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_ 1. OBIIASL XAPAKTEPUCTHKA
PABOYEH ITPOI'PAMMBI YYEBHOU JUCHUTIJIMHBI
OI1 03 «/lokymeHTaHOHHOE O0ecneYeHue yIpaBJIeHHU )

1.1. O6saacTh NpuMeHeHUs padoyeil MpPOrpaMmbl

Pabouas mporpamMma y4eOHON AUCIUILTUHBI SIBJISETCS YaCThIO MPOrPAMMBI TIOJITOTOBKH CIICIIH-
anuctoB cpeanero 3BeHa (manee — [IIICC3) no cnenmansaocT 38.02.06 «duHancky. KBanmdukamms:
¢uHaAHCHUCT.

VYuebnas gucruruinHa «/JlokymMeHTanMOHHOe oOecneyeHue ynpaBjeHus» odecrieunBaet Gpop-
MHUPOBaHHE OOIIMX 1 TPOGECCHOHATBHBIX KOMITETEeHIUH 1Mo BuaM nestenbHoctd @I'OC mo crenuans-
HocTH 38.02.06 «DuHAHCHIY.

1.2. Heab ¥ nu1aHupyemble pe3yJabTaThl 0CBOCHHU S AUCHUIIMHBI:

HIIE,O?)K Vmenuns 3HaHusAg
OK1, |e 0(hOpMIIATH TOKYMEH- | ® HOHSTHE, [IEJTH, 33]]a4H U TIPHHITAIIBI ICTIOTPOM3-
OK 2, TalUIO0 B COOTBETCTBUH C HOP- | BOACTBA;
OK 3, | maTuBHOIi 6a30ii, B TOM 3 CHCTEMBI IOKYMEHTAIMOHHOTO 00€eCTICYeH s
OK 4, | uncie ¢ uCronb30BaHUEM UH- | YIIpaBIICHHUS;
OK'5, | GopMaIrMOHHBIX TEXHOJIOTHH; | e KITACCU(PUKALIUIO JTOKYMEHTOB;
OK6, |e UCIONB30BaTh YHU(DU- | o TpeOOBaHMS K COCTABICHUIO U O()OPMIICHHUIO JOKY-
OK'7, | muposanusle GpOpMEI JTOKY- MEHTOB;
OK'8, | menToB; ° OpraHM3aIio JOKYMEHTO000pOTa: mpueM, oopa-
OK9, hd OCBanBaTh TCXHOJIO- O0TKY, pEerucTpaiuio, KOHTPOJb, XpaHEHHE IOKYMEHTOB,
K 1.4 | ryn aBTOMAaTU3UPOBAHHOMN HOMEHKJIATYPY JEI
IIK 3.2 00paboTKH JOKYMEHTAITNH;

. OCYIIIECTBIISATH XpaHe-

HUE ¥ ITOUCK JOKYMEHTOB;

. HCIIOJIB30BaTh TEIIe-

KOMMYHHKAITUOHHBIE TEXHO-

JIOTUH B 3JICKTPOHHOM JIOKY-

MEHTO000pOTE

B pesynbrate ocBoeHHMs 0Opa30BaTENBHOW IPOrPaMMBbl Yy BBIIYCKHHUKA JIOJDKHBI OBITh
chopmupoBaHbl 001IHE U TPOPECCHOHATBHBIC KOMITCTCHIIHH
OK 01. BeiGupats crioco0s! pemeHus 3a1a4 IpopecCuoHaIbHOM e TeNbHOCTH IPUMEHUTENHHO K pa3-
JIMYHBIM KOHTEKCTaM;
OK 02. Mcnonp30BaTh COBpEeMEHHBIE CPEICTBA MIOMCKA, aHAIN3a U HHTEPIIPETallui MH(OPMAIK U HH-
(opMaLMOHHbBIE TEXHOJIOTUH [ BHIIOJIHEHUS 3a/1a4 IPO(EeCCUOHAIBHON JeATENbHOCTH;
OK 03. IInanupoBaTh M pealn30BbIBaTh COOCTBEHHOE MPO(ECCHOHANBHOE M JUYHOCTHOE pa3BUTHE,
IPEANPUHUMATENBCKYIO JESITEIBHOCTh B PO ECCUOHAIBHON c(epe, UCIO0Ib30BATh 3HAHUS 10 MPaBO-
BOI 1 (PMHAHCOBON TPAMOTHOCTH B PA3JIUYHBIX KU3HEHHBIX CUTYAIHIX;
OK 04. Db dexTrBHO B3aUMOACHCTBOBATH U pabOTaTh B KOJUICKTUBE U KOMAaH/IE;
OK 05. OcymiecTBiasTh YCTHYIO M TUCbMEHHYI0O KOMMYHHUKAIIMIO HAa FOCY1apCTBEHHOM si3bIke Poccuii-
ckoit Deaepanuu ¢ y9eTOM 0COOCHHOCTEH COIMAIBbHOTO U KYJIbTYPHOTO KOHTEKCTA,
OK 06. IIposBasTh Ipak1aHCKO-MATPUOTUYECKYIO TO3UIIMIO, TEMOHCTPUPOBATH OCO3HAHHOE MOBEC-
HUE Ha OCHOBE TPAJULIMOHHBIX POCCUICKUX TyXOBHO-HPABCTBEHHBIX LIEHHOCTEN, B TOM YHCJIE C YUETOM
rapMOHU3AIIUN MEKHALIMOHATIBHBIX U MEXPEIUTHO3HBIX OTHOIICHUN, TPUMEHATh CTaHapThl aHTUKOP-
PYIILMOHHOTO OBEJCHHUS;
OK 07. CozeiicTBOBaTh COXpaHEHUIO OKPYXAIOIIEH Cpelbl, pecypcocOepeKeHUI0, TPUMEHSATh 3HAHUS



00 M3MEHEHUH KJIMMaTa, MPUHIUIIBI OEPEXINBOTO MPOU3BOICTBA, IPPEKTUBHO IEHCTBOBATH B UPE3BHI-
YalHBIX CUTYalUsIX;

OK 08. Hcrnonp3oBaTh cpencTBa (PU3NUECKON KyIbTYpPhI JUIsI COXPAHEHUSI U YKPEIUICHHs 30POBbS B
nporecce NpohecCHOHATLHON AeATETbHOCTH U MOAJIEpKaHU HEOOXOJMMOr0 YpOBHS (PU3MUECKOM MoA-
TOTOBJICHHOCTH;

OK 09. I[Tonp30oBaTbcs MpodecCHOHATBHON JOKYMEHTAIMEH Ha TOCYAapCTBEHHOM U HHOCTPAHHOM SI3bI-
Kax.

IIK 1.1. O6pabaTbiBaTh NIEPBUYHBIC OYXTAITEPCKHUE TOKYMEHTHI;

1K 3.2. CocTaBnsaTh (pHAHCOBBIC TUIaHBI OPraHU3ALUU

CTPYKTYPA U COJAEPKAHUE YUYEBHOM JJUCIUTLJINHBI

2.1. O0beM yueOHOI JMCUMIIJIMHBI M BUABI Y4eOHO# padoThI

Ne . O0bem
/i Bup y4yeoHoii padoThI qACOB
1. O0beM padoThI 00y4AIOIIMXCH BO B3aMMOJAEHCTBUH C MpPeNnoaaBaTeieM 32
B TOM YHCIIE:
— TeopeTHyYecKoe 00y4yeHue 18
— MPaKTHYECKUE 3aHITHUS 14
— B (hopMe MPaKTUIECKON TTOATOTOBKH 24
— INPOMEKYTOYHAs aTrTecTanus B popMme 1uppepeHIUPOBAHHOIO 3a4eTa 2
2. CamocrosiTesibHAsi BHeayAUTOPHast padoTa o0y4aromuxcs -
Bcero mo gucnumn/inHe B paMKax odpa3oBaTeibHO MPOrpaMmbl 32




2.2. TeMaTH4yecKHi IJIAH U COJepPKaAHNE YUeOHOH TUCIUNINHBI

O0BeM yacoB

Koanl xomne-
TeHUMH, (op-
B popme ’
HaumenoBanme pa3- | Coaepkanue yueOHOro Marepuasa u GopMbl OpraHu3annu NPaKTH- MHPOBAHHIO
eJI0B M TeM AeSATEILHOCTH 00y4aI0IHXCs BCero yeckme | NPAKTHEC- | oTopbIx cro-
sapsitus | CRCMHOA= | coGeTBYyeT di1€-
TOTOBKH MEHT HpO'
rpaMMBbl
1 2 3 4 5 6
Paszgea 1. Teoperuueckue 0CHOBBI JOKYMEHTAIIMOHHOTO O0ecnieYeHHusl yIPaBJIeHUs 8 2
Tema 1 Conep:kanue y4eOHOro MaTepuasia 2 - 2
Teoperuueckne oc- | | 1. HopmaTuBHO-MeTOAMYECKas 6a3a JOKYMEHTAIIHOHHOTO
HOBBI 1OKYMEHTALHU- | o0ecrieueHHs YIIPaBICHUSI.
OHHOTO0 ol0ecrnevyeHust 2 - 2
ylpaBJieHUs
1.2. Enunsie TpeboBaHMs U MpaBmiia 0hOPMIICHHS pEKBU3UTOB
JIOKYMEHTOB B COOTBETCTBHUU C IEUCTBYIOIIUM CTaHAAPTOM.
2 - - OK 01, OK 02,
1.3. OcHOBHBIE TPeOOBAaHUS K COCTABICHUIO TEKCTOB CITY>KEOHBIX OK 05, OK 09
JIOKYMEHTOB
2 - -
IIpakTuyeckue 3aHATHS
Ilpakmuueckoe 3anamue Ne 1
Paborta Hag OTAETBHBIME PEKBU3UTAMH, HX O(POPMIICHHEM B TIO
3aJJaHHBIM YCJIOBUSAM 2 2 2
Tema 2.1. Conep:kanue y4ye0OHOro MaTepuasia 18 10 14
OcHoBHbIe BUIBI 10- | |.O6mas XapakTepuCcTHKA U Ha3HaYeHHE H(POPMAIMOHHO-CIIPa-
KYMEHTOB yIIPAB- | poyypix qOKyMEHTOB. JJIEKTPOHHOE muchMo. [IpaBoBoe obecre- OK 01, OK 02,
JIeH‘IeCl:l(())I(/:IT):I[:ﬂTeJIB- YeHMe 2 _ _ OK 05, OK 09
2.2. OcHOBHEIE (PYHKIIMYU PACTIOPAAUTENLHBIX JOKYMEHTOB. Tpe- MK 1.1
OOBaHUS K COCTABJICHUIO 2 - -




2.3 Buapl paciopsauTenbHON TOKyMEHTaluu. Y HU(pUIIMpOoBaH-
HbIe ()OPMBI PACTIOPSIIUTENBHBIX IOKYMEHTOB

2.4.]1oroBOpHO-TIpAaBOBas TOKYMEHTAIIHS.

Hpaxmuuecxue 3aHAmMuUA

Ilpakmuueckue 3anamusn Ne2

CocraBnenue u oopMIICHHE TI0 3aJJaHHBIM YCJIOBHUSM HH(POpMa-
LHMOHHO-aHAIUTUYECKOW CIIPABKU U JOKJIATHOMN 3aIIUCKHU

Ilpakmuueckue 3anamusa No3

Cocrasnenue u ohopmiieHHE CITY>KeOHBIX THCEM IO 3a1aHHBIM
YCIIOBUSM

Ilpakmuueckue 3anamusa Ne 4
Cocrasnenue u opopmiieHUE aKTa 10 33JaHHBIM YCJIOBHUSIM

Ilpakmuueckue 3anamuaNe 5

CocraBienue 1 opopMIICHHE 10 3aJaHHBIM YCIOBHSIM PacIopsi-
JUTENBHBIX JOKYMEHTOB

Ilpaxkmuueckue 3anamusa Ne 6

Pabota ¢ TekcTamMu pa3zenoB TPYI0BOTO J0TOBOpPa MO 331aHHBIM
YCIIOBHSIM

Tema 3

KommniexkcHoe opra-

HHU3ALHOHHO-TEXHH-

yeckoe odecneyeHune

padoThI cnenuaIn-
cTa

Conep:xanue yueOHOro MaTepuasa

1.Opranusanus paboTsl ¢ JoKyMeHTamu. HoMmeHkmarypa nen.
WudopmMannoHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTHH B padoTe C
JOKYMEHTaMH.

Ilpakmuueckue 3anamua Ne 7

Cocranenue u opopmiieHue GpparMeHToB: HHOOPMAITMOHHBIX U
perucTpanoHHbIX (HOPM, HOMEHKIIATYPBI JIE] 10 33JaHHBIM
YCIIOBHSIM

OK 01, OK 02,
OK 05, OK 09
IIK 3.2

BHeayauTopHasi camocTosiTeJibHAsI padoTa

IIpome:kyTounasi arrectauusi B popme n1udpdepeHIUpoBaAaHHOIO 3a4éTa

Bcero

32

14

24
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3. YCJOBUSA PEAJIU3AIIMU ITPOTPAMMBI YYUEBHOM TV CHUIIIMHBI

3.1. Jlas1 peanu3anuy NporpaMMsbl y4eOHOM THCHUIIHHBI JOJLKHBI ObITH NPELyCMOTPEHbI
CIeAyIOIIHe ClelalbHbIe TOMEIICHHUS:

Kabuner «/lokyMeHTallMOHHOTO OOECTeYeHHUsl YIpaBlIeHHUs», OCHAIIEHHBIH 000pyIOBaHUEM:
NO0CaJI04YHbIE MECTa IO KOJMYECTBY OOYYaIOIIMXCS, IIKA(bI-CTENIaXKU Ui pa3MelleHus y4eOHo-
HarJSIIHBIX TIOCOOUH M TOKYMEHTaIuy, pabodee MecTo MpenoaaBarest, KOMIUIEKT yueOHO-HATIISIHBIX
nocoOui, METOAMYECKHE MaTepuaibl IO JUCHUILIMHE; TEXHUYECKUMH CpPEICTBAMU OOYy4EHUs:
KOMITBIOTEPHOE, COOTBETCTBYIOILIIEE COBPEMEHHBIM TPEOOBAHUSAM OE30MACHOCTH U HAAEKHOCTH,
MyJIbTUMEANHHOE 000py10BaHKE (IIPOEKTOP U MPOEKIMOHHBIN 3KpaH), JIOKAJIbHAs CETh C BBIXOJOM B
Internet.

3.2. UaopMannoHHOe o0ecnieyeHne peain3aliu MporpaMmbl

Jins peanu3anyy TporpaMMbl OMOMMOTEYHBIM (OHA KOJUIEIKAa pAacIoyiaraeT IeYaTHBIMH U
AIIEKTPOHHBIMU  00pa30BaTEIbHBIMH M WH(GOPMAIMOHHBIMH pECypcaMH, PpEKOMEHIyeMble s
HCTIONIb30BaHUs B 00pa30BaTEILHOM IpOIiecce

3.2.1. OcHOBHBbIE HCTOYHUKH

1. T'OCT P 7.0.97-2016. Hatnonanensiii crannapt Poccuiickoit @enepannu. Cucrema ctaniap-
TOB 10 WH(MOPMALIUU, OMOTHOTEYHOMY U M3JaTeNbCKOMY Aeny. OpraHu3alroOHHO-PACTIOPSAUTEIbHAS
nokymeHTtanus. TpeOoBanumsi kK odopmieHuio aokymeHToB" (yTB. Ilpmkazom Poccranmapra ot
08.12.2016 N 2004-ct) (pexn. ot 14.05.2018)

2. "T'OCT P 7.0.8-2013. HamuonansHbiii ctanaapT Poccuiickoit denepanuu. Cucrema
CTaHJAPTOB MO MH(pOpMAIMH, OUOIUOTEUHOMY U M3JaTeIbCKOMY Jeny. JleIonpon3BoICTBO U
apxuBHOe zAeno. Tepmunsl u onpenencuus” (yrB. IIpukaszom Poccranmapra or 17.10.2013 N
1185-cT)

3. Ab6ynamse JI. I'. JlokymeHTanmmoHHOE obecrieueHue ympasieHus. JJokyMeHTOO00pOT U JIeNo-
npou3BocTBO: yueOHuk//1.I'. A6aynagze — M.: FOpaiir, 2022. — 300 c.

4. Jloponuna, JI. A. JIOKyMEHTAIIMOHHOE OOECTICUCHHUE YIIPABJICHHS: YICOHUK U IPAKTUKYM JIJIs
cpennero npodeccuoHanbHoro oopazosanus / JI. A. Jloporuna, B. C. UpurukoBa. — Mocksa: W3na-
tenbeTBO FOpaiit, 2022. — 233 c.

3.2.2. DJIeKTPOHHBbIE U31AHUA (IJIEKTPOHHbIE PeCypChl)

1. http://portal.tolgas.ru/edt/ef eo/edt4399/8.htm/ - DnexTponHbIi yuebnslit kype: 10OY

2. http://www.edou.ru/enc/vvedenie.php/ - DHIUKIIONIE AN ASTONPONU3BOACTBA

3. http://www.termika.ru/dou/ - TEPMUKA. [lenonpon3BoACTBO U 3JIEKTPOHHBIN TOKYMEHTO-
oboport

4. http://www.garant.ru/ - lnopmarmonHo-nipaBoBoii moptai «l'apant»

5. http://www.consultant.ru/ - Kommaaus «Koncynsrantllmtocy

6. JIOKyMEHTOBEICHUE W apXUBOBEACHUE [DJIEKTPOHHBIN PeECypc]: ClIOBapb-CIPABOYHUK IS
CTYAEHTOB, oOyy4aronuxcs o crnenuansuoctu 032001 JlokymMeHTOBEICHHE U TOKYMEHTAIlMOHHOE 00ec-
neyeHue ynpasienus / O. I'. Ycanosa, A. B. JlymnaukoBa, A. I'. A3narynoa, M. B. Moropras. —
DJEeKTPOH. TeKCTOBbIE NaHHbIE. — YensaOuHck: YensOMHCKU rocy1apCTBEHHBI HHCTUTYT KYJbTYpPHI,
2024. — 116 c. Pexxum nocryna: http://www.iprbookshop.ru/56404.html

3.2.3. JlonoJTHUTEIbHbI€ HCTOYHUKHU

1. KazakeBuu T. A. JlokyMeHTalMOHHOE OOecTieueHHEe YIPaBICHH: YUCOHUK U MPAKTUKYM JIJIs
CIIO / T. A. KazakeBuu, A. U. Tkanmuu. — 2-e u3., ucnp. u non. — M. : Opaiit, 2019. — 177 c.

2. Kysnuenos, 1. H. JlokymeHTarmonHoe obGecrieueHre yrpasieHus. JJOKkyMeHTo000poT u Jie-
JIOTIPOM3BOJICTBO: YYEOHHK M TIPAKTUKYM ISl cpenHero npodeccuonansHoro oopazosanms/ M. H. Kys-
HEIoB. — 3-¢ u3., nepepad. u qom. — Mocksa: M3narensctso FOpaiit, 2021. — 462 c.

3. JlokyMeHTOBe/IeHHE: YUeOHUK U MPAKTHKYM JUISI CPEAHETO MPOQecCHOHATBHOTO 00pa3oBa-
uus / JI. A. Joponuna [u np.]; mox pemaknueit JI. A. JlopoHuHoii. — 2-¢ u3a., nepepad. u J0m. —
Mockga: M3narensctBo FOpaiit, 2021. — 309 c.
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4. KOHTPOJIb 1 OHEHKA
PE3YJIbTATOB OCBOEHUA YYEBHOU JUCHUITJINHBI

Pe3ynbTarnl 00yyeHus

Kpurepum oueHku

MeToabI OLIEHKH

. MIOHATHE, LENH, 33/1a4H U
IPUHIINIIBI IETONPON3BOJICTBA;

. CHCTEMBI JOKYMEHTAI[OH-
HOTO 00€CTIeYEeHNUS! YIIPaBICHHS;

. KJIacCU(UKALUIO TOKYMEH-
TOB;

. TpeOOBaHUS K COCTABICHHIO
1 0)OPMIICHHUIO TOKYMEHTOB;

. OpraHu3aIHI0 TOKYMEHTO-

oboporta: nmpueM, 00paboTKy, peru-
CTpalliio, KOHTPOJIb, XpaHEHUE JI0-
KYMEHTOB, HOMEHKJIATYpY JIeJT

IlonHOTa OTBETOB, TOUHOCTH
(bOopMyITMPOBOK, HE MEHEE
75% npaBUIIbHBIX OTBETOB.
He menee 75% npaBuiibHBIX
OTBETOB.

Texkymuii KOHTPOJIb

NPH NPOBeJIEHUN:

- YCTHBIX 3a4€TOB;

- IOHATUHHBIX JUKTAHTOB;

- OLICHKH pe3yJIbTaTOB Ca-
MOCTOSITEIBHOU pabOoThI
(moxsanoB, pedepaTos, TEO-
pPETUYECKOMN YacTH Kypco-
BBIX paboT M T.J.)

IIpomeskyTOuHas aTTeCcTa-
nus

B popme auddepenuupo-
BaHHOTO 3a4eTa

. o(hopMIIATH TOKYMEHTAITHIO B
COOTBETCTBUH C HOPMATHUBHOM Oa-
30i, B TOM YHCIIE C UCTIOJIb30BAHUEM
MH(POPMALMOHHBIX TEXHOJIOTUH;

. UCIIOJIb30BaTh YHUDHULIHPO-
BaHHBIC ()OPMBI TOKYMEHTOB;
. OCBauBaTh TEXHOJIOTUH aBTO-

MaTH3UPOBAHHOM 00pabOTKH JOKY-
MEHTAIINY;

° OCYHICCTBJIATH XPAHCHUC U
IMOMCK JOKYMCHTOB;
° HCIIOJIb30BAaTh TCJICKOMMYHU-

KaI[HOHHBIC TEXHOJIOTUH B 3JICK-
TPOHHOM JIOKYMEHTO000pOTE

[IpaBUIBLHOCTD, MOJTHOTA BbI-
MOJIHCHUS 3aJaHUM, TOYHOCTh
(bOpMyYITUPOBOK, TOYHOCTH
pacyeTos.

AJIGKBaTHOCTBH, OITTHMAaJIb-
HOCTb BEIOOpA CITOCOOOB JIeHi-
CTBHI, METOJIOB, TEXHHK, I10-
CIICJIOBATEIILHOCTEH JeH-
CTBUH H T.JI.

To4yHOCTH OIIEHKH, CaMO-
OIICHKH BBITTOJTHCHUS.
CootBeTcTBHE TPEOOBAHUIM
WHCTPYKIIUH, PETJIAMEHTOB
PanmonanbHOCTE AeficTBUN U

T.0.

Texkyummuii KOHTPOJIb

NP NPOBEICHUH:

- MPAaKTUYECKUX padoT;

- OLICHKH pe3yJIbTaToB ca-
MOCTOSITEIBHOU paboTHI (pe-
[ICHUH 33124, 3aIOTHCHHUS
0JIAaHKOB JJOKyMEHTOB; TPaK-
TUYECKOU YaCTH KYPCOBBIX
paboT U T.1.)

IIpome:xxyTOoyHast aTTECTA-
nus

- OIICHKA MIPAaBUIILHOCTH pe-
LIEHUs 3a7ay;

- OIICHKA MTPABUIILHOCTH 3a-
TTOJTHEHUS U 0OPMIICHUS
OJJaHKOB JJOKYMEHTOB
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