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1. HACTIOPT PABOYEM PO PAMMBI YYEBHOII JAACIATTLIAHBI
JoKymMeHTaNMOHHOE 0GecneYenne yIpaBIeHHs]

1.1. O6sacTe npumenenus pagoueii NPOrpamMmeI

Pabodas mporpamma y4e6HOM JUCIAIIMHEEL SBIsSETCS 9acThIO IIPUMEPHOM
OCHOBHOH NpO(eCcCHOHANBHON 06pa3oBaTensHOL IIPOTPaMMEl B COOTBETCTBHUH C
®I'OC mo cmemmansroctn CIIO: 09.02.04 HNudopmanmonnsie cucreMsr (mo
OTpPaCIISIM).

1.2. MecTo y4e6HO# AHCHHIIAHDBI B CTPYKType mporpamMmMbl IOATOTOBKH
CIENHAJIHMCTOB CPeHEro 3BeHa:

O6menpodeccronansuas AUCLUITIMHA BXONUT B NpPodeCcCHOHAILHBIH
[UKII.

1.3. Henu m 3amaun Y4eOHO#i JHCHHIIHHBLI — TPeGOBaHHsI K pe3yabTaTam
OCBOCHHSI Y4eOHOH THCHUILTHHDL:

B pesymerate ocBoenms Y4€OHOH IUCITUILIMHEI O0yJaroIuifcs MoIDKeH
YMETh:

0hOpMIIATE OpraHU3alHOHHO-PACIOPAAUTEIHHYIO JOKYMEHTAIIHIO B
COOTBETCTBHUH C NEHCTBYIOIIM I'OCTowm;

COCTaBIATE M O(QOPMIIATH OPTaHM3alliOHHEBIC,  PaCHOPSAUTENHHEIE,
I/IH(I)opMauHOHHo—cnpaBquLIe AOKYMEHTHI, JOKYMEHTAITMIO II0 TPYAOBBIM
OTHOIIECHHSIM;

HCIIONb30BaTh B paboTe pasiMYHbIe BHIOB OIAHKOB JMOKYMEHTOB, BEIOHpATh
Hanboee paroHaATLHOTO PACIIONIOXEHNSA PEKBU3UTOB Ha OJIaHKe;

IPUMEHATh  YHUQHUIUPOBAHHEIE bopmEI JIOKYMEHTOB, o0pabaTsIBaTH
BXOZsIME, BHYTPEHHNE U UCXO/ISIIHE JIOKYMEHTEL.

B pesynerate ocBoemms yue6moif AUCUUIUIAHEL OOy4JarOMmuMics MoDKeH
3HATh:

OCHOBHBIE ITOHATHS JIOKYMEHTUPOBAHIIS,

(QYyHKIUM  JOKYMEHTOB B OpraHu3anvy, 3aKOHONATEIhHAS OCHOBA
JOKYMEHTUPOBAHUS,

XapaKTepUCTUKy U coctaB [[OCTa;

BUZBI OJIaHKOB JOKYMEHTOB;

YHHOQUIEPOBaHHEIE (hOPMEI JIOKYMEHTOB;

TPeOOBaHUI K  COCTABICHHIO U ot opmIreHHIO OPraHU3aIMOHHEIX,
PacliOpAAUTENbHEIX, HH(QOPMAIMOHHO-CIPABOTHEIE JMOKYMEHTOB, TOKYMEHTAITHH
110 TPY/IOBBIM OTHOIICHUSM, JOKYyMEHTHPOBAHHIO MEATENBHOCTH KOJUIETHATHHbIX
OpPraHOB.

OPTaHM3aIMIO  TOKYMEHTOOO0pOTa:  IIpHeM, 00paboTKy, perHCTpaumo,
KOHTPOJIL HCIIOJTHEHHUS JOKYMEHTOB;

OPTraHU3AIHUIO XPAHEHHS JOKYMEHTOB;

SKCIIEPTH3Y HEHHOCTH JOKYMEHTOB, HOMEHKIIATypy e OpraHu3aluy.



IIpodeccronansupre (IIK) u  obmme (OK) xoMmerenmuwy, KOTOpEIE
AKTyaNu3UPYIOTCS IIPH U3YyYCHUH yIeOHOM qUCIMIUIAHEL:
OK 1. Ilommmare cymHOCTE H CONMANBHYIO 3HAYUMOCTE CBOeW Oymymeit
Ipodeccuu, IPOSIBIIATE K HEl YCTOMYUBEIM HHTEDEC.
OK 2. Opranu3oBsIBaTh COOCTBEHHYIO IESTENHHOCTH, BEIOMPATH THUIIOBBIE METO/IBI
W CIHOCOOBI  BBIIONHEHHS  IPODECCHOHATBHEIX 3a1a4, OIEHHWBATh UX
3 GEKTUBHOCTE U KauecTRo.
OK 3. Ilpusumars pernrenws B CTAHZIApPTHBIX U HECTAHAPTHBIX CUTYAIUsIX ¥ HECTH
32 HAX OTBETCTBEHHOCTD.
OK 4. OcymecTBisaTs IIONCK ¥ HCIIOIb30BAHIE HH(pOPMANH, HEOOXOMUMON s
5(QEXTUBHOIO BHIIONHEHHUS NpOECCHOHANBHBIX 3ajav, IPO(ECCHOHANBHOTO U
JUYHOCTHOI'O Pa3BUTHA. :
OK 5. Hcnonszosats HH(OPMAITHOHHO-KOMMYHHKAITHOHHEIE TEXHOJIOTHH B
IpOGeCCHOHANBHOM TesITeILHOCT.
OK 6. PaboTats B KOJUIEKTHBE U KoMaHJte, 3G (HEKTHBHO 00IMaThCS C KOJUIeramH,
PYKOBOJICTBOM, IOTPEOUTEISIMH.
OK 7. Bpate Ha ce6i OTBETCTBEHHOCTE 32 pabOTy 4YIEHOB KOMaHMIEI
(TOMIMHEHHBIX), PEe3YIIETAT BBITOTHEHHS 3alaHUH.
OK 8. CamocrosTensuo OUPEICILITE 3a1a4i NPO(ECCHOHANBHOTO M IMYHOCTHOLO
Pa3BUTH, 3aHUMATBCSI CaMOOOPa30BaHUEM, OCO3HAHHO IUTAHWPOBAThH ITOBBIIICHHE
KBaIM(UKAILIHH.
OK 9. OpwuentupoBartscs B YCIOBHAX 4YacTOM CMEHBI TEXHONIOTHH B
IPO(ECCHOHANBHON e TeILHOCTIL.
IIK' 1.2. BsaumopelicTBOBaTh CO CHCHHAMCTAMH  CMEXHOrO HpoGuis mpu
pa3paboTke  METOZOB, CpexcTB H TEXHOIIOTMHA IPUMEHEHHS O0OBEKTOB
IPO(ECCUOHANBHOM e TENLHOCTL.

1.4. KoamdyecTBo 4YacoB Ha ocBoenme pabouyeii mporpamMmer y4eOHoi
AUCHUTIHHBI:

MaKCHMAaNbHOM y4eOHOM Harpysku obydaromerocs - 60 4acoB, B TOM YHCIIE:
ayMATOPHOK y4eOHOH paGoTel ob6yuaromerocs - 40 49acoB, B TOM 4YHCIIE
TPaKTHIECKUX ~ 3aHATHH 24 4daca, TEOPETHYECKHX 3aHsTHii 16 gacos;

BHEayIUTOPHOH (caMOCTo;ITeJILHoﬁ) y4eOHOH paboTe oOy4aromerocs - 18 49acos,
KOHCYJIbTAITNH 2 4Yaca.



2. CTPYKTYPA M CONEP/KAHUE YYEBHO U CIUILIAHBL

2.1. O6bem yueOHOl NHCOHUILIHHBI B BUABI y4eGHOH paGoTh

Bun yue6Hoii paGoTsl O6bem

4acoB
MaxkcumasbHas yaeGHast HarpysKa (Bcero) 60
AynutopHasi yueGHas paGora (o0s3aTe/bHbIE yaeGHbIE 40

3aHATHSA) (BCero)

B TOM YHCIIE:

J'Ia60paTOpHBIe 3aHATHUA

NPaKTAYECKUE 3aHITHS 24

KOHTPOJIBHBIE paOOTEI

KypcoBas pabota (TIpoekr)

Bueaynuropnas (camocrositennbuas) yueGHas pabora 18
o0y4aromerocst (Bcero)

B TOM 4HCJIC:

CocraBieHue KoHCIIEKTa 8
Cocragsienue cxem 10
Koncynpraiuun

lIpomexyTounas aTTecTanus B hopme oupepenyuposannozo 3auema
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3. YCJIOBUS PEAJIM3AIIMA PABOYEM ITIPOT'PAMMBI YUEBHOM
JUCTIAITIJINHBI

3.1. TpeGoBaHHsT K MHHHMAJbHOMY MATEepPHAJIbHO — TEXHHYECKOMY
obecneveHH10.

Peanuzanys nporpaMMsl OUCLMIUIMHEL TpeOyeT Hamuuws ydeOHOro kabuHeTa
COIMAIIbHO-OKOHOMUYECKUX TUCLIUILINH.

OGopynoBanne y4deOHoOro kaOmHeTa: CTOJ IIpemojaBaTeNs — 1 IIT., CTYI
IIperoaasareis -1 IT., CTONBI [ CTyA€HTOB — 13 IMIT., CTYIbS AN CTYAEHTOB —
26 mT, mxad - 2mt., OcCHOBHOE 000pyHOBaHHE: KOMILUIEKT YIeOHO-METONNIECKOM
JOKyMEHTAIUH, IEMOHCTPALlMOHHBIE CPEACTBA, IIPE3CHTAINH, BUCO(DIHEMEL.

Texnnveckne cpeacrsa o0y4eHusi: KOMIbIOTEep- 1 1IT., puHTEp — 1 IUT., CKaHep
— 1 mrT.

Pabouas mporpaMma MOXeT OBITh peaii30BaHa C IPUMEHEHUEM Pa3IHIHbIX
00pa3bBaTeNbHBIX TEXHOJOTHH, B TOM YHCIIE C IPHMEHEHHEM IUCTAHIMOHHBIX
00pazoBaTeNbHBIX TEXHOJIOTHHA U 3JIEKTPOHHOTO 00yUeHNs.

3.2.AudopmanuonHoe obecneyeHne 00yyeHHsl.

IIepeYeHb Y4YEOHBIX H3JAHUM, 3JIEKTPOHHBIX W3IAHUHM, DJIEKTPOHHBIX H
HuTepreT-pecypcoB, 00pa30BaTeNbHBIX IUIATGHOPM, 3JICKTPOHHO-OHOIHOTEYHBIX
CHCTEM, BEO-CHCTEM AJI OpraHU3alUK JUCTAHIIMOHHOTO OOYYEHUS M YIPABICHHUS
MM, WCIONB3yeMble B O0Opa3oBaTeNbHOM IpoIecce KaK OCHOBHBIE U
JOTOJIHUTENbHbIE UCTOYHUKH.

OcHOBHBIE HCTOYHUKH:

1. ITImenko A.B. JIokyMeHTalMOHHOE OOecCIieueHue YIpPaBICHUS: IPAKTHKYM
(6-e m31., crep.),y4ueb.mocobe, 2015 r.

2. Kyznenos HM.H. JIoKyMeHTallMOHHOe  OOecliedeHrne  yIpaBlICHHUS.
JOKYMEHTOOOOPOT U JENIOPOU3BOACTBO 2-€ U3., IIeP. U JOMOJ. YUeOHUK U
npakTukyM.-M.:FOpaiit, 2017-477 c.

3. IImenko A.B. JloxyMeHTaIMOHHOE OOECIIeYeHNE YIPABICHUS: MPAKTHKYM
(18-e uzn., mepep. u jor..),yue6., 2020 r.-224 c.

JonoJIHATEIbHbIE HCTOYHHKH:

1. bacosckas E.H. [lenonmpousBoactBo: YueOHoe mocobue — M.: ®OPYM,
2011.

2. Kupcanoba M.B., AxcesoB IO.M. Kypc memompoussoncrsa:
JlokyMeHTalmoHHOe o0ecIedeHrne yIpaBlieHus: Yd4eOHoe mocodbue — M.:
Nudppa —M, 2011.

3. Pymeiauna JLLA. JlokymeHTanmoHHOe oOecrieueHue yIpaBleHus: ydeOHUK
IUI CTYACHTOB ydpexaeHuil cpen. nmpod. obpazosanmst/ JI.A. Pymeinuna. —
M.: U3narensckuii neHTp «AxaneMusy, 2014.
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JJIeKTPOHHBIE H3AaHus (31eKTPOHHbIE pecypchl)
1. OBC Jlans - https://e.lanbook.com/book/105319
2. Koncynprant IDmoc I'OCT P 7.0.97-2016 «Cucrema cTaHmapTOB IIO
pHpopMaIyy, OUOIHOTeYHOMY M H3JaTeNbCKOMY nery. OpraHu3alroHHO-
'pacIOpsiiUTEeNbHAs  NOKyMeHTanusa. IpeOoBanust K  OGOPMICHHIO
JIOKyMeHTOB» http://www.consultant.ru/document/cons _doc LAW 216461/
3. OnexTpoHHBIN (HOHA NPaBOBOI U HOPMATHBHO-TEXHUIECKOU JTOKYMEHTAI[HH
http://docs.cntd.ru/document/1200142871
4. OdwunmanpHeiil caliT @enepanbHOro apXUBHOT0 areuTcTsa http://archives.ru/
. MenepanbHOE apXWBHOE areHTCTBO MeTonWYecKre pPEeKOMEHIAIMK II0
npuMeHeHuro I'OCT P 7.0.97-2016 «Cucrema cTanAapTOB 10 HHGOOPMAITHH,
OubIHOTEYHOMY H  W3aTebCKOMY Ieny. Oprauu3aroHHo -
pacrnopsauTeNbHas ~ AOKyMeHTamus. IpeboBaHus K  OGOPMIICHHIO
IOKYMEHTOB»  http://archives.ru/sites/default/files/2018-metod-rekomend-
gost.pdf
IToptan PRO-nenonpounssoactso https://www.sekretariat.ru/
7. CaiT 1O  KaApoBOMYy  [JeNONpPOM3BOACTBY  https://www.kadrovik-
praktik.ru/books/
8. Buneomarepuan KondunenunansHoe MPOU3BOACTBO — MPE3SHTAIS OHJIANH
https://ppt-online.org/450405
9. Iludposas obpazosarensHast cpena CIIO PROFoOpa3oBanue:

Kysnenosa, M. B. JlokyMeHTallMOHHOE OOecIieYyeHNE yIpaBieHus : yaeOHoe
nocobue qisa CIIO / W. B. Ky3nenosa, I'. A. Xauarpsa. — 2-e uzn. — Caparos :
IIpopobpazosanue, Al IIu Op Menua, 2019. — 166 c. — ISBN 978-5-4486-
0404-1, 978-5-4488-0216-4. — TekcT : 3IeKTPOHHBINA // DIEKTPOHHEBINA pecypc
g poBoit obpazosarensHOM cpeapl CIIO PROFo6pazopanue : [caiit]. — URL:
https://profspo.ru/books/80326 (mara obpamenus: 07.09.2020). — Pexum
IOCTYyTIA: JUIsl aBTOPU3HUP. [IOJIH30BaTENICH

ApacnanoBa, B. A. JloxymeHTanuoHHOe oOecliedeHue YIpaBICHHS
yd4eOHO-IIpaKkTHYeCKoe Iocobue B cxemax, Tabmumax, obOpasmax / B. A.
ApacmanoBa. — 3-e wu3g. — Cypryr : Cypryrckuifi TocCyIapCTBEHHBIH
nenarormyeckuid yausepcuretT, 2019. — 240 c¢. — ISBN 978-5-93190-385-9. —
Texct : 3nekTpoHHBIH // DNEKTPOHHEBIM pecypc IHQpPOBON 00pa3oBaTeNbHON
cpensl CIIO PROFoOpazoBanue : [caift]. — URL: https://profspo.ru/books/94291
(mata obpamenusa: 04.09.2020). — Pexum poctyma: [Uisi  aBTOPH3HP.
[IOJIB30BaTENIEH
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DJIEKTPOHHO-0HOJIMOTEe HAS CHCTEMA:
IPR BOOKS - http://www.iprbookshop.ru/78574.html

Be0-cucrema Ui OpraHuM3anMHd  JAUCTAHIHMOHHOIO OOyYeHHS H
yHopaBJIeHHS UM:

Cuctema nuctanmnuonnoro odydenuss Ol AIIOY «AJieKceeBCKH KoLK
http://moodle.alcollege.ru/ :
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4 KOHTPO.JIb 1 OIIEHKA PE3YJIbTATOB OCBOEHUS YYEEHOI
AU CIUTLIAHBI
KonTpoar um oumenka pesymsTatos ocpoenms Y4eOHOH IUCIUIIIHHEL
OCYILECTBIAETCSA NPENONABATENleM B IPOIECCE IMPOBEIECHHS TEOPETHIECKHX M
TNPAKTUIECKUX 3aHATHH, AU(DEpPEeHITIPOBAHHOTO 3a9eTa, a TAKKEe BBIIONHEHS
O0YJaFOITIMICS CAMOCTOSITEIBHON BHEAYAUTOPHOM PabOTEI.

PesynbraTer 00ydeHus
(OCBOCHHBIE YMEHNS, YCBOSHHEIE 3HaHUA)

DOpMBI I METOBI KOHTPOJIS U
OLIEHKH Pe3yIbTaTOB O0YYEHUS

OCBOCHHEIE YMEHMUSL:

opopMIITE OpPraHU3aI[MOHHO-
PacIopsAIUTEeIBHYIO JOKYMEHTAIIHIO B
COOTBETCTBHH ¢ AercTByIomuM I'OCTowm;

COCTaBIIATH u oopMIIITE
OpraHM3aIOHHELE, pacopsIuTeIsHELE,

HH()OPMAaIMOHHO-CIIPABOYHEIE JIOKyMEHTEL,
AOKYMEHTAIHIO II0 TPYIOBBIM OTHONICHHSIM;

HCIIONB30BaTh B paboTe pasiuyHBIC BUIOB
0JIaHKOB JIOKyMEHTOB, BEIOWpaTh Hambojee
PallHOHATIEHOTO PaCIONOXEHHA PEKBU3UTOB
Ha OaHkKe;

IIPUMEHATE  YHHUUMPOBAHHEIE — (hOPMEL
JIOKyMEHTOB, 00pabateiBaTh  BXOJAIIHE,
BHYTPEHHHE U UCXOZSAIIUE JIOKyMEHTEL

YCBOCHHEIE 3HAHUS:

OCHOBHBIE IIOHATUS JOKYMEHTUPOBAHHSE

' QYHKLIMHM JOKyMEHTOB B OpraHU3all}H,
3aKOHOJaTEIbHAS OCHOBa
JOKYMEHTUPOBAHNS,

XapakTepucTuKy U coctaB 'OCTa P 6.30-
2003;

15379103 OJTaHKOB JIOKYMEHTOB;
YHUQUIHPOBaHHbIE HOPMEI JIOKyMEHTOB;

TpeOoBaHuUsA K COCTaBIICHHIO 5§
odopmiIeHMIO OpTraHM3alMOHHEIX,
PacopsAIuTeNbHbIX, HUH(OPMAITHOHHO-
CIIPaBOYHEIE JOKYMEHTOB, TOKYMEHTAIUH T10
TPYZOBEIM OTHOIICHHSIM,
JIOKYMEHTHPOBAHUIO JEATENHHOCTH

KOJUIETHalbHbIX OPTraHoB.
OPraHU3alNI0 JOKYMEHT0060pOTa: IpHeMm,
00paboTky, perucTpanuro, KOHTPOJIb
UCIIONTHEHHUS TOKYMEHTOB;
OPraHU3allUIO XPAHEHHS JOKYMEHTOB;
OKCIEPTU3Y LEHHOCTH JOKYMEHTOB,
HOMEHKJIATYPY €] OpraHHU3aIlHH.

YCTHBIH 1 TECEMEHHETH ompoc,
BEITIIOJTHEHHE CAMOCTOATEIHHOL
PabOTEL, 3aluTa IPaKTHIECKOMH
pabotel, muddepenrmposanmbriz
3a4er.

YCTHEIN ¥ IMCHMeHHbIH oripoc,
BEIIIOJTHEHHE CAMOCTOATETBHOM
paboTHl, 3amuTa IpaKkTUYeCcKoi
paboTel, muddepennmposanmEii
3a4er.
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