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1. OBIIASI XAPAKTEPUCTUKA PABOYEN ITPOTPAMMBI

YUYEBHOM JUCIHUIIJIMHBI

JOKYMEHTAIMOHHOE OBECIIEYEHHUE YIIPABJIEHUSA

1.1 Mecro AMCUMIUIMHBI B CTPYKType OCHOBHOWH 00pa3oBaTeIbLHOM
NMPorpamMMmabi:

VYuebHass aucuuiivHa «J[OKyMEHTAlMOHHOE OOeCIeYeHUe YMPaBICHUS)
SABJISIETCS 00sI3aTeNIbHOM YacThio  001IenpodheCCHOHATIBHOTO IHKJIa OCHOBHOM
oOpazoBaTtenbHON mporpamMMbl B cootBeTcTBUM ¢ DPI'OC mno cnenuanabHOCTH
40.02.04 IOpucnpyneHuus.

VYuebnas gucuumiiiHa «J{okymMeHTallMoHHOe OO€CTCUCHHUE YIIPaBICHUS
obecrnieunBaeT (GopmupoBaHue MPOGHEeCCHOHAIBHBIX U OOMIMX KOMIETEHIHUH TIOo
BceM Bugam gedgreabHocth DPI'OC  CIIO  cmenmaiabHOCTH 40.02.04
IOpucnpyneniusi.

1.2 Hesab U IJIaHUPYyeMble Pe3yJabTAThI OCBOCHUS INCIUIUIHUHbI:
B pamkax mporpaMmpl y4eOHON TUCHMIUIMHBI O0YYarONTUMHUCS OCBAUBAIOTCS
3HAHUS U YMEHUS.

O0mme KOMNEeTeHIIUU

OK 1. [TonuMaTh CyIIHOCTP U COIMAIBHYKO 3HAUYUMOCTh CBOEH Oymayiei
npodeccuu, MPOsBIATh K HEH YCTOWYMBBIN HUHTEpEC.

OK 2. OpraHu3oBbIBaTh COOCTBEHHYIO JI€ATEIbHOCTh, BBIOMPATH THUIIOBBIC
METOJIbI ¥ CITOCOOBI BBIMOJIHEHUS MPO(EeCCHOHANBHBIX 3a/a4, OIEHUBATH UX
3¢ PEeKTUBHOCTH U Ka4eCTRBO.

OK 3. [IpyuHuMaTh pelieHuss B CTAHJAPTHBIX M HECTAHAAPTHBIX CUTYaUUSIX H
HECTU 32 HUX OTBETCTBEHHOCTb.

OK 4. OcymiecTBISATh OWCK M HCIOJb30BaHUE MH(OpPMAIUMK, HEOOXOIUMOMN st
3¢ PeKTHBHOTO BBITIOJTHEHUS podheCCHOHATBHBIX 3a/1ad4,
po(ecCHOHAIBLHOTO U JINYHOCTHOTO Pa3BUTHSL.

OK 5. Hcnons3oBaTte  MHGOPMAIMOHHO-KOMMYHHUKAIIMOHHBIC  TEXHOJIOTMH B
npodeccuoHaIbHOM IeITeTFHOCTH.

OK 8. CaMOCTOSTENNbHO ONPEALIITh 3a/1a4i POo(HeCCHOHATBHOTO U JIMYHOCTHOTO
pa3BHUTHs, 3aHUMAThCS CamMoOOpa30BaHMEM, OCO3HAHHO IUIAHUPOBATH
MOBBIIIIEHUE KBATH(DUKAIIHUH.

OK 9. OpueHTHpOBATHCS B YCIOBUSAX NOCTOSSHHOTO U3MEHEHHUSI IPABOBOI 0a3bl.

IIpodeccuonaibHbIe KOMIIETEHIIUA

IIK 1.1.

IIK 1.2.

IIK 1.3.

IIK 1.4.

OcymiecTBasATh MTPOGEeCCHOHATBLHOE TOJKOBAHHWE HOPMATHUBHBIX MPABOBBIX
aKTOB JUISl peaJIM3alliy MPaB rpakaaH B cepe IEHCHOHHOTO 00ecTIeUeHUs
Y COLMAJIbHOM 3aIlUTHI.

Ocy1iecTBISATh IPUEM TPaXKJIaH MO BOMPOCAM ITEHCUOHHOTO 00ECIICUCHUS U
COLIMAJILHOM 3aILUTHI.

PaccmatpuBaTh makeT MOKYMEHTOB Il Ha3HAYCHHS TEHCHH, MOCOOMH,
KOMIICHCAIIMA, APYTUX BBIIUIAT, @ TAKXKE MEpP COUHAIBLHOW MNOAACPIKKHU
OTAEIBbHBIM KaTETOPHSIM TPAXKIaH, HY>KJAIOIIUMCS B COILUAIBHOMN 3allUTE.
OcyliecTBisITh  yCTaHOBJIIEHUE (HAa3HAYEHUE, TIEpepacuer, MEPeBOj),
WHJEKCAllMI0 UM  KOPPEKTUPOBKY TMEHCUH, Ha3HAY€HUE MOCOOUIA,



KOMIIEHCAMA W JOPYTUX  COLMAJBHBIX  BBIIUIAT,  HCIIOJB3Ys
MH(OPMAIMOHHO-KOMITbIOTEPHBIE TEXHOJIOTUU.

IIK 1.6. KoHcynpTHpoBaTh rpaxaaH M MNPEICTABUTENEH HOPUANYECKUX JUI[ II0
BOINPOCaM MEHCUOHHOTO 00ECIIEYEHUS U COLIMATIEHOM 3alUThI.

2. CTPYKTYPA U COJAEP)KAHUE YUYEBHON JUCIIUILJINHBI
2.1. O0bem yueOHOM JMCHUIIMHBI M BUABI Y4e0HOH padoThl
Ounas gpopma 0b6yuenus

Bua yueoHoii paboTbl O0bem yacoB

O0bem o0pa3oBaTeIbHOI NPOrpaMMbl y4eOHOM AN CUMIIIMHBI 63

B TOM YHCIJIC:

4 cemecTp 42
TEOPEeTUYECKOE 00yIeHNE 32
MPaKTUYECKHUE 3aHITHS 10
Camocmosmenvras paboma 21

IIpomeskyTOYHAS aTTeCTALMS
4 cemectp KOHTpOJIbHAsI paboTa

3aounas popma ooyuenus

Bua yueOHo# padoThI O0bem yacon

O0bem 00pazoBaTeIbHOM MPOrPpaMMbl Y4eOHOM M CIUTIIMHBI 63

B TOM 4YHUCJIC:

3 cemectp

TeopeTuyYecKoe 0oydeHue 2
MPAKTUYECKHUE 3aHATHS 2
4 cemectp

TeopeTuyecKoe 0oyueHue 4
MPAKTUYECKHUE 3aHITH 2
Camocmosmenvuas paboma 53

HpOME)KyTO'—IHaﬂ aTrecranus

T depeHInpOBaHHBIN

4 cemecTtp
3a4eT




1.1. TemaTruyeckuii IJIaH U coAep:KaHNe Y4eOHON JUCHTUINIMHBI

HaunmeHoBaHue Tem Coaepikanue yueOHOIro MaTepuasa, NPaKTHYeCKUe 3aHATHS, CAMOCTOsATeIbLHasi paboTa O0bem | YposeHb
o0yyarommxcs YacoB | OCBOEHHS
1 2 3 4

Pasznea 1. JlokymeHTHpPOBaHME YIIPABJEHYECKOM 1eATeJIbHOCTH
Tema 1.1. Benenue. Conepxxanue yueOHOro Marepuasa
JIoKyMeHT U cucremMa | 3Hau€HUE U COJepKaHUe AUCUUIUINHBI «J[OKyMEeHTallMOHHOE 00ecrieueHre yIpaBIeHUs» U CBSA3b 2
AOKYMEHTAaIMH. €€ C IpYTMMH JTUCHUIUIMHAMU.

[loHsiTHE TEPMUHOB («JIOKYMEHT», «JIOKYMEHTHPOBAHHUE», «IOKYMEHTAIHOHHOE obecreueHne

YIIPABJICHUSD.

WcTtopus pa3BuTHs HaydHBIX NPEICTABICHUN O JTOKYMEHTAIIMOHHOM 00ECIeYeHUU YIpPaBIICHUS.

CoBpemMeHHOE COCTOSTHUE IOKYMEHTAI[MOHHOTO O0ECTIeUeHus yIIpaBIeHHUs.

HopmartuBHo-nipaBoBas 06a3a OpraHum3aliyd JOKYMEHTAIMOHHOTO OOECTeueHUusl yIMpaBJIeHUs Kak

OCHOBA TEXHOJIOTUU MTPOLIECCOB YIPABICHUSI.

l'ocymapcTtBeHnHass cucrtema JoKyMeHTarmoHHOro obecnedenus ympaBienus (I'CJIOY) - coxg

MpaBWJI, YCTAHABJIMBAIOUINX €IUHbIE TpeOOoBaHHS K JOKYMEHTHPOBAHHUIO YIIPaBICHUYECKON

NEeSTeNbHOCTH M OpraHu3aluuud paboThl € JOKYMEHTaMH Ha MPEANpHUATHSIX pa3iHMuHbIX

OpPraHU3aI[MOHHO - TPABOBBIX (HOPM.

CocraB ynpaBieHueckuX A0KyMeHTOB. [lonstue cucreM nokymeHtauuud. DOyHKIUOHAIbHBIE U

OTpacjieBble CHCTEMbl JOKyMEHTAallMM. YHUUKalWig U CTaHJApTU3AlMs YIPaBICHYECKUX

JOKYMEHTOB

CamocrosiTeJibHasi padoTa 00y4aroIuXxcst 10

[ToarotoBka cooOIIeHNI IO UCTOPUU AETOPOU3BOJICTBA.

N3ydyeHne HOpPMATUBHBIX TMPABOBBIX AaKTOB, PErYIHPYIOIIMX  JESITENBHOCTh  CIIYKOBI

JOKYMEHTAIMOHHOTO O0eCTieueHus yIpaBICHUS
Tema 1.2. Conepxanue yueOHOro Marepuasa 2
Opranu3zannonHo- VYHuduuupoBaHHas cHucTeMa OpraHu3alMOHHO-pacnopsauTenbHod — nokymeHntaiuu  (OPJ). 3
pacnopsiauTeabubieno | OCTHBI na OP/l. TpeGoBanus k 0(pOpMIEHHIO TOKYMEHTOB.

kymeHTbI (OP/I)

Knaccugukarus opraHu3aiioHHO-pacHOPsAUTEIbHON JOKYMEHTAIMN:
OpranuzanvoHHBIE JOKYMEHTBI - YCTaB, YYPEOUTEIBHBIM JIOTOBOp, IOJIOXKEHHE, IpaBUIIa
BHYTPEHHETO pacnopsiika




HaumeHnoBaHue TeM

Copep:xaHue y4eOHOI0 MaTepuasa, IPaKTHYECKHe 3aHATHS, CAMOCTONATeIbHAsI padoTa
00y4YyaIuXxcst

O0nLeMm
4acoB

YpoBennb
0CBOEHHSI

PaCHOpH[[I/ITCJH)HI)IC IIOKyMeHTBI - HpI/IKa3I>I, paCHOprKeHI/Iﬂ, yKa3aHI/I$I, IIOCTAaHOBJICHUA,
pelIeHNs, HHCTPYKIUH.

CnpaBouHO-MHGOPMAIIMOHHBIC IOKYMEHTBI - JOKIaAHAS M CIYKeOHas 3amucka, 0ObsICHUTEIbHAS
3amnmucKa, akT, ClipaBKa, ClIy>keOHbIe TUChMa, (hakc, TelerpaMmma, TenedoHorpamma.

[IpoTokoa

HpaKTuquKue 3aHATUSA

CocraBneHue IPOEKTOB IPUKA30B, IPOTOKOJIOB, IUCEM, JOKJIAJHBIX U CITY’KEOHBIX 3alIUCOK.
[IpoBenenune npoBepKH MPaBUIBLHOCTH cocTaBieHus: U opopmienust OPJ] — npukazoB Ha OCHOBe
eMHOHaYaus (110 OCHOBHOM JESTeIbHOCTH U TI0 JIMYHOMY COCTaBY);

MIPOTOKOJIOB Ha OCHOBE KOJUIETHaJIbHOCTHU; CIPABOYHO-MH(GOPMAIIMOHHBIX JOKYMEHTOB — aKTOB
HaJIOTOBBIX MHCIIEKIIMHA, aKTOB PEBU3HH KacChl; CITY>KEOHBIX MMHCEM

CamocrosiTesibHas padoTa 00y4arouuxcs:

CocraBiieHHe TPOEKTOB MPUKA30B, JOKIAAHBIX U OOBSICHUTENBHBIX 3AMUCOK, aKTa, CIIY>KEOHBIX
MMCEM, YEPHOBUKOB MPOTOKOJIOB.

Ilpumepnas memamuxa 6HeayOumMopHoOL camoCmoamenbHol pabomaoi:

«OpraHu3aloHHble JTOKYMEHThl - YCTaB, TIOJOXEHHE, JIOTOBOp YydpeauTenel, mpaBuiia
BHYTPEHHETO TPYAOBOT'O PACIIOPSIIKAN;

«CrpaBo4HO-UH(OPMALIMOHHBIE TOKYMEHTHI - TOKIaHas (ciy:keOHasl) 3ammucka, cripaBKay;
«[Topsimok cocTaBiieHUs: aKTOB CBEPKH PAaCU€TOB MEXK]y J€OUTOPAMH U KPEAUTOPAMUY;

«SI3BIK ¥ CTUITB AETTOBOM KOPPECTIOHICHIIUN;

«HULIMAaTUBHBIE U OTBETHBIE CITYKEOHbIE TUCHMAY;

«BHyTpeHHHE U MeXAyHAPOAHBIE TeIerpaMMbl, TeehOHOTPaMMBbI U TeJIePaKChDy

10

Tema
1.3.KaapoBasizokymeHn
Tanus

Conepxanue yueOHOro Marepuasia

JIOKyMEHTHUpPOBaHHUE TPYAOBBIX IPABOOTHOIICHHA.

CoctaB u 0coOeHHOCTH O(OpMIICHHS JOKYMEHTOB [0 JUYHOMY cocTaBy. KomruiekToBaHue
nu4HOro fena. ABroouorpadus. Pesrome. 3asBrienue o mpueme Ha paboOTy, MPUKA3bl MO JIUYHOMY
COCTaBy

IIpakTHYecKHe 3aHATHA

3aroHCHUE JOKYMCHTOB I10 JINYHOMY COCTaBYy

CamocrosiTeibHasA paﬁoTa oﬁyqamumxcsn: CocrapieHHE U O(I)OpMJ'IeHI/IC 3asBJICHUSA O NIPUCMC

10




HaunmeHnoBaHue Tem Coaepikanue yueOHOIr0o MaTepuaa, NPaKTHYeCKUe 3aHATHS, CAMOCTONATeIbLHasi padoTa O0bem | YposeHb
ody4yaommxcs YacoB | OCBOEHHS
Ha paboTy, aBToOnorpadum, pesrome.
Tema 1.4. lenexunnie u | Copep:kanue y4eOHOro MmaTepuajia
¢punancoBo- OcoOeHHOCTH cOCTaBJICHUS U O(QOPMIICHHS JIEHEKHBIX M (DMHAHCOBO-PACYETHBIX JTOKYMEHTOB. 3
pacyeTHbIe Odopmiienue 10BepeHHOCTEN 0(UITMAIBHON U IMYHOI
AOKYMEHTBI CamocrosiTesibHasi paboTa 00y4alOIIMXCH: 10
Odopmnenue opuIuanbHON U TUYHOU TOBEPEHHOCTEH
Temal.5.[loroBopno- | Coaep:kanue yueOHOro0 MaTepuajia 2
npasoBasiiokymenrTan | [lonstue mgoroBopa (KOHTpakTa), corjamieHHWe, MpoTokoyia. TumoBas ¢Gopma KOHTpaKTa. 3
us OcHOBHBIE pa3JeNbl KOHTPAKTA.
Buapl 1OTOBOPOB: KYIUTU-TIPOJI@XKH. MEHBI, TOCTAaBKHM, Ha BO3ME3JHOE OKa3aHWE YCIYT,
MOPYYCHUS, KOMUCCHH U JIPyTHE.
TpancropTHBIE 1OTOBOPEI. DOPMYJISIp IO0rOBOpa CTPAXOBaHUS.
TumnoBas popma kpeauTHOTO NOTOBOpa. THUmoBas popma GaHKOBCKOW rapaHTHH.
TumnoBas dhopma goroBopa GaHKOBCKOTO cueTa. THUIIOBOM JOTOBOP HAa OCYIIECTBICHUE KPEIUTHO-
pacdyeTHOTO 0OCTy)KUBAHUSI.
YuudumupoBanHas ¢hopma corameHus 00 U3MEHEHUN U JOTIOJTHEHUHU K IOTOBOPY.
YuudunuposanHas Gopma o pacTOp;KEHUU AOTOBOpA.
IIpakTHYeckue 3aHATHSA: 1
CocraBnenue u opopmiIeHUE T0TOBOPOB, MPETEH3MOHHO-UCKOBOM IOKYMEHTAIUH.
IIpoBepka mNpaBUILHOCTH COCTaBJIeHUsI W OQopmjeHHs J0roBopa CTPaxoBaHUs,
KPEeIUTHOr0 J0r0OBOpa; /J0roBopa 0AHKOBCKOIl TrapaHTHH; 0roBOpPa Ha OCylIeCTBJIeHHe
KPeIUTHO-PACYETHOr0 00CTY:KUBAHUS
CamocrosiTeqibHasi padoTa 00y4arouuxcs 10

Kommepueckue akThl. biiaHku KOMMEpUECKUX aKTOB.

JloBepeHHOCTH.

JIOKyMEHTBI, 0(hOPMIISIOIINE TIOPSIOK PACCMOTPEHHSI CIIOPOB MEXK Ty FOPHIMUSCKUMHE JTUI[AMH.
[TpaBuna opopmiieHUS IPETEH3UOHHBIX THceM. OOpa3Iibl MPETEH3UH K MEPEBO3UHUKY.
dopmyiisip 0T3bIBa Ha MPETCH3HIO.

OO6pas3iibl OT3HIBOB.




HaumeHnoBaHue TeM

Copep:xaHue y4eOHOI0 MaTepuasa, IPaKTHYECKHe 3aHATHS, CAMOCTONATeIbHAsI padoTa
00y4YyaIuXxcst

O0nLeMm
4acoB

YpoBennb
0CBOEHHSI

Dopmyssp UCKOBOTO 3asBiieHUs. TpeboBaHUs K 0OPMIICHHIO HCKOBBIX 3asIBJICHH.
[Topsimox HanpaBieHus U 0(POPMIICHHUS OT3hIBA HA UCKOBOE 3asIBJICHUE




HaunmeHnoBaHue Tem Coaepikanue yueOHOIr0o MaTepuaa, NPaKTHYeCKUe 3aHATHS, CAMOCTONATeIbLHasi padoTa O0bem | YposeHb
o0yyarommxcs YacoB | OCBOECHHS

Pazjnen 2. Opranusauusi paGoTsbl ¢ JIOKYMEHTAMH
Tema 2.1. IlonsaTne Conepxxanue yueOHOro Marepuasa
JAOKYMEHT0000poTa, Crpykrypa v QYHKIIUH CITY’KO JTOKYMEHTAIIHOHHOTO 00ECIICUCHHSI YIIPABIICHUS. 3
perucrpaums WucTpykimn 1o JTOKYMEHTAlLIUOHHOMY 00ecnevyeHno yIIpaBJICHHUS.
JAOKYMEHTOB CocraB 1 yueT o0beMa JOKyMEHTO000pOTa NPEANPUITUN U OpraHu3alui.

Opranuzanus pa®oThl € JAOKYMEHTallMeW, IOCTyMawlled B YUPEKIACHUS, NPEANpUsaTus,

OpraHu3aliK; IpUeM BXOIINX JOKYMEHTOB, UX 00paboTKa, MpeaBapUTEIbHOE PACCMOTPEHHUE U

pacnpezeneHue, perucTpanus, pacCCMOTPEHUE TOKYMEHTOB PYKOBOJICTBOM. HCIIOJIHEHUE.

OTnpaBka UCXOAAUIUX JOKYMEHTOB.

[lepenaya TOKyMEHTOB BHYTPU OpraHHU3aI|H.

Y4er konndecTBa JOKYMEHTOB

CamocrosiTesibHast paboTa 00yyalonuxcs: 10

PaboTa c )xypHamaMu perucTpamy BXO e U UCXOAIICH JOKyMEHTAINH.

Ilpumepnas memamuxa 6HeayOumMopHoOL camoCmoamenbHol pabomaoi:

«3yueHne 3aKOHOJATEIBHBIX AKTOB M HOPMAaTHUBHO-METOIMYECKUX TOKYMEHTOB (ernepaabHo-

apXUBHOM CITyKObI IO XpPaHEHUIO JJOKYMEHTOBY

«B3aumoselictBue ciyx0 AOKYMEHTAIIMOHHOTO OOECIEUYEeHMs YIpPaBJICHUS M BEIOMCTBEHHBIX

apxuBOB NpH (POPMHUPOBAHUH OCHOBBI Ui MOCIEAYIOIIEr0 XpaHEHUS W HUCHOJIb30BaHUS

JOKYMEHTOBY;

«EnuncTBO TpeOoBaHUI K XpaHEHUIO TOKYMEHTAIlUU B JEIOMPOU3BOACTBE U apXUBE)
Tema 2.2.Ucnoanenue | CoaepskaHue y4eOHOro MaTepuasia 1
poxkymeHnToB.Konrpoa | KoHTponb UCHIOTHEHHS TIOKYMEHTOB. 3
bUCIIOJTHEHMS. Opranuzanys 1 TeXHUKa KOHTPOJIS] UCTIOJTHEHUS

CamocTosiTesqbHasi padoTa 00y4aroImMXxcs 10

Tunosble 1 UHIUBUYAIbHBIE CPOKU UCTIOTHEHHS IOKYMEHTOB.

Cucrema ACKHNJI (aBTOMaTH3MpOBaHHbIM KOHTPOJIb UCIIOJHEHUS] JOKYMEHTOB)
Tema 2.3. Coaepikanue y4eOHOro MaTepuajia 1
Opranuszanus CucreMaTtu3anys JOKYMEHTOB U UX XpaHEHHUE. 3
OIePATHBHOI'O Howmenknatypa nen. MHanBuyalnbHble, CBOHBIE, IPUMEPHbIE U TUIIOBbIE HOMEHKIIATYPHI JIeI.

XpaHeHHs




HaumeHnoBaHue TeM

Copep:xaHue y4eOHOI0 MaTepuasa, IPaKTHYECKHe 3aHATHS, CAMOCTONATeIbHAsI padoTa
00y4YyaIuXxcst

O0nLeMm
4acoB

YpoBennb
0CBOEHHSI

AOKYMEHTOB.

HpaRTuquRne 3AHATUSA

CocraBieHue HOMCHKIJIATYphI OCII.
HpOBepRa NMPaBUJBHOCTH COCTABJCHUSA U O(l)OpMJ'[eHI/Iﬂ HOMCHKJIATYPSBI €1 Opranmsanuu

CamocTrosiTejibHasi paboTa 00y4aIIMXCSI
OdopmiteHe HOMEHKIATYPHI JCII.

TpeboBanust K 0(hOPMIICHHUIO JIET

XpaHeHne JOKYMEHTOB B CTPYKTYPHBIX IOIpa3/ICICHUsX.

Tema 2.4. IloaroroBka
JOKYMEHTOB K
apXUBHOMY
XPaHEHHUI0.

Copep:xaHue y4eOHOro marepuasa

DKcnepTh3a HEeHHOCTEN JOKYMEHTOB. [IoaroToBKa 1€ K cjaue B BEJOMCTBEHHBIN apXUB.
3aKOHO/IATEIBHBIE AKTBl M HOPMATUBHO-METOJNYECKHE JOKYMEHThl DeneparbHOW apXMBHOMN
ciyk0bl Poccuu o apXuBHOMY XpaHEHHIO IOKYMEHTOB.

CamocrosiTesibHast padoTa 00y4arOIMXCs

B3anmoneiicteue ciayx06 JIOY u BeIOMCTBEHHBIX apXHBOB MNpU (POPMUPOBAHHUH OCHOBBI IS
MOCJIEYIOLIEr0 XpPaHEHUS U UCIIOJIb30BaHUS JOKYMEHTOB.

EnuHcTBO TpeboBaHMii K XpaHEHUIO JOKYMEHTAIMH B JIEJIONPOU3BOJICTBE M apXUBE

Tema 2.5.
Hcnoan3oBanue
II9BM B
JeJIONPOU3BO/ICTBE

Conep:xaHue y4eOHOro marepuasa

KOMHBIOTepI/I3aHI/I5I JACJIOIMPON3BOJACTBA Ha MIPpECANIpUATUN KakK YCJI0BUEC BHCAPCHUA
FOCYI[apCTBeHHOI\/’I CUCTCMBI JOKYMCHTAlIMUOHHOI'O oOecrneueHus YIIpaBJIICHUA.
MammuHouuTaemas JOKYMCHTAI .

IIpakTHYecKue 3aHATHS:

Pa6ota ¢ ma6nonamu MicrosoftOffice

CamocrosiTeqibHasi padoTa 00y4aroumuxcs
Hocurenu, npuMeHsieMbIe PU CO3aHUU JOKYMEHTOB M TPEOOBaHUS K UX 0(POPMIICHHIO.
CocTtaB, MOPSI0K PACTIONIOKEHHSI U MTpaBHia 0(POPMIICHUS OCHOBHBIX PEKBU3UTOB JTIOKYMEHTOB

Bcero

63

Jlist XapakTepUCTUKU YPOBHSI OCBOEHHsI yUeOHOTO MaTepuala UCTOb3YIOTCS Cieyole 0003HaueHus:

1. o3HakoMHTENbHBIN (Y3HABaHHE paHee U3yYEHHbIX 00BEKTOB, CBOMCTB);

2. penpoAyKTHBHBIH (BBIMOJHEHHE AESITEIBHOCTH MO 00pa3ily, HHCTPYKIIMU WIIH TIOJ] pyKOBOJICTBOM);

3. NPOJIYKTUBHBIN (IJIAHMPOBAHKUE M CAMOCTOSTEIILHOE BBITIOJIHEHUE JIEITEIbHOCTH, PELIeHHEe MPOOIEMHBIX 3a/1a4).




3. YCJIOBUS PEAJIMBAIIAN YYEBHOU JUCHUILINHBI

3.1. TpeGoBaHNsi K MUHUMAJbLHOMY MAaTePUAIbHO-TEXHUYECKOMY
olecreyeHn 10
Peanu3arust yaeOHON TUCHUIUIMHBI TPeOyeT HATMYMS Y9eOHOTO KaOMHeTa «DKOHOMHUKA

OpraHu3aIII)

OGopynoBanue yueOHOro KabnHeTa:
MOCAJOYHBIE MECTA M0 KOJIMYECTBY 0OYUaIOMINXCS;
pabouee MecTo Mpero1aBaTes;
KOMIIJICKTBI y‘-Ie6HO-HaFJ'I$I)1HI)IX IIOCOOHH 110 pasaciiaM IMCHUIIIINHBI,
y4eOHO-METOIMIECKU KOMITIEKC «/[oKyMeHTanmoHHOEe 00ecTieueHIe yIpaBICHU .

TexHuveckue cpeacTBa 00yUeHHs:
MHTEpPAKTUBHAsS JOCKa WIH JKPaH;
MYJIbTUMEAUIHBIN IPOEKTOD;
KOMITBIOTEP /7Sl IPETOaBaTENs C JUIEH3UOHHBIM POTrPaMMHBIM 00€CIIEUEHUEM.

3.2. UudopmaunonHoe odecriedyeHue 00yuyeHust
[lepedyerr pekoMeHIyeMBbIX Y4€OHBIX W3IaHWi, VIHTEpHET-pecypcoB, JOMOJHUTEIBHON

JIUTEPATYPHI.

HOpMaTI/IBHble NMPpaBOBLIC AKTbI:

1.

"Konctutynuss Poccuiickoii ®enepauuu" (mpuHATa BCEHAPOJHBIM T'OJOCOBAHUEM
12.12.1993) (¢ yueroM TONPABOK, BHECEHHBIX 3akoHamMu P® o mompaBkax K
Koucrutynuu P® ot 30.12.2008 N 6-®K3, ot 30.12.2008 N 7-®K3, ot 05.02.2014 N 2-
O®K3, 01 21.07.2014 N 11-OK3).

"I'paxxmanckuii kogexe Poccuiickoit deneparuu (dacte nmepsasi)" ot 30.11.1994 N 51-®3
(mocnenHss peaaKius).

"TpymoBoii komekc Poccuiickoit denepanmu" ot 30.12.2001 N 197-®3 (mocnemnsis
penaKkuus).

[Ipuka3 Poccrannmapta ot 08.12.2016 N 2004-cT (pexn. ot 25.05.2017) "O06 yTBepx)acHUN
HallMOHAIBHOTO cTaHAapta Poccuiickoit denepanun".

®denepanphblit 3ak0H oT 27.07.2006 N 149-D3 (mocnennsis peaakius) "O06 nuapopmarm,
MH(OPMALIMOHHBIX TEXHOJIOTHUAX U O 3aluTe HHPopMaruun'.

®denepanpubiii 3ak0oH OT 27.12.2002 N 184-®3 (pen. ot 28.11.2018) "O TexHHMYECKOM
peryaupoBaHun'.

®enepanbHblii 3ak0H 0T 22.10.2004 N 125-D3 (pen. oT 28.12.2017)
"O6 apxuBHOM aeine B Poccuiickoit @enepanun.

"OcnoBusie [IpaBuia paboTel apxuBOB opranuzanuid” (ogo00peHs! pemennem Kosiernu
PocapxwuBa ot 06.02.2002).

OcHOBHBbIC NICTOYHHKH:

1

. Bemkyposa, A.b. JlokyMeHTanimoHHOe oOecrieueHrne ynpaBlieHus: yaeOHoe ocooue s
CTYIAEHTOB CpeaHero mpodeccruoHanbHoro oodpaszoBanus: [12+] / A.b. BemkypoBa. —
Mocksa; bepnun: dupekr-Meaua, 2020. — 181 c.: un., tabn. — Pexxum nmoctyma: mo
noamucke. — URL: http://biblioclub.ru/index.php?page=book&id=570999. — 3BC
«YHUuBepcUTETCKast OMOIMOTEKA OHIIAHHY.

IlOHOJIHI/lTeJIbHBIe HCTOYHUKH:

1.

I'punbepr, A.C. JlokyMeHTaMOHHOE oOOecreueHue yIpaBieHHUs: Y4eOHHK /
A.C. I'punbepr, H.H. I'op6aués, O.A. MyxamerimuHa. — Mocksa: FOnuth, 2015. — 391
c.. Tabm., rpad., wiI, cxembl — Pexum jgocTyma: 1O  MOJINUCKE. —
URL.: http://biblioclub.ru/index.php?page=book&id=115031. — 9bC
«YHHUBEpCUTETCKasi OMOIMOTEKa OHIIANHY.



http://biblioclub.ru/index.php?page=book&id=570999
http://biblioclub.ru/index.php?page=book&id=115031

HNuTepHeT-pecypcenl:
1. CIIC «KoncynbranT [Lnroc» http://www.consultant.ru/.
2. «Apm» (aBToMaTH3UpOBaHHOE MecTo) https://studme.org/; «/lenox» http://www.docva.ru/.
3. DnekrponHas moura cetu Internethttp://citforum.ru.



http://citforum.ru/

4. KOHTPOJIb ! OHEHKA PE3YJbTATOB OCBOEHHS YYEFHON

JUCLUIINHBI

KoHTposib M oleHKa pe3yabTaToB OCBOEHUS YYEOHOW IMCUUIUIMHBI OCYIIECTBIISETCS
IIPENoaBaTelIeM B IIPOLECCE IPOBEACHUS NPAKTUYECKUX 3aHATUM, TECTUPOBAHMUS, a TaKkKe
BBINIOJIHEHUS 00Y4aroIMMKCS MHIMBUYalbHbIX 3a/laHUM, UCCIIEIOBAHNM.

Pe3yabTaTbl 00y4yeHus (0CBOEHHbIE YMEHMUS],
YCBOCHHbIE 3HAHMS)

@DopMBbI U METObl KOHTPOJISI M OLIEeHKHU
pe3yJbTaToB 00y4YeHHsl

1

2

YMmerh:

0opMIISTH OpraHU3aAIMOHHO-PACTIOPS TUTEITLHBIC
JIOKyMEHTBI B COOTBETCTBHH C JICHCTBYIOIAM
I'OCTowm;

MPAKTUYCCKUC 3aHATUSA, BHCAYAUTOPHAA
camocTosiTesnbHas padoTa

OCYIIECTBIISTH 00pabOTKY BXOISIINX,
BHYTPCHHHUX W UCXOOAIINX JOKYMCHTOB,
KOHTPOJTb 32 X UCTIOTHCHHEM;

MPAKTUYCCKUC 3aHATUSA, BHCAYAUTOPHAA
camocTosiTesnbHas padoTa

0(OPMIISITH TOKYMEHTBI 11 TIepeiadn B apXUB
OpraHu3alnu;

MPAKTUYCCKUC 3aHATHUSA, BHCAYAUTOPHAA
camocTosiTeNbHas padoTa

3HaTh:

MOHSATHE JOKYMEHTa, €ro CBOICTBa, CHOCOOBI
JOKyMEHTUPOBAHHUS;

OTIpOC, BHEAYIUTOPHAS CAMOCTOSTEIbHAS
pabota

npaBWia  COCTaBIeHWS ©W  odopmiieHus
OpraHM3aIMOHHO-PACTIOPSAUTEITLHBIX
JTOKyMeHTOB (nasnee - OPJI);

OTIPOC, BHEAYIUTOPHAS CAMOCTOSITEIbHAS
pabora,

CUCTCMY n THUIIOBYIO TCXHOJIOT'HMIO
JAOKYMCHTAIIMOHHOI'O obOecrieueHust YIIpaBJICHUSA

(manee - IOY);

OTIPOC, BHEAYIUTOPHAS CAMOCTOSTEIIbHAS
pabora

0COOEHHOCTH JIETIOTIPOM3BO/ICTBA o
oOpaIteHusIM TpakJIaH W KOH(UACHIIMAIBHOTO
JICTIOTIPOM3BO/ICTBA

OTIPOC, BHEAYIUTOPHAS CAMOCTOSTEIIbHAS
pabora




5 IMYHOCTHBIE PE3YJBTATBI

JInuHoCTHOE  pa3BuUTHE  OOydYalOMIMXCS U

coIaan3aIus,

MPOSBIIAIONIMECS B PAa3BUTUM HMX TMO3UTHUBHBIX OTHOIIEHHH K OOLIECTBEHHBIM
LEHHOCTSIM, MPUOOPETEHNHU ONbITA MOBEACHUS U MPUMEHEHHSI CPOPMUPOBAHHBIX

o0mux W OpodecCHOHATBHBIX  KOMIIETEHIIUM

KBTI (PUITUPOBAHHBIX

CIICIMATIMCTOB CPEJHET0 3BE€HA HaA TMPAKTUKE OMPEAENACTCS JHUYHOCTHBIMU
pe3yJibTaTaMM peanu3aluy nporpaMMsl Bociutanus Komnemxa.

JIMYHOCTHBIE pe3yJabTaThbl
peaim3alluu nporpaMmmbl BOCIIMTAHUSA

Koa aM4YHOCTHBIX
pe3yabTaToB
peaau3anuu
NMporpamMmbl
BOCIIUTAHUSA

Oco3Haromuii  ce0si TpaKIaHWHOM ¢ 3al[UTHUKOM BEJIHMKOMN
CTpPaHBI.

JP1

[TposBnstommii AKTUBHYIO TPaXKTAHCKYIO MO3UIHIO,
JEMOHCTPHUPYIOIIUN TPHUBEPKCHHOCTh TMPHHIIMIIAM YE€CTHOCTH,
MOPSZIOYHOCTH,  OTKPBITOCTH, OSKOHOMHUYECKH aKTUBHBIH U
YYaCTBYIOIIMH B CTYJACHYECKOM W  TEPPUTOPHATHHOM
CaMOYIpaBJIEHWHU, B TOM YHCJIE Ha YCJIOBHUAX TOOPOBOJHYECTBA,
MPOIYKTUBHO  B3aWMMOJCHCTBYIOIIMM M  y4acTBYIOIIMA B
JeSITeIbHOCTH OOIIECTBEHHBIX OpPraHU3alHi.

JIP 2

CoOmrogaronuii  HOPMBI  TIPABOTIOPSIKA, CICAYIONIUN HaeagaM
rpakJIaHCKOTO OOIecTBa, obecreueHuss O€30MacHOCTH, TpaB M
cBoOon rpaxman Poccum. JlosuibHBIE K = yCTaHOBKaM |
MPOSIBJICHUSIM TIPEJCTABUTENIEH CYOKYIbTYp, OTIMYAIOIINN HX OT
rpynn C  JECTPYKTUBHBIM W JICBUAHTHBIM  ITOBEJICHUECM.
JIeMOHCTPHUPYIOITUN HEMPUATHE W TIPEIYPEKIAIOMUNA COIMATIEHO
OTIACHOE TOBEJICHUE OKPYIKAOIIIHX.

JIP 3

[IposiBisirominii ¥ 1EMOHCTPUPYIOIINI YBaXKEHUE K JIOASIM Tpy/a,
OCO3HAIOIIMK IIEHHOCTh COOCTBEHHOTrO Tpyna. Crpemsiuiics K
(hopMHUpOBaHHIO B CeTeBOM cpene JUYHOCTHO u
poQecCHOHAIILHOTO KOHCTPYKTUBHOTO «IIH(PPOBOTO CIIEAAY.

JIP 4

JIeMOHCTpHUPYIOIIUY MPUBEPKEHHOCTh K  POJHON  KYJIbTYpeE,
HUCTOPUYECKOW MaMsITH Ha OCHOBe NoOBU K Poaune, pomHomy
HapoIy, MaJloil poJAWHE, MPUHATHIO TPAAUIIMOHHBIX ILIEHHOCTEH
MHOTOHAIMOHAIBHOTO Hapoaa Poccum.

JP 5

HpOSIBJ'IHIOH_[I/Iﬁ YBaXKXCHHUC K JIFOAAM CTapUICro IIOKOJICHUA U
TOTOBHOCTB K Y4aCTHUIO B COIIMATbHOM MOAACPIKKE U BOJIOHTECPCKUX
JABMOKCHUAX.

JIP 6

Oco3Haroumii MPUOPUTETHYIO LEHHOCTh JIMYHOCTH YEJIOBEKA;
YBaXKAIOIUNA COOCTBEHHYIO U UY)XKYIO YHUKAJIBHOCTb B Pa3IUYHBIX
CUTYallUsX, BO BceX opMax U BUAAX AESTEIbHOCTH.

JP 7

[IposBisromuni 51 JIEMOHCTPUPYIOIINI YBaXXECHUE K
NPEACTABUTENSAM  PA3JIMYHBIX JTHOKYIBTYPHBIX, COLMAIbHBIX,
KOH(pEeCCHOHANBHBIX M HMHBIX rpynn.  ConpuyacTHBIH K
COXPAaHEHUIO, IMPEYMHOXEHUIO W TPAHCIALUM  KYJIbTYPHBIX
TpagMLMi M LEHHOCTEH MHOIOHAIMOHAIBHOIO POCCUHCKOIO
roCyAapcTBa.

JIP 8




CoOmoaromuii ¥ MpOoMaraHAUPYOMUNA MpaBWia 3I0POBOTO H
0e30macHOr0 00pasa XKHU3HH, CHOPTA; MPEIYNPEKAAOUINA JTHOO0
NPEOJIOJICBAIOIIMN  3aBHCUMOCTH  OT  aJKoroiyisi,  Tabaka,
IICUXOAKTUBHBIX BELIECTB, a3apTHbIX Urp U T.A. CoXpaHsromuii
TNICUXOJIOTUYCCKYIO YCTOﬁqHBOCTB B CHUTYAaTHBHO CJIOKHBIX WA
CTPCMHUTCIIBbHO MCHAIOIIUXCA CUTyallusX.

JIP 9

3a00TAIMIICS O 3alUTe OKpPYXKAIOUeH Cpenbl, COOCTBEHHOU U
qy)KOi 0€3011aCHOCTH, B TOM YHCIIe IU(POBOIA.

JIP 10

[IposBasomKii ~ yBa)KEHHME K  ICTETHYECKUM  LEHHOCTSIM,
001aJar0IMi OCHOBAMU 3CTETHYECKON KYIBTYPHI.

JIP 11

[TpuauMaronuii ceMeHbIE HEHHOCTH, TOTOBBIN K CO3JaHUI0 CEMbH
Y BOCIUTAHUIO JIETEH; TEMOHCTPUPYIOIINI HENPUITUE HACUIIUS B
CEMbE, yXOJa OT POJAUTEIBCKOW OTBETCTBEHHOCTH, OTKa3a OT
OTHOIIIEHUM CO CBOMMHU JIETbMH M X (DMHAHCOBOTO COJIEP>KAHMUSL.

JIP 12

ColOmromaroruii B CBOeH  MPOQPECCHOHAIBHON  JIEATEIbHOCTH
ITUYCCKHUC MMPUHOMIIBL: YECTHOCTH, HE3aBUCUMOCTH,
po(ecCHOHATIBHOTO CKENTHUIM3Ma, TPOTUBOAECUCTBUS KOPPYILIUU
U OKCTpEMH3My, OONaNalomMMUid CUCTEMHBIM MBIIIJIEHUEM U
YMEHHEM  I[PUHAMATh pEUIeHHWE B  YCIOBUAX pUCKAa U
HEOTIPE/ICIICHHOCTH

JIP 13

T'oToBRIN COOTBETCTBOBATH OKHUJaHUIM paboToaTenei:
MPOEKTHO-MBICIAIINUN, JIPPEKTUBHO B3aWMOJECHUCTBYIOIIUNA ¢
YJIEHAMH KOMAaH/Jbl M COTPYAHHUYAIONIUA C JPYTUMHU JIIOJBMH,
OCO3HAHHO  BBITIOJHSAIONIMK  MpodecCHOHATbHBIE TPEOOBAHUS,
OTBETCTBEHHBIH, MYHKTYaJIbHBIM, JUCHUILUTMHUPOBAHHBIM,
TPYIOJIOOMBBIN, KPUTHYECKH MBICISIIMN, HAICICHHBIH Ha
IOCTH)KEHNE IOCTaBJICHHBIX IeeH; JIEMOHCTPUPYIOIINI
poQecCHOHAIBHYIO JKU3HECTOWKOCTh

JIP 14

OTKpBITHIM K TEKYIIMM U TEPCHEKTUBHBIM H3MEHEHHUSIM B MUPE
TpyAa u npodeccuit

JIP 15
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