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1. OBIIASI XAPAKTEPUCTHUKA PABOYEM ITPOI'PAMMBI YYEFHOM
JUNCHUIIVIMHBI
OI1.02 JOKYMEHTAIIMOHHOE U ITPABOBOE OBECIIEYEHUE
YIIPABJIEHU A

1.1. MecTo McuMnJIMHbI B CTPYKTYpPe OCHOBHOI 00pa3oBaTe/ibHOH POrpaMMBbI:

VueOHast aucuuiuiiHa «JlOKyMEHTAI[MOHHOE M IPaBOBOE OOECICUCHHE YIPABICHUN
SBIIIETCS  00S3aTENBbHON 4YacThi0  00mEnpo(ecCHOHAIIBHOTO IHMKJIA MPUMEPHOW OCHOBHOMU

oOpazoBarenbpHOM nmporpamMmbl B coorBeTcTBUU ¢ DI'OC CIIO nmo npodeccun.
Ocoboe 3HaueHne AUCHUILIMHA UMeeT rpu hopmupoBanuu u pazsutuu OK 02.

1.2. I_[e.m, U IJIAHUPYEMBIC pE3yJibTaTbl OCBOCHUS JUCHHUIIJINHBI:

B pamkax nporpamMmbl y4eOHOW AMCHMILIMHBI OOYYaroIIMMHCS OCBAaUBAIOTCS YMEHUS

Y 3HAHUSA

Kon IIK, OK Yvmennn 3Hanus
OK 01, - IIPUMEHSATH cpexcrsa | - OCHOBHBIE ITOHSATHUSA
OK 02, UH(GOPMALIMOHHBIX TEXHOJIOTUH IS | JOKYMEHTAlMOHHOTO  o0ecredyeHus
OK 04, pemeHus npoecCHOHANBHBIX 33/1a4; | YIPaBICHHUS;
OK 05, - IPaMOTHO H3JIaraTb CBOM MBICIM M | - HOMEHKJIaTypa HH(POPMALMOHHBIX
OK 09, oQopMIIATH JIOKYMEHTBI 10 | ICTOYHUKOB, MIPUMEHSIEMbIX B
IK 1.1, npodeccUOHabHOW — TeMaTuke Ha | npodeccuoHanbHOM e TeIbHOCTH;
[K 1.2 TOCYIapCTBEHHOM SI3BIKE; - TIOHATHUS MYOJUYHBIX W TPHUBATHBIX

- Cco3JaBarh JIOKYMEHTHI Ha OCHOBE
1a0JIOHOB;

-0OpMIISITH  TOKYMEHTAIIHIO B
COOTBETCTBUU C HOPMAaTUBHOU
0a3o0ii, UCIONIB3ysd WHGOPMAIMOHHBIE
TEXHOJIOTHUH;

- B3aMMOJCHCTBOBATh C KOJIJICTaMHU,
PYKOBOJICTBOM, KJIMCHTAMH B XOJE
npodecCHOHAIBHON 1eATeNbHOCTH
-HCIOJIb30BaTh
TEJIEKOMMYHHUKAITHOHHBIC
TEXHOJIOTHH B AIIEKTPOHHOM
JIOKYMEHTO000pOTE.

JOKyMEHTOB;

- TpeboOBaHus K COCTAaBJICHUIO U
0(hOpMIICHHUIO TOKYMEHTOB;

- OCHOBHBIE CTaHAAPTHI OPOPMIICHHS
TEKCTOBBIX U TaOJIMYHBIX JJOKYMEHTOB;
- OCHOBHBIE TIpaBWJIa U TPeOOBaHUS K
CTPYKTYpE JTOKYMEHTOB;
-OpraHu3alMi0  JOKYMEHT000O0poTa:
npuem, o00paboTKy, PperucTparuio,
KOHTPOJIb, XpaHEHHWE JIOKYMEHTOB,
HOMEHKJIATypy Je.




2. CTPYKTYPA M COIEP)KAHUE YUYEBHOU JJUCIIUILJINHBI

2.1. O06bem y4eOHOI TMCHUILIHHBI U BU/IbI y4eOHOH padoThl

Buna yueOHoii padoTnbl Oo0bem B yacax
O0bem 00pa3oBaTeJIbHOM NMPOrpaMMbl Y4eOHOM M CHATIIUHbI 38
TeopeTHIecKoe o0ydeHne 19
NPaKTUYEeCKHE PadOTHI 9
CamocmosmenvHas paboma 10

JAudpepeHuupoBaHHbIi 3a4eT




1.2. TemaTuveckuii MJIaH U coep:KaHNe Y4eOHOM AN CHMILINHBI

Koanl
O0bem, akal. 4./ | kommeTeHIHid,
B TOM 4YHuCJie B (l)OpMPIpOBaHI/IlO
HaumenoBanue Conepxanue yueOHoro marepuasa 1 GopmMbl OPraHM3anMH 1esITeTbHOCTH dopme OTOPBIX
pa3nesioB U TeM 00yYarOIMXCs NpaKTHYECKOi cnocobeTByeT
NOAroTOBKH, 3JIEeMEHT
aKaju. 1. NporpaMmmsl
1 2 3 4
Pasnen 1. lokymeHTHpPOBaHUE B MPO(eCCHOHAILHOI 1eATEeJIbHOCTH. OK 01, OK 02,
OK 05,
Tema 1.1. Ilonsatue o | Conep:kanue y4eOHOIo MaTepuaia OK 09
b
JIOKYMEHTUPOBAHUH.
1. HdenoBoit mpokymeHT. JlokymentupoBanue. HazHaueHue u (yHKIHMH TOKYMEHTa B
cucreMme ynpasieHus. apopmanuus u 1okyMeHT. FOpuanyeckoe 3HaYeHHE JOKYMEHTA. 2
Krnaccudukanus 10KyMeHTOB. DIEKTPOHHBIN JOKYMEHT. TpeOoBaHUs K COCTABICHUIO U
0 OPMIICHUIO JICIIOBBIX JOKYMEHTOB.
[Ipaktnueckoe 3anstue Ne 1. OmnpeneneHue Kiacca, Ha3HAYEHUsS U IPABUIBHOCTH 1
COCTABJICHUS JEJIOBBIX TOKYMEHTOB.
CamocrosiTesibHasi pa6oTa o0yuyarommxcst 2
Tema 1.2. Conep:xanue y4eOHOro MarepuaJa OK 01, OK 02,
T'ocynapcTBeHHOE OK 05,
peryIupoBaHue 1.3akoHOaTENPHOE M HOPMAaTWBHO-IIPABOBOE PETYIMPOBAHHME JOKYMEHTAIL[MOHHOIO OK 09,
JOKyMEHTALHOHHOTO oOecrieueHusl ynpaBieHUs. YHUPUKAUS U CTaHAapTU3alus AOKyMEHTOB. OCHOBHBIE 2
obeceueHms CTaHAapThl 0pOpPMIIEHUS TOKYMEHTAIIUH.
MpaBJIeHUs
yrp CamocrosiTesqibHasi paboTa 00y4YalOIMXCcst 2
Pasznes 2. JlokyMeHTHPOBaHME YIIPABJIEHYECKOH 1eATeJIbHOCTH
Tema 2.1. OcnoBubie | Conep:kanue yueOHOro MarepuaJia OK 01, OK 02,




TpeOOBaHUS K 1. IlonsiTHe o Onankax JOKyMeHTOB. Buabl OnankoB. OOpa3ibl O1aHKOB JJOKYMEHTOB. OK 04, OK 05,
COCTABJICHUIO U O6mmume cBenenust o pexkBusnuTax. OdopmiieHHe PEKBU3UTOB JOKYMEHTOB. OK 09,
0 OpMIIEHUTO TpeboBanusi xk Omankam u pekBusutam mo ['OCT P 7.0.97-2016 «HaumonanbHbII
JIOKYMEHTOB craugapt Poccwmiickoii  ®eneparuu. Cucrema CcTaHAapTOB IO  HWH(OpPMAIUH,
OubmmoreuHoMy W UW3AarenbckoMy  Aeny.  OpraHu3anMOHHO-PAaCHOPSIUTENbHAs
nokymeHTanus. TpeOGoBanuss k odopmieHuro jaokymMeHtoB" (ytB. Ilpukazom
Poccranpgapra ot 08.12.2016 N 2004-cT) (pea. ot 14.05.2018).
2. TpeboBanus Kk TekcTy goKyMmeHTa. CTpykTypa JokyMeHTa. CTUIIb TeKCTa JIeTOBBIX
JIOKYMEHTOB. UepThl U peueBble KOHCTPYKIUU O(UIINATBbHO-EII0BOTO CTHIIS.
ITpaktuyeckoe 3anarue Ne 2. OnpeneneHue MpU3HAKOB U PEUEBbIX I11a0JIOHOB
oUIHMATIBHO-/1€JI0BOTO CTUJIS.
CamocrosiTesqibHasi padoTa 00y4aloIuXcst
Tema 2.2. Conepxanue y4eOHOro Marepuaa
CocraBienue u
oopmierne 1.  OpraHu3alMoOHHbIE,  pacHopsAMTEIbHBIE U HMH()OPMALKMOHHO-CIPABOYHbIE OK 01, OK 02,
OTACIBHBIX BUIOB JOKyMEHTBL. XapaKTepPUCTHUKa OCHOBHBIX OpraHM3allMOHHBIX JOKYMEHTOB (YCTaB, OK (0;(’ 85 05,
AOKYMCHTOB MIOJIOKEHUS, MHCTPYKIMH). XapaKTepUCTUKA PacOPSAUTEIbHBIX JOKYMEHTOB (IIpHKa3, ’
MIOCTAaHOBJIEHHE). XapaKTePUCTUKA U COCTaB MH(OPMALMOHHO-CITPABOYHBIX IOKYMEHTOB %IIE 11 12’

(axT, MPOTOKOII, AEOBOE MUCbMO, CIpaBKa, JoKiajnHas 3amnucka). [IpaBuia
odopmIIeHHUs U BBIJAYU KOMUH TOKyMEHTOB.




2. dunancoBas nokyMeHTalus. JloroBopHas JOKyMEeHTAIUsI.

[Tpaktuueckoe 3ansatue Ne 3. CoctaBieHue u opopMIICHUE JTOKIIATHON U CITy)KeOHOMH
3aMUCKHU.

[IpakTrueckoe 3austue Ne 4. Cocraienue u opopmiieHue HHPOPMALIMOHHOTO MUChMA.

[MpakTrueckoe 3ausitue Ne 5. Cocrapienue u 0hOpMIICHUE JIETIOBOTO ITHCHMA.

CamocrosiTesibHasi paboTa 00y4YaroImMXcst

Paznea 3. JlokyMeHT0000pOT. Opranusamnusi padoThbl ¢ JOKYMEHTAMM. OK 01, OK 02,
OK 04, OK 05,

Tema 3.1. Conep:xanue y4eOHOro Marepuasa OK 09,
Ilonstue IIK 1.1,
JIOKYMEHTOO00POTA. | 1. [ToHsTHE JToKyMeHTooOopoTa. OO1ue IpUHIHUIIBI OPTaHU3alud IOKYMEHTO000pOoTa, IIK 1.2
Opranuzanus €ro OCHOBHBIE 3Tarlbl. TeXHOIOTHS padOTHI C BXOASIIUMH, UCXOASAIIMMHI U BHYTPECHHUMH
paboTsI ¢ JIOKyMEHTaMH. Perucrparus JIOKYMEHTOB. ABTOMaTH3anusa MPOLIECCOB
AOKYMCHTaMHU JIOKYMEHTAI[MOHHOTO 00€CTIEYeHMsI YIIPABICHUSI.

2. OpraHuzanus OTHPAaBKM HUCXOMSAIIMX JOKyMEHTOB. KoHTpoib ucnosHeHus

JIOKyMeHTOB. PaboTta ¢ oOpalieHusIMH.

[Tpaktuueckoe 3anstue Ne 6. Perucrtparust BXopsiieil, HCXOMAIIEH W BHYTpEHHEH

JOKYMEHTAIMH. 3alOoTHEHNE PETUCTPALIMOHHBIX (POPM.

CamocrosiTesqbHasi padoTa 00y4aoIuXcst
Tema 3.2. Conep:xkanue yueOHOro MarepuaJia OK 01, OK 02,
Opraauzauus OK 04, OK 05,
paborsi ¢ 1. TonsTust obmenocTynHo wHbOpMaUuu U WHOOPMAIIMK OTPAHUYECHHOTO JOCTYIIA. OK 09,
AOKYMCHTaMH, Obecneuenne MHPOPMALMOHHOM Oe30MacHOCTH MpHU paboTe ¢ JoKymeHTamu. Paborta ¢ K 1.1,
MMCIOLIMMH TPUQBI | oHdHICHIHATEHBIME JOKYMEHTAMH. 3aKOHOIATETBHO - HOPMATHBHBIE AKTHI B 00NACTH 1K 1.2
OrpaHMICHUA obecriedeHus: MHGOPMALMOHHONW 0e30MacHOCTH, 3allUThl TOCYJAapCTBEHHON TaWHBI U
AocTymna. KoHbUaeHIManbHO wHpopManuu. JlokTpuHa WHOPMAITMOHHOW  0E30MacHOCTH

Poccuiickoit ®enepaunu. Bunel koHpuaeHuumansHo uHGOpManuu. HopmarusHo-
npaBoBoe conepxkanue DenepanpHoro 3akoHa «O  IEPCOHANBHBIX  JaHHBIX».
JIOKyMEHTUPOBaHHE CBEJICHUN KOH(UACHIIMAIBHOTO Xapakrepa. 3amuTa




KoH(pUAEeHIIMAThHOU HHpopMamu. OTBETCTBEHHOCTh 332 HApYIICHHUE PEKUMa 3allUThI
KOH(UIEHITNATLHON NHPOPMAIIHH.

[Ipaktuyeckoe 3anstue Ne 7. M3yueHne HOpMAaTHBHOM 0a3bl, perIaMEHTHPYIOUICH

paloTy ¢ JOKyMEHTaMM, UMEIOIUMH rpU(bl OTpaHUYEHUS JOCTYHA. !

CamocrosiTesibHasi paboTa 00y4YaroImMXxcst 1
Pa3nen 4. XpaHeHue M apXUBHPOBaHHE JOKYMEHTOB OK 01, OK 02,
Tema 4.1. Coneprkanue y4eOHOro MarepuaJia OK 04, OK 05,
3akoHozmarenbHas M | 1. 3akoHOmarenbHas W HOPMATHBHAS OCHOBa XpaHEHHs JOKyMeHTOB. HomeHKiarypa OK 09,
HOpMaTHUBHas nen. @®opmupoBanue nen. CoctaBieHue u odopmiieHue omnucu aen. Ilopsmox 1 IK 1.1,
OCHOBA XPAaHEHHUS M | YHUYTOXKEHUS JJOKYMEHTOB. XpaHEHUE JOKYMEHTOB B apXUBE. IK 1.2
apXUBUPOBAHUS IIpaktuyeckoe 3anarue Ne 8. dopmupoBaHue u oOo(OpMIIEHHE [€JI, COIVIACHO 9
JIOKYMEHTOB. HOMEHKJIAType JIeI.

CamocrosiTesqibHAsA pad0Ta 00y4al0IIUXCH 1
IIpomexyTouHas arrecTauus
Bceero: 36




3. YCJOBUS PEAJIM3AIIAN YYEBHOM JUCHUILIAHBI
3.1. s peaqm3auMud MNPOrpaMmMbl  y4eOHOH JUCUMIVIMHBI JTOJKHBI OBITH
NpeayCMOTPeHbI CileyIoIHe clieHaJbHble OMeIeHUs:
KabGuner wuH(popMaTuky, OCHAIIEHHBIM HEOOXOAMMBIM [UIsl pealu3aliyd MpOTrpamMMbl
y4eOHOHl IUCHUIUIMHBI 00OpyJOBaHUEM, INpHUBEIEHHBIM B 1. 6.1.2.3 mpumepHoil paboueit
[IPOrpaMMBI 110 TaHHOM MpodecchH.

3.2. UnopmannnoHHoe o0ecniedyeHUue peain3aluu NporpaMmmbl

Jns peanu3alMu MporpamMMbl OMOIMOTEYHBIH (OHJI 00pa30BaTENbHON OpraHU3aLUuU
JIOJDKEH MMETh NeYaTHbIC W/WIIN JIEKTPOHHBIE 00pa3oBarelbHble U HH()OPMAIIMOHHBIE PECYPCHI
JUIS MCTIONIb30BaHUs B 0Opa3oBaresibHOM mporuecce. [lpu hopmupoBannn Oubaroreynoro ¢ponga
00pa3oBaTeIbHON OpraHu3alMell BBIOMpAeTCsl HE MEHEe OJHOTO M3JaHuS U3 MEepeYHCICHHBIX
HIDKE TEYATHBIX M3JAHMH W (WIM) DJICKTPOHHBIX M3IaHWA B Ka4e€CTBE OCHOBHOTO, NPH 3TOM
CIIMCOK, MOXKET OBITh JOTIOJIHEH HOBBIMHU M3JaHUSIMH.

3.2.1. OcHOBHBIE ITeYATHLIE H3TaHUS

1. BeikoBa, T. A. JIOKyMEHTAI[MOHHOE OOCCIICUCHUE YIIPaBJICHUS (ICIOMPOU3BOICTRO):
yuebHoe mocobue / T.A. beikoBa, T.B. Kysneuoma, JI.B. Cankuna; moxg o6m. pexa. T.B.
Ky3nenoBoii. — 2-e u3a., nepepad. u pon. — Mocka: UHOPA-M, 2021. — 304 c. + [om.
Mmarepuanbl [OnekTpoHHblii pecype]. — (Cpennee mpodeccronanbHoe obpazoBanue). - ISBN
978-5-16-013913-5. - Tekcr: DIIEKTPOHHBIH. - URL:
https://znanium.com/catalog/product/1141796

3.2.2. OcHOBHBIE 3JIEKTPOHHbIE U3TAHUSA

1. Ky3nenona, U. B. JlokyMeHTallMOHHOE OOecCIieueHHe yMpaBieHUus: yueOHoe mocoodue
st CITIO / U. B. Ky3neuosa, I. A. Xauarpsn. — 2-e uzn. — Caparos: [IpodobpazoBanue, At
[Tu DOp Memma, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — Texcr:
SNEKTPOHHBIM // DIeKTpoHHBIM pecypc 1udpoBoil  obpaszoBarenbHoi  cpenst  CIIO
PROFo6pa3zoanue : [caiit]. — URL: https://profspo.ru/books/80326

2. Kyxapenko, T. A. IlpaBoBoe oOecneueHne Npo(ecCuOHATBLHON esITeIbHOCTH:
yaeonuk st CI1O / T. A. Kyxapenko. — Caparos: [Ipodobpa3zosanne, 2021. — 199 c. — ISBN
978-5-4488-1017-6. — Tekct: DIEKTPOHHBIA // DJEKTpOHHBIH pecypc IUBPOBOI
00pazoBarenbHOM CpeIbl CIIO PROFo6pazoBanue: [caiit]. — URL:
https://profspo.ru/books/102330

3. Ilernuna E.M. HpopmaninoHHbIE TEXHOJIOTHH B MPO(HECCHOHABHOMN e TeIbHOCTH:
yuebHoe nocobue mis CIIO / Iletmuna E.M., T'op6aues A.B.. — Caparos: IIpodobpazoBanue,
2021. — 111 c. — ISBN 978-5-4488-1113-5. — Tekcr: anekrponnsiii / [IPR SMART: [caiit]. —
URL: https://www.iprbookshop.ru/104886.html

4. ITaBnoga, P. C. JlokymeHTaniMnoHHOE o0OecreueHre ynpaBieHus : yueOHHuK s cro / P.
C. IlaBnoBa. — Canxkr-IlerepOypr : Jlanp, 2021. — 416 c. — ISBN 978-5-8114-6959-8. —
Texkct: oanmexktponnslii / Jlame : a;mekTpoHHO-OMOmmorewnass cuctema. —  URL:
https://e.lanbook.com/book/173087

5. Eropos, B. II. JlokymMeHTOBeZIeHHE U IOKYMEHTALIMOHHOE 00eCIeYeHre YIPaBIeHUs B
ycioBusax nudposoit skoHomuku / B. I1. Eropos, A. B. CiuabkoB. — 3-¢ u3n, crep. — CaHKT-
[etepOypr : Jlanb, 2023. — 372 ¢. — ISBN 978-5-507-45999-5. — TekcT : anekTpoHHBI# //
Jlanb : anekTpoHHO-OMOIMoTeuHas cucrema. — URL: https://e.lanbook.com/book/292970



https://znanium.com/catalog/product/1141796
https://profspo.ru/books/80326
https://profspo.ru/books/102330
https://www.iprbookshop.ru/104886.html
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4. KOHTPOJIb 1 OIEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHOU JTUCIUIIJIMHbI

Pe3yabTarbl 00yuyeHust

|

Kpurepum oueHkn

\ MeTtoabl OEHKH

Hepequb 3HaHI/II71, OCBAMBACMBbBIX B paMKax TUCHHUIIJIMHBL

3HaHUs:

- OCHOBHbBIC TOHSTHUS
o0ecIieueHns yIpaBICHHS;
- HOMEHKJIaTypa MH()OPMAIMOHHBIX HCTOYHHUKOB,
PUMEHSEMBIX B npodeccroHaIbHOMI
NeSITeTIbHOCTH;

- HOHATHSA MyOIWYHBIX U IPUBATHBIX TOKYMEHTOB;
- TpeOOBaHUS K COCTaBJICHUIO u
o(opMIICHHIO TOKYMEHTOB;

- OCHOBHBIC CTaHJapThl O()OPMIICHUSI TEKCTOBBIX
¥ TaOJMYHBIX TOKYMEHTOB;

- OCHOBHBIC MpaBHUJa U TPEOOBAHUS K CTPYKType
JIOKyMEHTOB;

-OpraHM3anuilo  JOKyMEHTOOOOpOoTa:  TpHUeEM,
00paboTKy, perucTpanuio, KOHTPOJIb,
XpaHeHHE JTOKYMEHTOB, HOMEHKJIATYpy Jedl.

AOKYMCHTAIIMOHHOI'O

He menee 60% BepHbIX
OTBETOB

TectupoBanue

HepequL yMeHHﬁ, OCBAMBACMBIX B paMKax JUCHHIIIIMHBI

YMmenus:

- TPUMEHATh  CpeacTBa  MH(GOPMAIIMOHHBIX
TEXHOJIOTHIA JIJISl PEIICHUs MPOQPECCHOHATBHBIX
3a7a4;

- TPaMOTHO H3JIararb CBOM MBICIU W O(QOPMIISTH
JIOKYMEHTBI TI0 TIpO(heCCHOHAIBHON TeMaTuke Ha
TOCYIapCTBEHHOM SI3BIKE;

- CO3/1aBaTh JOKYMEHTHI HAa OCHOBE 11a0JI0HOB;
-0hOpMIISITH  TOKYMEHTAITUIO B

COOTBETCTBHUU C HOPMAaTHUBHOMN

0a30ii, UCTIOIB3YA nH(pOpMaIMOHHbIE
TEXHOJIOTHUH,

- B3aHMOJICHICTBOBATh c
PYKOBOZICTBOM, KIIHCHTaMH
poQeCcCHOHATBHON IeATeTbHOCTH
-HCII0JIb30BATh TEIEKOMMYHHUKAI[HOHHBIE
TEXHOJIOTUH B AIIEKTPOHHOM
JIOKYMEHTO00OPOTE.

KOJUIETaMH,
B xoze

Pe3synbrarst
BBIIIOJIHCHHUS 3aJaHUI
COOTBETCTBYIOT
3aJJaHHBIM [1a0JIOHAM U
TpeOOBaHUSAM.

IIpu BEINOTHEHNH
3aJJaHUH UCIIOJIb30BAHbI
paloHaIbHbIE METO/IbI
U cpesicTBa 00paboTKH
uH(pOpMaIUH.

Ouenka
pEe3yNbTaToB
BBITMIOJTHEHUS
MPAKTUYECKON
paboTHI
DKCHepTHOE
HaOmIoIeHue 3a
XOJIOM
BBITIOJTHEHUS
MPAKTHYECKOMN
paboThI

10
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