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1. MACIHOPT PABOYEM NPOT'PAMMBI JUCILUILIUHBI
TOKYMEHTAIIMOHHOE OBECIIEYEHHUE YIIPABJIEHUS»

1.1. O6n1acTb npuMeHeHus1 padoyeil MPOrpaMmbl

Pabouast mporpamMma IUCHUIUIMHEI SBIISETCS YacThio 00pa3oBaTEeNbHOM Mpo-
rpammbl B cootBeTcTBHM ¢ PI'OC 1o cnenuansHoctr 38.02.03 OnepanuonHas ae-
ATEIBHOCTH B JIOTUCTHKE.

1.2. MecTo AMCHMIUIMHBI B CTPYKType 00pa30BaTe/IbHON NMPOrpaMMBbl:
JUCUUIUIMHA BXOJUT B 00IENTPOPECCUOHATBHBIN ITUKJI.

B paMkax u3yudeHHs TUCHMIUIMHBI Y 00y4arommxcs GOpMHUPYIOTCS KOMIIE-
teriuu (OK, I1K), Bkmrogaroniue B ce0s1 ClTOCOOHOCTS.

OK 01. Beibupate ciocoObl pemieHus 3aj1ad npophecCUuOHAIbHON JIEsITelb-
HOCTH IIPUMEHHTENBHO K Pa3JIMYHBIM KOHTEKCTaM;

OK 02. Mcnonb30BaTh COBPEMEHHBIE CPENICTBA MOKCKA, aHAIWU3a U UHTEP-
npeTauu nHGopmauu 1 “HGOPMAIIMOHHBIE TEXHOJIOTHH IS BBITIOJHEHUS 3a]1a4
1po(hecCUOHANIBHOM e TENbHOCTH;

OK 03. IlnanupoBaTh U peaiu30BbIBATH COOCTBEHHOE MTPO(ECCHOHATEHOE U
JUYHOCTHOE Pa3BUTHE, MPEANPUHUMATEIBCKYIO JEATEILHOCTh B MPOPECCHOHAIb-
HOI c(epe, MUCHOAB30BATh 3HAHMS MO (PUHAHCOBOM TI'PAMOTHOCTH B Pa3IUYHBIX
YKU3HEHHBIX CUTYaIUsX;

OK 04. DddexTuBHO B3anMOACHCTBOBATh U pabOTaTh B KOJIJIEKTUBE U KO-
MaHJIE;

OK 05. OcymiecTBisATh YCTHYIO U NMMCbMEHHYK0 KOMMYHMKAIIMIO Ha TOCY-
JTapCTBEHHOM si3bike Poccuiickoit denepannu ¢ yueToM 0COOCHHOCTEM COlMalib-
HOT'O U KYJIbTYPHOTO KOHTEKCTA;

OK 09. ITonb3oBaThcsi MPOPECCHOHAIBHON JOKYMEHTAIlME Ha Tocyaap-
CTBEHHOM M MHOCTPAHHOM SI3bIKaX.

IIK 1.1. OcyiiecTBasiTh CONPOBOXKACHUE, B TOM UYHKCIIE JOKYMEHTAIIMOHHOE,
IIPOLIETYPHI 3aKYTIOK.

I[IK 1.3 OcymecTBasiTh JAOKYMEHTAIMOHHOE COIMPOBOXKIACHUE CKIAICKHUX
OTeparvu.

1.3. TpeGoBanus K pe3yibTaTaM OCBOEHUS M CIUNJINHBI:

B pamkax nmporpaMmbl JUCHUILUIMHBI 00YUYaIOIITUMUCS OCBAUBAIOTCS

Kox IIK, OK YMenus 3HaHMA
OK 01 - o(opMIATH JOKYMEHTAlMIO B | - MOHSATHE, LeNH, 33Ja4d ¥ TNPHHIUIBI
OK 02 COOTBETCTBUM €  HOPMAaTHBHOM | IE€JIONPOU3BOJICTBA;
OK 03 6a30i, B T.4. UCIIONIB3YS | - OCHOBHBIE MIOHSITHSA
OK 04 WH(pOpPMaAITMOHHBIE TEXHOJIOTHH; JIOKYMEHTAIlHOHHOTO oOecrieueHus
OK 05 - YHU(DUIUPOBATH CUCTEMBI | YIPaBICHUS;
OK 09 JIOKYMEHTAIlUH; - CHUCTEMEI JIOKYMEHTAllHOHHOTO




IK.1.1
I1K.1.3

- OCYIIECTBIISITH XPaHEHUE U IMOUCK
JIOKYMEHTOB;

- OCYILECTBJISITH ~aBTOMATHU3AIIHIO
00pabOTKH JOKYMEHTOB;

- UCIIOJIb30BaTh TEJIEKOMMYHHUKAIIH-
OHHBIC TCXHOJIOTMU B 3JICKTPOHHOM
JOKYMEHTO000pOTE

obecrieueHusl yrpaBIeHUs,

- KJIaccU(DUKAIHIO IOKYMECHTOB;

- TpeOOBaHUS K COCTaBJICHHIO U
0(OPMIICHHIO IOKYMEHTOB;

- OpraHm3alup  JOKYMEHTOOOOpOTa:
npueM, 00paboTKa, pErucTpaius, KOH-
TPOJIb, XpPAaHEHUE JIOKYyMEHTOB, HOMECHKJIA-
Typa aei

1.4. Kosin4ecTBO 4aCOB Ha OCBOEHME NMPOTrPAMMBI JUCUMILJIMHBI:
MaKCHUMaJbHOW yueOHOU Harpy3ku oOydaromierocs 52 yaca, B TOM YHCIIE:
AJIs1 0YHOM (pOpMBbI O0yUeHUS:
00s13aTeNbHON ayIUTOPHON yueOHOM Harpy3ku obydaromerocs 46 4yacos;
CaMOCTOSITENIbHOM paboThl 00ydaromerocs 6 4acos.
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2. CTPYKTYPA U COAEP/ KAHUE JUCHUIIJIMHBI
TOKYMEHTAIIMOHHOE OBECIIEYEHHUE YIIPABJIEHUS»

2.1 O0beM TUCHMILIMHBI U BHAbI y4e0OHOH padoThl

JJIA OYHOM (popMBbI 00yYeHUA

Bua yueOHoit padoThl Oovem
uacoe

MakcuMmanbHasi yueOHasi HArpy3ka (Bcero) 52
Oo0s3aTeIbHAA ayAUTOPHAasi yueOHAsi HArpy3Ka 00y4aromerocs 46
(Bcero)
B TOM YHCJIE:
PAKTUYECKUE 3aHITHUS 16
CamocrosiTeibHasA padboTa o0y4yawierocs (Bcero) 6
B TOM YHCJIE:

[TpomexxyTouHas arrecranus B popme quddepeHImpoBaHHOTO 3a4eTa
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2.2 TemaTu4yecKHii JIaH U COAEPKAHNE TUCUMILIUHBI «/[0KyMeHTAIIMOHHOE 0O0eciieYeHue YyIpaBJIeHus»

JUIs1 OYHOM (hOpMBI 00YUICHUS

Koanbl
KOMIIeTeHIIUi,
(popmupoBanuio
HaunmenoBaHue Coaepsxanue y4eOHOro MaTepuaJia, NpakTHYecKue padoThl, caMoCTOsITeJIbHAS padoTa O0bem
pa3zeioB U TeM o0yuyaroLuxcs 4acoB KOTOpbIX
crnoco0cTByeT
3J1eMeHT Npo-
rpaMMbl
1 2 3 4
Paznen 1. Opranu3auusi 10KyMeHTO000POTA HA NPeINPUITHH 16/-12
Tema 1.1. Coaepsxanue y4eO0HOro MaTepuaJia IK.1.1, TIK.1.3,
JlokyMeHT U cucTemMa 3HaueHUEe U COJACPKAHHME JUCIUIUIMHBI «J/[OKyMEHTAI[MOHHOE OOECICUCHUE YIPABICHHUS. OK 01, OK 02,
IOKYMEHTALMH [ToHsTHE TEPMUHOB «IOKYMEHT», «IOKYMEHTUPOBAHUEY, «IOKYMEHTALIHOHHOE O0ecIeyeHue 2 OK 03, OK 04,
ynpasieHUs». Y HU(UKALUs ¥ CTaHAAPTU3ALUH YIIPABJICHUECKUX JTOKYMEHTOB. OK 05, OK 09
Knaccudukanus 10KkyMeHTOB opranu3anui. OyHKIHN JOKYMEHTOB. 2
IToHsiTHE M cOCTaB PEKBU3UTOB JTOKyMeHTa. CXeMBbl pacroyioKeHUs pekBU3UTOB. lloHsATHE 1 2
BUJIBI OJTAHKOB JOKYMEHTOB. HopMaTHBHO-TIpaBoBOE oOeciieueHue AeJI0NPOU3BOICTBA.
Tema 1.2. Opranu3za- Conep:xanue yueOHOro MaTepuaJa
Hst JOKyMenTo060opo- | [[OHATHE M NPUHLMIIBI OpraHu3aluK A0KYMEeHT0000poTa. CocTas U yueT 00bema JJOKyMEH- IIK.1.1, TIK.1.3,
Ta HA NPeANPUATHH To0OOpoTa mpennpuiaTuii. Opra"u3anys padoThl ¢ BXOASIIEH, NCXOIAIICH 1 BHYTPEHHEH 10- 4 OK 01, OK 02,
KymeHTanueid. KoHTposib uCrosTHeH!s TOKYMEHTOB. OK 03, OK 04,
Pabora ¢ BHyTpeHHUMH TOKyMEHTaMH. ba3bl TaHHBIX 171 XpaHeHUs] JOKYMEHTOB. 3aKOHO/1a- OK 05, OK 09
TEJIbHBIE aKThl U HOPMAaTUBHO-METOJUYECKHE AOKYMEHTHI 110 apXMBHOMY XPaHEHHUIO JIOKY- 2
MEHTOB.
Pabora c 3anpocamu. PaboTa ¢ 31eKTpPOHHBIMH JOKYMEHTAMHU. 2
CamocTrosiTelbHasi padora. V3ydueHne HOPMATHBHO-METOAMYECKON 0asbl, pErynupyromiei 2
paboTy ¢ TOKYMEHTaMH.
Pazaen 2. Buabl A0KyMeHTOB U NOPSIAOK PadoThl ¢ HUMHU 34/16/4
Tema 2.1. Coaepsxanue yueOHOro MaTepuaJia IK.1.1, IIK.1.3,
Opraan3zaumoHHo- OpraHu3aliliOHHBIE JOKYMEHTBI — YyCTaB, y4YpEOWUTENbHBIE JOTOBOP, IIOJIOKEHUE. 4 OK 01, OK 02,
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pacnopsiguTeabHbIe
AOKYMEHTBI

PacriopsautensHble  JOKYMEHTHI — TPHKa3, pPAcMoOpshKeHHE, yKa3aHWe, IOCTaHOBJICHHE,
pellleHre, MHCTPYKIHSA, MpoTokoi. CrpaBoYHO-MH(DOPMAIIMOHHBIE JOKYMEHTHI: CIIy)KeOHas
3ammcKa, O0BsICHUTEIbHAS 3aMACKa, aKT, CTIPaBKa, CIIy)KeOHbIe MIChMa

IIpakTuyeckoe 3ansaTHe Ne 1. Cocrasiienue u ogopmiieHre pacnopsKeHUus!

IIpakTuyeckoe 3ansaTue Ne 2. CocraBjieHue U opopmJieHUE 1eT0BBIX NUCEM

IpakTuyeckoe 3ansaTue Ne 3. OdopmiaeHue cpaBoK, TOKJIATHONH U CJIYyKeOHOW 3ammuc-
KH, aKTAa.

OK 03, OK 04,
OK 05, OK 09

Tema 2.2.
Kanposass  10KymeH-
Tanus

Conep:xanue yueOHOro MaTepuasa

JlokyMeHTHpOBaHUE TPYAOBBIX MpaBoOTHOIIEHHH. CocTaB U 0COOCHHOCTH O(GOPMIICHHS AO0-
KYMEHTOB I10 JTUYHOMY COCTaBY.

KomrutekroBanue inyHoro aena. Aproouorpagus. Pestome. 3asBiieHue o nprueme Ha padory.
[Ipukassl mo tuyHOMY cocTaBy. llITaTHOE pacnucaHue.

IIpakTuyeckoe 3anaTHe Ne 4. OpopmiieHHe NPUKA30B M0 JUYHOMY COCTaBY.

IIpakTyeckoe 3ansaTue Ne 5. OdopmiaeHue TPyI0BOIo 10roBopa, NpUKa3a o NpueMe Ha
pa6oTy, opopMiieHrEe TPYAOBOI KHUKKH.

IK.1.1, IIK.1.3,
OK 01, OK 02,
OK 03, OK 04,
OK 05, OK 09

Tema 2.3.
oroeopHo-npasoBas
AOKYMEHTAaLHUsI

Conep:xanue yueOHOro MaTepuaJa

[Mousituss morosopa. Bumbl noroBopo. OOs3aTenbHbIE PEKBH3UTHI JIOTOBOPOB. [IpaBuia
oopmiienust oroeopos. [pasuia opopmIiIeHNS TPETCH3UOHHBIX THceM. DOPMYIIsp HCKOBO-
0 3asBJIicHUS, TPEOOBaHUS K ero 0(POPMIICHHIO.

3aKOHOILaTeJ'IBHBIe AKTBl 1 HOPMAaTUBHO-METOAUYCCKUC JOKYMCHTBHI 11O AJOTOBOPHBIM OOKY-
MCHTaM.

IpakTnyeckoe 3ansitue Ne 6. OopmiieHne 10roBopa Kynin-npoaazku

IIpakTuuyeckoe 3ansaTue Ne 7. OopmiieHue u 06padoTKa MPETEH3MOHHBIX MUCEM

CamocrositenbHast padora. Mzyuenue cucremsl YCI; YCOP/I.

MK.1.1, TIK.1.3,
OK 01, OK 02,
OK 03, OK 04,
OK 05, OK 09

JAuddepeHuUpPOBaHHBIN 3a4eT

NI INIDN DN

Bcero:

OcBoenne JUCHUITIIMHBI MOXET OLITH p€aIn30BaHO C IPUMEHCHUEM SJICKTPOHHOI'O 06y‘-I€HI/I$I, JUCTAaHIITMOHHBIX 06p330BaTeJ'IBHBIX TEXHOJIOTHI B
cooTBeTcTBUH ¢ [lon0XKeHneM 0 NpUMEHEHNH JIEKTPOHHOTO 00y4eHUs, TUCTAaHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTUH MPU pealn3aluu o0pa3o-
BaTeJbHBIX MPOTrPaMMaM CpeIHEro NpodeccuoHaIbHOro 00pa3oBaHus, yTBEPKIEHHOTo npezacenateneM yueHoro copera ®I'bOY BO «YI'TY ».
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3. YCJIOBUSI PEAJTU3AIIAN PABOYEI ITPOTPAMMBI
JUCHUILIAHBI
«TOKYMEHTAIIMOHHOE OBECHIEYEHME YITPABJEHHUS»

3.1. TpeGoBaHusi K MUHMMAJBLHOMY MaTepPUAIbHO-TEXHHUYECKOMY 0Oec-
NeYeHu o

Peanuzamus paboueii mporpaMmbl TUCIUIUIMHBI TPeOYyeT HAIUUMs Y4eOHOTO
KabuHera «JlOKYMEHTAIlMOHHOTO OOECIECUCHHs YIPABJICHUSN», OCHAIICHHBIN
o0opyZoBaHUEM: JOCKa yueOHas, pabouee MecTO IpenojgaBaTesisi, CTONbI, CTYJNbs
(110 yuciry 00y4Jarommxcs), HarJIsAHbIE TOCOOHS.

3.2. UndopMmanmonHoe odecnevyeHne o0yueHmst
OCHOBHBIEC HCTOUHUKH:

e brikoBa, T. A. JlokyMeHTallmoHHOE oOecrieueHue yrpaBieHUs (JeI0mpo-
U3BOJACTBO) : yueOHoe nmocobue / T.A. brikoBa, T.B. Ky3nenona, JI.B. Cankuna ;
nox obmr. pea. T.B. Ky3uemnosoit. — 2-¢ u3a., nepepad. u mon. — Mocksa : MH-
®OPA-M, 2021. — 304 c. + Jlon. matepuansl [DnekTpoHHBIN pecypc]. — (Cpennee
npodeccuonansHoe odpazoBanue). — ISBN 978-5-16-013913-5. - Tekcr : anek-
TpOoHHBINA. — PesxuM moctyma: https://znanium.com/read?id=360476

e AnekceeBa, T. B. JlokymeHTanmmoHHOE oOecTicueHUE YIIPaBICHUS : y4deO-
Huk / T. B. Anekceesa, O. A. CtpaxoB. — Mocksa : YuuBepcuteT «CuHEpTUs,
2020. — 132 c. — ISBN 978-5-4257-0402-3. — TekcT : 3JMeKTpOHHBINA // Dnek-
TPOHHBIN pecypc umppOBOﬁ oOpazoBarensHOil cpeasl CIIO PROFobpa3oBanue :
[caitT]. Pexum JIOCTyTIA:
https://profspo. ru/webreader/web/wewer php?publicationld=books/101344

e JlokyMeHTaluoHHOE obOecrnieueHue ympapieHus. CoctaBieHne U ohopM-
JICHHE JCJOBBIX JIOKYMEHTOB : yueOHoe mocodbue s CIIO / cocraBurenu E. U.
bammakoBa. — CapatoB, Mocksa : [IpodobpaszoBanue, At [Tu Ap Menua, 2021. —
144 c. — ISBN 978-5-4488-1080-0, 978-5-4497-0964-6. — TekcT : 2NEKTPOHHBIH //
DnexTpoHHBINA pecypc nudposoit odpazoBarensHoit cpeast CITIO PROFo6pasoBa-
HUE : [caifT]. — Pexum JIOCTYIIA:
https://profspo. ru/webreader/web/wewer php?publicationld=books/103343

HOHOJ’IHI/ITCJIBHBIC HUCTOYHHKMH.

o KysnenoBa, U. B. [lokymeHTanmoHHoe oOecrieyeHue YIpaBiICHUS :
yuebHoe nocobue g CIIO / U. B. Ky3nenosa, I'. A. Xauatpsan. — 2-e u3a. —
Caparos : [IpodoOpazoBanue, Ait [1lu Op Meaua, 2019. — 166 c. — ISBN 978-5-
4486-0404-1, 978-5-4488-0216-4. — TekcT : PACKTPOHHBIN // DIEKTPOHHBIN pe-
cypc mudpoBoit obpazoBatenpHOU cpeapl CIIO PROFoOpaszoBanue : [caiiT]. —


https://znanium.com/read?id=360476
https://profspo.ru/webreader/web/viewer.php?publicationId=books/101344
https://profspo.ru/webreader/web/viewer.php?publicationId=books/103343
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Pexum JOCTyTIA:
https://profspo.ru/webreader/web/viewer.php?publicationld=books/80326

o ApacnanoBa, B. A. JlokymeHTarioHHOe oOecrieYeHne yIpaBiIeHUS :
yueOHO-TIpaKTHUeCcKoe Mocodue B cxemax, Tabnuuax, oopasmnax / B. A. ApacnaHo-
Ba. — 3-¢ m3a. — Cypryt : CypryTckuil TocyJapCTBEHHBIM MEAaroruaecKuii yHU-
Bepcuret, 2019. — 240 c. — ISBN 978-5-93190-385-9. — Tekct : 3neKTpOHHBIH //
DnexTpoHHBINA pecypc nudpoBoit odpaszoBarensHoi cpeasl CIIO PROFo6pa3zosa-
HUE : [caifT]. — Pexxum JOCTyma:
https://profspo.ru/webreader/web/viewer.php?publicationld=books/94291

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA
AN CIUIIJIMHBI
«JOKYMEHTALHNMOHHOE OBECIIEYEHHUE YIIPABJIEHUS»

KOHTpOJIb U OLICHKA PE3yNbTaTOB OCBOCHMS JUCLUIUIMHBI OCYIIECTBIIAECTCS
IPErnoIaBaTesieM B IMPOLIECCE MPOBEACHUS YCTHOTO (PPOHTAIBHOTO M MHJIUBHUIY-
aJIBHOTO OIPOCA, BBINOJHEHUS NPAKTUYECKUX 3aJaHHM, TECTUPOBAHUA, & TAKKE
BBINIOJIHEHHS 00YYaIOIMMHUCS MHIUBUIYaIbHBIX U TPYIIOBBIX 33/IaHUM.

Hrorosast ¢opma mpomMexyTOYHOW arrectauuu — JudepeHInpoBaHHBIMN
3ayer.

PesynbTaTsl 00yyeHus ®opMBI M METOABI KOHTPOJISA H OLICHKH pe-
(ocBOEHHBbIE YMEHHUSI, YCBOCHHbIE 3HAHUSA) 3yJbTATOB 00YUYeHHs

YMeTs:

- 0pOpMIIATH TOKYMEHTALMIO B COOTBETCTBHU C
HOpMaTHUBHOMW 0a30d, B T.4. HCIOJB3YA

MH}OPMAIHOHHBIC TEXHOJIOTHH; VCTHBIH, GPOHTATBHBIN U HHANBHILYIBHBIH

oIpoc.
- YHU(UIMPOBATH CUCTEMBI JJOKYMEHTAIINY;

TectupoBanue.
- OCYWIECTBJISAITb ~ XPAaHEHME U IOUCK
[IpoBepounsbie paboTEHI.

JIOKyMEHTOB;
~ OCYIIECTBIATh ABTOMATH3ALMIO 0OPAGOTKH O1ieHKa BBITTOTHEHUS IPAKTHYECKOTO 3aJIaHUS
JIOKYMEHTOB; Huddepennupoannbiii 3aueT

b

- HCIIOJIB30BATh TCJICKOMMYHUKAITUOHHBIC
TCXHOJIOTUH B DJICKTPOHHOM }:[OKYMCHTOO6OPOTC

3HaTh:

- OHATHUE, LEIH, 331a4K U IIPUHIIUIIBL IEI0- | DKCIEPTHOE HAOIIOICHHE H OLICHHBAHHE BBINOJI-

HpOI/ISBO)ICTBa; HCHUA MHANBUAYAJIBHBIX U I'PYHIIOBBIX 33,[[3HHI7L
OreHKa pe3ybTaTa BBITOJHCHHS MPAKTHIECKUX
pabor.

- OCHOBHBLIC IOHATHUA AJOKYMCHTAIWMOHHOI'O TCKYH_[I/II\/'I KOHTPOJIb B (bopMe CO6CCCI[0B3.HI/I$I

obecrieueHust yrpaBIeHUs; JubdepeHunpoBaHHbIN 3a4eT

- CHUCTeMbI JOKYMEHTAI[HOHHOro obecreue-
HUS YIPABJICHHUS;

- KJIaCCI/I(bI/IKaI_[I/IIO JOKYMCHTOB,

- TpeOOBaHUs K COCTaBIEHUIO U OdopMmIIe-
HUIO JIOKYMEHTOB;



https://profspo.ru/webreader/web/viewer.php?publicationId=books/80326
https://profspo.ru/webreader/web/viewer.php?publicationId=books/94291
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- OpPraHU3aIUI0 JIOKYyMEHTO000pOTa: TIpUeM,
00paboTKa, perucrpanus, KOHTPOJIb, XpaHe-
HUE JOKYMEHTOB, HOMEHKJIATypa Jell
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