE MECTA MO KOJIUYECTBY CTYJCHTOB;
- pabouee MecTO IpenoaaBaTes.
TEXHUYECKUMH CPEICTBAMH OOyUEHUS:
- KOMIBIOTEP C JUIIEH3UOHHBIM ITPOTPAMMHBIM 00€CTICUEHHEM;
- MHTEpaKTHBHAA JOCKa M MyJIbTHMEIHA IPOEKTOP;
- JIOKaJIbHAs CETh KOJUIeIKA.
B cnyuae neobxooumocmu:
cpeacTBa 00y4eHHs IPU AUCTAHIIMOHHOM (opme:
- JIOKQJIbHAsI CETh KOJUIE/KA;
- MPOrpaMMHOE o0ecTiedeHre o0IIero u NpodecCHOHATBEHOTO HA3HAYCHUS,
- KOMIUIEKT y4eOHO-METOAMYECKOM JOKYMEHTAIIH.
B ycnoBusiX TUCTaHIIMOHHOTO O0yUYCHHS:
- MHCTPYKT@X M BBbIAaYa 3aJaHds NPOHM3BOAMUTCS B (QoOpMe TelIeKOH(PEpPEHIUH B
nporpamme SKype;
- BCSl HEO0XO0IMMast IOKyMEHTAIHS BBICBLIACTCS 10 DJICKTPOHHOH I10UTE;
- oOpatHas CBSI3b M KOHCYJbTALMM OCYIIECTBIsSIIOTCS B mnpuioxenun WhatsApp,
BKkoHTaKTe U 10 JIEKTPOHHOM TOUTE;
- BBITMIOJTHEHHBIC 33/IaHUSI COOMPAIOTCS B apXHB M OTIIPABIISIOTCS HA 00JIAKO;
- 3a4eT, KOHTPOJIbHAsL paboTa OCYIIECTBISIETCS B JOpME TEICKOH(PEPEHIIMH B TPOTPaMMe

Skype.

3.2. UndopmannonHoe odecnevenne peaju3anum NporpamMmbl

Jis peanmu3anuy MPOrpaMMbl OMONMMOTEYHBIH (QOHI 00pa3oBaTENBLHON OpraHU3alNuN
JIOJDKEH MMETh TeYaTHbIe W/WJIH YJICKTPOHHBIE 00pa3oBaTelbHbIe M HHPOPMAITMOHHBIE PECYPCHI,
pexomennoBanHble ®YMO, nns ucnonb3oBaHus B oOpasoBarenbHOM Tmponecce. llpu
dbopmupoBannn OnbIMoTedHOro0 (PoHIa 00pa30BaTEIBLHON OpraHU3alell BEIOUpaeTCs HE MEHee
OJIHOTO W3JIaHWs M3 TIEPEUNCICHHBIX HIDKE MEYATHBIX M3JaHUN U (WIIH) SJIEKTPOHHBIX W3JIaHUH
B KaU€CTBE OCHOBHOTO, TP STOM CITUCOK, MOXET OBITh JTOTIOJTHEH HOBBIMU U3JIaHUSIMHU.

3.2.1. OcHoBHbIE MeYaTHLIE U3AAHUSA
1. I[lysanosa, H.H. JloxymeHTanmoHHoe oOecneyeHHe YIpaBIeHUS : Y4EOHUK U

NPaKTUKyM JJIsi cpeaHero npodeccuonanbHoro obpasosanus / H. H. lllyBanoBa. — 3-e u3n.,
nepepad. u gon. — Mocksa : M3narensctBo HOpaiit, 2023. — 247 c.

3.2.2. OCHOBHBIE 3JICKTPOHHbIE U31AHUA
1. I'OCT P 7.0.97-2016. HanuonansHblii ctranmapT Poccuiickoit ®Penepanuu.

Cucrema crapmaptToB 1o wuHpOpMAIMH, OWUOIMOTEYHOMY W  M3AATEIBCKOMY  JEINy.
OpranuzaluoHHO-PACTIOPSIUTENbHAS ~ JOKyMEHTanus.  IpeboBaHus K  OQOPMIICHHUIO
nokymeHToB» (yTB. Ilpmkazom Poccranmapra ot 08.12.2016 Ne2004-ct). [DAEKTpOHHBIN
pecypc]: http://www.consultant.ru



2. TOCT P 7.0.8-2013. HaumonanwsHubiii cranmapT Poccuiickoit denepanun. Cucrema
CTaHJApTOB MO WMH(pOpManuu, OMOIMOTEUHOMY M U3JATEIbCKOMY Aeny. Jenonpou3BOJICTBO U

apxuBHoe geno. Tepmunbel u omnpenenenus» (yrB. Ilpukasom Poccranpgapra ot 17.10.2013

Nel185-cr). [Dnekrponnslit pecypce]: http://www.consultant.ru
3. bacakoB, M. W. JlokymMeHTanoHHOE oOOecleueHue yrpaBieHUus (C OCHOBaMH

apxuBoBeaeHHs): yueonoe nocooue mius CIIO/ M. U. bacakos. — M.: KnoPyc, 2020 - 216 c.
[DnexTponnsIii pecypc]; Pexxum goctyma https://book.ru.

3.2.3. JlonoJtHUTEIbHbIE HCTOYHUKH
1. HenomnpousBoactBo [Tekcr]: oOpasmpl, JOKyMeHTHL. OpraHuzanusi ¥ TEXHOJIOTHUS
pabdotel/ B. B. I'amaxos, U. K. Kopnees, I'. H. Kcannonyno; pen.: M. K. Kopneesa, B. A.

KynpsieBa. - 3 uza., nepepad. u gor. - M.: [Ipocnext, 2012. - 480 c.: ni.

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUAA

YYEBHOM JUCHUTNIAHBI

Pezynomamul 06yuenus

Kpumepuu oyenxu

Memoowt ouyenku

3HATh:

- OCHOBHBIC IIOHATHA: LECIIH,
3aJa4du n IIPUHIUIIBI
JOKYMCHTAIITUOHHOT'O
obecnieyeHus YIIpaBJICHUS,

ITonHOTA 3HAHMIT 00 OCHOBHBIX
LEeNsX, 3a7a4ax U MPUHIIAIAX
JIOKYMEHTAIMOHHOTO 00eCTICUeHUs
yIpaBJICHUS

- CUCTCMbI

IlonHoTa 3HAHUU O cUCcTEMAX

JOKYMEHTAllMOHHOI'O JIOKYMEHTAIMOHHOT'0 00eCIeueHHUsI
o0OecrieueHUs  YIpaBJICHHUS,| YIPaBJICHUS

MX aBTOMaTH3aLUIO;

- KJIaCCU(PUKALUIO [TpaBHIIBHOCTH IPUMEHEHUS
JIOKYMEHTOB; KJIacCU(UKAIMOHHBIX TPU3HAKOB

-Tpe0OBaHUs K COCTABJICHUIO
1 0(pOpMIIEHUIO TOKYMEHTOB

[TonHOTA 3HaHMI O TPEOOBAHUAX K
COCTaBJICHUIO U
0hOpMIICHUIOJOKYMEHTOB

OneHka yCTHBIX U
TECTOBBIX OTBETOB.
O1cHKa BBIIOJHEHHS
BHEAYIUTOPHOU
CaMOCTOSITENIbHOM paOOThI

YMeTh:

- 0pOpPMIISTH U IPOBEPATH
NPaBUIBHOCTb
odopmIteHUs
JOKYMEHTAIUH B
COOTBETCTBHUH C
YCTAHOBJICHHBIMU
TpeOOBaHUSIMHU, B T. Y.
UCIIOJIB3YS
UH(POPMAaIOHHbIE
TEXHOJIOTHUH,

[TpaBriibHOCTH OOPMIIEHUS
JIOKyMEHTaluu

OreHka pe3yabTaToB
BBITTOJIHEHUS
MPAKTUYECKON pabOThI



https://book.ru/book/936262

- IPOBOJIUTH
ABTOMATHU3UPOBAHHYIO
00paboTKy TOKYMEHTOB;

[TpaBUIBHOCTH 0OPaOOTKH
JOKYMEHTOB

Onenka pe3ynbTaToB
BBITIOJTHEHUS
MPAaKTUYECKON pabOThI

- OCYHICCTBJIATH XPpaHCHUEC
H ITOHUCK JOKYMCHTOB;

ITpaBMIIBHOCTB OIIPENEICHHS CPOKOB
XPaHEHMS TOKYMEHTOB

Onenka pe3ynbTaToB
BBITIOJIHCHUS
MPAKTUYECKON pabOThI

- HCII0JIb30BaTh
TEJIEKOMMYHHUKAI[HOHHBIE
TCXHOJIOI'HU B
9JIEKTPOHHOM
JIOKYMEHTO000pOTe

JleMOHCTpalus UCIoab30BaHUSs
TEJICKOMMYHUKAIIMOHHBIX
TEXHOJIOTMH B JJIEKTPOHHOM
JOKYMEHTO0000poTe

JKcrnepTHOe HAbII0ACHHUE 32
XOJIOM BBITIOJTHEHUS
MIPaKTHYECKOH pabOTHI




