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1. TIACIIOPT PABOYEN ITIPOI'PAMMBI YYEBHOW JUCIIUIIIMHBI
JloKyMeHTaHOHHOe o0ecrieyeHne ynpaB/ieHus

O0/1acTh IPUMEHEeHHSsI TPOrPaMMBbI

Pabouasi  mporpamMma  yueOHOW  AWCLMIUIMHBI  SIBJISIETCS ~ YaCThb0  OCHOBHOM
npodeccroHambHOM 0Opa3oBarenbHOM mMporpammbl B cootBeTcTBUM ¢ PI'OC CI1040.02.01
I[TpaBo 1 opraHu3alys CoOLMaabHOro obecrneueHust

MecTo AUCHMIUIMHBI B CTPYKTYpeé OCHOBHOW mpogeccCHOHA/IbHOH 00pa3oBaTe/IbHOMN
nporpamMmbl:  JloKyMeHTallMOHHOe  obecrieueHWe  yrpaBle€HUsi OTHOCUTCS K LUKy
o61ernpodeccroHaNbHBIX JUCLUTIH

Ilesn ¥ 3aJa4Uu AMCHUIUTMHBI — TPeOOBaHUS K pe3y/IbTaTaM 0CBOEHHUS AUCIUTUTHHBI:
Lenb gaHHOrO Kypca - TpeAoCTaBUTh 3HAHUSI TEOPEeTUUECKUX M MPAKTUYECKHWX OCHOB B
obslacTu 1e/10MpPOM3BO/ICTBA, OCBOEHHE CTYJeHTaMH TIOpsiIka OpraHM3alliy JOKYMEHTALMOHHOTO
obecrieueHus yrpaBieHuss, 06pabOTKH, cOCTaB/eHNe U XpaHeHUs JOKyMeHTallid B COBPEMEHHOM
OpraHu3aLiiu.
B pe3synbrate 0CBOEHUS AUCLUTUIMHBI 00YJaOIIUNACs JO/DKEH YMeTh:
—oQopMJIATE  OpraHU3al[MOHHO-PACMIOPsAUTE/IbHbIE /OKYMEHTbI B COOTBETCTBUM C
ngericteyroium  ['OCTowm;
— OCYLEeCTB/ISATE 00pabOTKY BXOASIINX, BHYTPEHHUX U UCXO/SIIUX JOKYMEHTOB, KOHTPOJIb
3a UX UCIIOJIHeHHEM;
— 0 OpMJIATH JOKYMEHTHI /1JI51 TIepe/iauyd B apXUB OpraHu3alvu.

B pe3ynbraTe 0CBOEHUS AUCIUITIMHBI 00yUarOIIUHACS JO/DKEH 3HaTh:

— TOHSTHE JOKyMeHTa, ero CBOMCTBA, CII0CO0bI IOKYyMeHTUPOBaHUS;

— TMpaBWIa COCTaB/IeHUsT U 0OPM/IEHHsT OPTaHN3al[MOHHO-PACIIOPSNTETbHBIX JOKYyMEHTOB
(manee - OPM);

— CUCTEeMY Y TUIIOBYIO TEXHOJIOTHIO JOKYMEHTAI[MOHHOTO 00ecrieueHHs yIipaByieHus (fanee
- BOY);

— 0CODEHHOCTH [1eJIOTIPOM3BOACTBA 10 OOpalleHHsIM TpaKAaH W KOH(UAEHIMaTbHOTO
J1eJIOTIPOM3BO/ICTRA.

ITK 1 OK, KoTopble aKTya/JU3UPYIOTCS TTPU U3yUeHUU YueOHOM JUCIUTIAHBL:

OO111ie KOMIIEeTeHLIUN:

OK 1. IloHnMaTh CyIIHOCTb U COLMA/IbHYIO 3HAauMMOCTb CBOed Oyayuieil mpodeccuu,
TIPOSIBJIATH K HEl YCTOMUMBBLIN UHTepecC.

OK 2. OpraHu30BbIBaTb COOCTBEHHYIO [1€TE/IbHOCTb, BbIOMPATh THUIIOBbIE METOABI U
criocoObl BLITIOJIHEHUS TTPO(eCCUOHaIBHBIX 3a/lau, OLeHUBaTh UX 3((HeKTUBHOCTL U KaueCTBO.

OK 3. [IpyHumarhk pelieHusi B CTaHAAPTHBIX Y HeCTaHZAPTHBIX CUTyaLUsIX U HECTH 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymecTBasaTh TIOUCK W HCMO/b30BaHWe WH(OpMaryu, HeoOXoAMMOUW Ayist
3¢ (heKTUBHOTO BBITIOJTHEHUSI MPOdeCCUOHAMBHBIX 3afiayu, MPodecCHoHabHOTO U JIMUHOCTHOTO
pasBUTHSL.

OKS5. Ucrionb3oBathb HMH(}OPMaIMOHHO-KOMMYHUKAI[MOHHbIE TeXHOJIOTUU B
npodecCOHaNIbHOM esATeIbHOCTH.

OK 8. CamocTosiTeNTbHO OTpefie/isaTh 3afauu MpogecCroHaIbHOTO U JIMYHOCTHOTO Pa3BUTHS,
3aHMMAaThCsi caMoobOpa30oBaHKeM, 0CO3HAHHO TJIAHWPOBATH TMOBbIILIEHNEe KBATU(PUKALH.

OK 9. OpueHTHPOBAaThCS B YCJIOBUSX TTOCTOSTHHOTO M3MeHEeHUSs TIPaBOBOM 0a3bl.



[TpodeccroHanbHble KOMIETEHIWH:

IMK 1.1. OcyuiectBasiTh npodeccuoHasbHOe TOJKOBaHWE HOPMAaTUBHBIX TTPABOBBIX AKTOB
JUTSL peasiM3alivy TpaB TpakjaH B chepe eHCUOHHOTO 0becrieueHUst U COL[UA/TbHOM 3allUThI.

MK 1.2. OcyiecTBisTh TPHUEM TpakJaH IO BOIMPOCAaM IM€HCHOHHOTO o0ecTieueHus U
COLIMA/IbHOM 3allIUTHI.

MK 1.3. PaccmarpuBaTh TMakeT [JAOKYMEHTOB [I/ii Ha3HaueHWs TeHCHH, T10COOuH,
KOMITeHCal[uk, JPYTUX BBIIUIAT, & TAKXXe Mep COLMaJbHOW MOAJEeP)KKHU OT[e/bHbIM KaTeropusim
rpakJaH, HY)KJarOIL[MMCsI B COLIMA/IbHOM 3alljuTe.

[1K 1.4. OcyuiecTBiATh yCTaHOB/IEeHWe (Ha3HaueHUe, repepacueT, NepeBo/), UHAEKCaLlU U
KOPPEeKTUPOBKY ITeHCHH, Ha3HaueHWe MMocobuii, KOMIeHCalluii U APYTHUX COI[Ma/IbHBIX BHITIIAT,
WCII0/Tb3ysl MH(OPMAL[MOHHO-KOMITbIOTEePHbIE TEXHOOTUMU.

IMK 1.6. KoHcynbTUpOBaTh TpaK[aH W TIpe/iCTaBUTe/lel HOpUIAYeCKUX JIKIL] 10 BOMpPOCaM
TIeHCUOHHOTO 0becrieueHUst U COI[UATbHOM 3allUThI.

Ko/inyecTBO 4acoB Ha 0CBOeHHE NPOrPaMMbl AMCIIUIIIUHBI:
MaKCUMasbHOM yueOHO# Harpy3ku obyuatoiuxcs 48 yacos, B TOM UmcCJie:

— ayIMTOPHOM yueOHOM paboThl 0Oyuatolrierocs 32 yaca;
— BHeayIUTOPHOU (CaMOCTOsATe/IbHOM) yueOHOM paboThl oOyydaroruxcst 164acos.



2. CTPYKTYPA Y COAEP)KAHUE YUYEBHOM JUCIIATIAHBI

2.1. O0BbeM yueOHOM AMCIUIIMHBI M BUABI YU4e0HO0I padoThI

Buj yue6HOM paboThI

O6wvem yacoe

MakcumasibHasi yueOHas Harpyska (Bcero) 48
AyauTopHas yuye0Hasi Harpy3kKa (o0si3aTesibHbIe yueOHbIe 3aHATHSA) (BCEro) 32
B TOM UHCJIE:

JIEKLIMOHHBIE 3aHSATHSI 10
nabopaTopHbIe 3aHSATHS 22
MIPAaKTUUeCKHe 3aHsTHS -
KOHTDPOJIbHBIE PAOOThI -
KypCcoBasi paboTa (TIpOeKT) -
BHeayauTopHasi (camocTosATe/IbHAsA) yueOHas pabora o0yuarolerocs 16

(Bcero)

IIpomexxyTouHas arrecranus B (hopme fuddepeHiipoBaHHOr0 3aueTa




2.2 TemMaTnueCKHUH IJIaH U cojiep>KaHue y‘—I06H0ﬁ JAUCIIUITI/IMHBI HOKYMEHTHI[I/IOHHOE obecrieuenue yhpaBJ/ieHUA

HauMeHoBaHUe pa3jesioB U CopepixaHue yue0HOro MaTepuasia, 1adopaTopHbIe M MPAaKTHYeCKHe 3aHATHSA, O0BbeM yacoB | YpoBeHb
TeM BHeayJAUTOPHasA (CaMOCTOATe/IbHAsA) yueOHasa padoTa 00yUyarommxcs, KypcoBas 0CBOEHUA
pabora (mpoekT) (ecu npedycMompeHo)
1 2 3 4
Pa3gen 1. Metopo/10rHyecKre ¥ MPaBOBbIe 0CHOBBI JOKYMEHTAIJHOHHOT0 00ecrnieueHHs1 YIpaB/IeHUs
Tema 1.1. Opranuszanus CopepxaHue 2 1
JeJIONPOHU3BOJCTBA 1 | OcHOBHBIE TIOHSTHS [1e/IOTIPOU3BOACTBA. OpraHu3aLst CTy>KObI 2
Jle/I0TPOM3BOACTBA
2 | 3akoHojare/bHas U HOPMaTUBHO-MeToAWYecKasi 6a3a opraHu3anuu
JIOKYMEHTAaI[MOHHOTO 00ecrieyeHusl YIipaB/ieHusl.
3 | MicTopusi BOBHUKHOBEHUS U Pa3BUTHe 0TeUeCTBEHHOIO [1e/I0TIPOM3BO/CTBA.
JlaGopaTopHbie paboThI 4 2,3
1 PekBU3UTHI JOKYMEHTOB, uX oopmiieHre. 3HakoMmcTBO ¢ [[OCT P 6.30-2003, 4
TpeOOBaHUSAMH K O(OPMJIEHHUIO OPTraHMU3al[MOHHO-PACIIOPSANTETbHBIX
JIOKYMEHTOB, [IepeyHeM U COCTaBOM PEKBU3UTOB [JOKYMEHTOB.
CamocTosTe/IbHasA padoTa 2
Paspen 2. lokyMeHTHpPOBaHHe yIpaB/ieHYeCKON AesTe/TbHOCTH
Tema 2.1. O0uue CopepxaHue 2 2,3
TpeboBaHMs K 1 | Knaccudukaius qokymeHToB. TpeboBaHUs K TEKCTY CTy>KeOHOTO JOKyMeHTa. 2
COCTaB/ICHUIO U Bubl TeKCTOB.
o¢opM/IeHHI0 JOKYMEHTOB. 2 | ®opmynsap gokymeHTa. @opmyssip-obpaser v THIOBo# (opmysisip. briank
JnokyMmeHTa. Bumel 6iankoB. TpeboBaHMs K ohopmyieHust O1aHKa MUChbMa.
TpeboBanus K oopmyieHHIO 0b1jero bmaHKa.
3 | PekBU3UTHI IOKYMEHTOB, UX 0()OPMJIEHHE.
4 | CornacoBaHue, MOANUCaHUE U YTBEp)KAeHUe JOKYMeHTa.
CamocTosiTe/IbHasi padoTra 2
JIaGopaTopHbie padoThI 4 2
1 | Wcrionb30oBaHKe COBPeMEHHBIX KOMITbIOTEPHBIX TEXHOJIOTMM MPU COCTaB/IeHUU U 4

Vcronb30BaHWe TEKCTOBOTO pefiakTopa. COBMeI|eHHOEe UCTI0/b30BaHUe
pegakTopa MicrosoftWord u snekTpoHHOH Tabnuipl Excel ipu cocraBnenuu

HCIIO/JITHEHUH JOKYMEHTOB. HpaBI/IJ'Ia KOMHBIOTQPHOﬁ MOArOTOBKH AOKYMEHTOB.




| mokymenTOB. Mcrionb30BaHKe 31eKTPOHHO# nouTkl. Pabora B OpenOffice.

Tema 2.2. CopepxaHue 2 2,3
OpraHu3anioHHO- 1 | CocraneHue u ohopM/IeHHe paclopsiIUTeNbHbIX JOKYMEHTOB 2
pacnopsiAuTe/bHbIe 2 | CocraBneHue 1 odopm/ieHHe OpraHU3alMOHHbIX JOKYMEHTOB
AOKYMEHTbI CamocTrosTe/ibHasA padora 4
JlaGopaTopHbie padoThI 4 2,3
1 | AHamu3 6asaHca KOHCOMAUPOBaHHOM oTueTHOCTH. OdopmieHue 4
OpraHM3aLjMOHHO-PaCHOpPSAUTEIbHBIX JOKyMeHTOB. [1oAroToBKa MpoeKToB
pacriopsiiuTeNbHbIX J0KyMeHTOB. OdopmMiieHure NprKasa 1o OCHOBHOU
JlesiTeNIbHOCTH, BBINTMCKU M3 NPUKa3a.
PefiakTMpoBaHUe TEKCTOB IOKYMEHTOB.
Tema 2.3 CipaBo4HoO- Copepxanue 2 2,3
uH(OpMaLMIOHHbIE 1 | OdopmsieHre opraHM3aliMOHHO-CITPABOYHBIX JOKYMEHTOB 2
AOKYMEHTbI 2 | [lesoBasi mepenucka
CamocrosiTesibHasi padora 4
JlabopaTopHbIe padoThI 6 2,3
1 | OdopmiieHre UHGOPMALIMOHHO-CITPABOYHOM JOKyMEHTalLIUH. OdopmneHue 2
aKTa, TIPOTOKOJIA, BHITTUCKH U3 TIPOTOKO/A, A0KIaJHOMU, CyKeOHOMH U
00BSICHUTE/TBHOM 3aITHCOK.
2 | Odopmnenue cmy>keOHO¥ MePeNUCKU. CocraBnenye rapaHTUHNHOIO 4
MUCbMa, TTMCbMa-TPOChObI, MMchbMa-HaroMuHaHus. Co0/roieHre CTPYKTYPbI
nuckMa. Vcrosb30BaHue CTaHJAPTHBIX BbIpa)keHUH. Crioco0bl oriepaTUBHOMN
repefjauy MHQOpPMaLUHU.
Tema 2.4 Ucnionb30BaHue CopepxaHue - 2,3
COBpeMeHHOHU 1 | OcHOBHBIe CpejCTBa OPIrTeXHUKH, MCI0JIb3yeMble Ha MPeANpUITUsIX TYpU3Ma 2
TeXHUKH NpH padore ¢ 2 | ABTOMaTH3UpOBAHHBIE TEXHOJIOTHUHU PabOTHI C JOKYMEHTaMH
AOKyMeHTauuen CamocTosTe/IbHas paboTa 4
JIaGopaTopHbie padoThI 4 2,3
1 | IIpakTrka paboThl Ha aBTOMATH3UPOBAHHBIX pabOUMX MeCTaX C MCII0/b30BaHUEM 4
OPrTeXHUKHU M TTPOrPaMMHOTO 00ecrieueHusi 1 00beIHEHEM UX B JIOKAIbHbIE U
oTpac/eBble CeTH.
CamocrosiTesibHas pabora 16 2,3

IIpuMepHas TeMaTHKa AOMAIIHUX 3a/[aHUH




1. OdopmieHHe TEKCTOB IOKYMEHTOB B aHKeTHOM U TpadapeTHou popme. OdopmiieHre TabJIUIL] U BbIBOJ[OB.
2. OdopmneHue opraHU3al[MOHHO-PACIIOPSAUTE/NBHBIX JOKYMEHTOB.

3. OdopMneHnre opraHU3al[MOHHO-TIPABOBBIX JOKYMEHTOB.

4. OcdopmeHure MH(POPMaLIMOHHO-CIIPAaBOUHOM JOKYMEeHTal[u1

5. Opranwusaijusi paboThl C JOKyMeHTaMH1

6. PaboTa ¢ JoKyMeHTaMu, CojiepyKallliMu KOH(UJeHIIMabHbIe CBe/IeHUsI.

Bcero

48

J171s1 XapaKTepUCTUKY YPOBHS OCBOeHMsI yueOHOTO Marepuasia UCTIOIb3YIOTCS CeAyomye 0003HaueH s

1. — O3HAKOMUTEIbHbIN (y3HaBaHI/Ie paHee M3y4YeHHBIX 06”beKTOB, CBOﬁCTB);

2. — PenpOAYKTHBHBIN (BBIMO/THEHHE [IeSITeIbHOCTH 110 00pasLyy, MHCTPYKLUH WK TI0[], PYKOBOZCTBOM);

3. - HpO,EI"y'KTI/IBHBII‘/JI (H]IaHI/IpOBElHI/Ie N CaMOCTOATEe/IbHOE BBITIOJIHEHHE AeATe/IbHOCTH, peleHre HpOG]’IEMHbIX 38,[[3‘-1)




3. YCJ/I0BUA PEAJIMBALINUA ITPOI'PAMMBI INCITAITVINHBI

3.1 Marepua/bHO-TeXHHYECKoe ofecrneueHue

Peasmu3aniyisi mporpaMMbl AUCLMTITMHBI TIPOU3BOJUTCS B yueOHOM KaOMHeTe MeHe)KMeHTa U
5KOHOMUMKH OpraHu3alLun

O6opyzoBanre yuebHOro KabuHeTa: CTOJBI yueHWYeCKue-28IIT., CTOJI TperojaBarelis,
CTyJ1 NIperozaBaresns, CTy/bsi- S6IIT., JoCKa yueHUUecKas [iBoiiHas, kadezpa,

TexHuyeckue cpefcTBa oOydeHUsi: KOMITBIOTED C BBIXOZOM B VIHTepHeT U [JOCTYIOM K
9BC «Book.ru», mepeHOCHOE My/ETUMEMIHOE 000pyAOBaHME,

[TporpammHoe obecrieueHue: omnepalyoHHas cuctemMa Windows, oucHbIe TIpOrpamMMbI
OpenOffice, cnpaBouHo-TIpaBoBasi cuctema Koncynerant [1toc;

WHpopMmaiioHHbIe CTeHAbI:

Crenp «Ob1as CTPYKTypa IIPOM3BO/CTBEHHOI'O TIPeATIPUATHS» Crenp,
«OpraHy3alyoHHO-TIPaBOBbIe (POPMbI FOPUANUECKUX JTUL»

3.2 UudopMaliiuoHHOe odecrieueHrue 00yUeHus:

OCHOBHBIE HCTOYHUKH

1 HNokymeHTallioHHOe  obecrieueHue  ympaBieHusi :  yueOHuKk / T.A. BoikoBa,
E.A. Ckpuniko, HO.M. Kykapuna, A.FO. KonbkoBa, C.A.I'notoBa. — Mocksa
KuoPyc, 2018. — 266 c.— Pexxum goctyma: https://www.book.ru/book/ 926891—
JbC «BOOK.ru», 110 1iaposto

2 HokymeHTallMOHHOe obecrieueHre yrpaB/ieHUss (C OCHOBaMM apXUBOBEeJEHUS) :
yuebHoe rocobue / M.U. bacakoB. — Mocksa : KnoPyc, 2018. — 216 c..— Pexum
npocryna: https://www.book.ru/book/ 926606— 35C «BOOK.ru», 110 naposto

3 IokymeHTaIMoOHHOe obecriedeHre ymipaBsieHus : yueOHuk / B.B. Bapmyng —
Mocksa : FOctuuus, 2018. — 271 c.— Pexxum poctyna: https://www.book.ru/book/
924242— 3BC «BOOK.ru», 1o rnapoJito

JlonosiHUTe/IbHAsA IUTepaTypa

1 ToKyMeHTaIlMOHHOe 0OecIieueHre yrpaB/ieHusl B OpraHu3alyy : yuebHoe mocobue /
O.H. Coxkonosa, T.A. AkumoukuHa. — Mocksa : KHoPyc, 2016. — 156 c..— Pexum
pocryna: https://www.book.ru/book/ 918509— 3B5C «BOOK.ru», 1o naposto

2 [leioTIpon3BO/ICTBO: OpraHW3alisi U BefleHWe : yueOHO-TpakKTUYeckoe mocobue /
B.. AugpeeBa. — MockBa : KnoPyc, 2018. — 294 c..— Pexum poctyna:
https://www.book.ru/book/ 929948— 3B5C «BOOK.ru», o naposto

3 [ucraHIMOHHbIN TpyA. OpraHu3aliyst 37IeKTPOHHOTO JOKYMeHT0060poTa B KaZIpOBOM

nenoripor3BofcTBe : MmoHorpadusi / C.B. BeperexuHa. — Mocksa : Pycatinc, 2017.
— 216 c— Pexum pgoctyma: https://www.book.ru/book/ 926307— 3BC
«BOOK.ru», 1o naposto
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4. KOHTPOJIb N1 OLIEHKA PE3YJIbTATOB OCBOEHUSA JUCIIUITVINHBI

KoHTposb 1 OlieHKa pe3y/bTaToB OCBOEHUS JUCLUIIMHBI OCYIeCTBIISeTCs Tpero/jaBaresiemM
B TpolLiecce TPOBe/IeHUs MPAKTUUECKUX U JIab0PaTOPHBIX 3aHSTHH, KOHTPOJILHBIX pPaboT, a
TaK)Ke BBIMOTHEHUsT 00yUYarOIUMHCS UHAUBU/YaIbHBIX 3a/laHUH, TIPOEKTOB, UCC/IeJOBAaHHUM.

Pe3ynbraTrhl 00yuyeHHs
(ocBOeHHBbIe YyMeHHUs, YCBOEHHbIEe

3HAHUA)

OCHOBHBIE TI0Ka3aTe/Td OLeHKH
pe3y/bTara

B pe3ysnbrate ocBoeHus1 yueGHOM
JUCLITUTMHBI 00yYaroIuiics Jo/mDKeH
YMETh:

— odhopMJIATD OpraHu3alMOHHO-
pacropsauTesbHbIe JOKYMEHThI B YctHbIN OI1poc¢, J'Ia60paT0prIe pa6OTbI,
COOTBETCTBUU C JeMCTBYIOLUM TeCTUpOBaHWe, KOHTPOJIbHAs paboTa,
I'OCTowm; b depeHLMpPOBaHHbIN 3aueT

— OCYILIeCTBJIATh 06paboTKy
BXOJSIIMX, BHYTPEHHUX W HCXOJALIUX
JIOKyMEHTOB, KOHTPOJTb 3a 150'¢
VICTIOJTHEHUEM;

— o) OpMJIATE AOKYMEHTHI /IS
riepe/iaud B apXWB OpPTraHU3aLuM;

3HaTh:

— TOHSITUe JOKYMEHTa, ero CBOMCTBa,
CTI0Cco0ObI IOKYMEeHTUPOBAHUSI;

— MpaBu/a COCTaB/IeHUs u
oopMmieHust OpraHu3alMOHHO-
pacropsiiuTebHbIX JOKYMEHTOB (Jaee -
OP[);

— CUCTEMy U TUIOBYH) TEeXHOJIOTHIO
JIOKYMEeHTaL[MOHHOTO obecrieueHust
ynpassenus (ganee - 10Y);

— 0COOEHHOCTH /Ie/IONPOM3BO/ICTBA T10 TecTHpOBaHHe, yCTHBIH OMpPOC,

obpareHusvM TpaXAaH 1 naboparopHbie paboThl,
KOH(W/IEHIIMA/ILHOIO /Ie/I0NPOM3BO/ICTRA. JrddepeHIMpPOBaHHbIH 3aueT
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