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1. TACIIOPT MPOT'PAMMBI YUYEBHOM TUCIUTIIMHBI
JoKyMeHTallMOHHOE o0ecnieYeHHe YIIPaBJIeHUs
1.1. O6s1acTh NPUMEHEHUS] IPOTPAMMbI
[Iporpamma  y4yeOHOW  OUCLMIUIMHBI ~ SIBJIETCS.  YacThlO  OCHOBHOM
npodeccruonanbHOl 00pa3zoBaTensHON MporpaMMbl B cooTBeTcTBUU ¢ DI'OC 1o
cnenuanbHocT CITO 38.02.03 «OnepanuonHas 1eITeIbHOCTh B TOTUCTHKE

[IporpamMmma ydeOHOW  JUCHMIUIMHBI MOXET OBITH HCIOJB30BaHA B
po(heCcCHOHATFHOM TIOJITOTOBKE CIICIUATINCTOB TEXHUIECKOW HAMPABICHHOCTH Ha
CTYNEHHU cpeaHero (IoHOro) odiero oopa3oBaHusl.

1.2. MecTo y4yeOHO# JUCUMILUIMHBI B CTPYKTYpe OCHOBHOW npogeccuoHaIbLHOI
o0pa3oBaTeIbHON MPOrpaMMbl: TUCIUTIINHA BXOIUT B IPO()ECCHOHATBHBIN ITHKIT
«O6menpodeccuoHaNnbHbIE TUCIUTUTHHBDY.

1.3. leau u 3a7a4u y4eOHOM AMCUMILIMHBI — TPe0OBaHUS K pe3yjbTaraM
OCBOCHUSA YU4eOHOM TMCIUTIIUHbI:

PaGouass nmporpaMma  JIUCHMIUIMHBI ~ SIBJISIETCS ~ YacThIO  OCHOBHOM
o0pa3oBaTeNbHON MNpPOrpaMMbl TOJATOTOBKH CIEIUAIMCTOB CpPEJHEro 3BEHA B
cootBercTBUM ¢ PI'OC mo cnemuanbHocTn CIIO 38.02.03 OmnepaunonHas
JIEATEIIbBHOCTh B JIOTUCTUKE, YKpYNHEHHas rpynna cneuuainbHocteid 38.00.00
DKOHOMUKA U YIIPABIICHUE.

[IporpammaydeOHONUTUCIIUTUTMHBIMOKETOBI TBUCTIOJIb30BAHABIOTIOJIHUTEIHHO
MIIpo(hecCHOHATLHOMOOPA30BaH MU IJISATIOBBIIICHUSKBATU(PUKAITUUUTICPETIOATOTOBKHU
cnenuanuctoB no cneunanbHoctH 38.02.03 OmneparmoHHass JeATENbHOCTh B
JIOTUCTHKE.

1.2. MecTo y4eOHOIl NMCHUILIMHBI B CTPYKType OCHOBHOH 00pa3oBaTe/ibHOM
NporpaMMbl NMOATOTOBKH CIENHAJTUCTOB CPeIHEro 3BeHa: JTUCIUILIMHA BXOUT B
npodheCCHOHANIBHBIN YUeOHBIN MUK «O01menpodeccnoHaabHbIe JUCITUTLIAHBD.

1.3. Heau u 3a7a4u y4eOHOM AMCUMILIMHBI — TPe0OBaHUS K pe3yjbTaraM
OCBOCHUSA YU4eOHOM IMCIUTIIAHbI:

Coneprkanue mporpamMMbl «J{OKyMEHTalIMOHHOE OOECIeYCHUE YIIPABIICHUS
HaIpaBJICHO HA JOCTIKCHUE CIACAYIOIMINX IeTICH:

SIBJIICTCS] YCBOGHHE TEOPETUYCCKUX 3HAHWIA B 00JIACTH HOPMATUBHO TIPABOBOM
0a3bl TOKYMEHTAIIMOHHOTO O0ECIIeYEHUS YIIPABIICHUS

opraHu3anuu paboT Mo JIeTOMPOU3BOICTBY,

OBJIAJICHWE TIPUEMaMH COBPEMEHHOTO JIEJONMPOM3BOJACTBA, a TaKXKe
dbopmupoBaHrE HEOOXOAUMBIX CIEITUATICTY KOMITETEHITUN.

3amaun OCBOCHUS yU€OHOM TUCIIUATIITUHBI:

dhopmMupoBaHHe TTOHSITHM, 1eJIeH, 3a/1a4 51 MPUHIMAIIOB
JIOKYMEHTAITMOHHOTO 00ECTICUeHHUsI YIIPaBICHUS;



dbopMUpOBaHWE 3HAHUW CHUCTEMBI JOKYMEHTAI[MOHHOTO OOEeCIeUeHUs
yIPaBJICHHUS,;

OBJIJICHHE 3HAHUSMH O KJIacCH(HUKAINK TJOKYyMEHTOB,;

dbopmupoBaHre TPeOOBAHMIA K COCTABICHUIO U O()OPMIICHHUIO TOKYMEHTOB;

dbopMHEpOBaHWE 3HAHWA 110 OPTaHMW3AIMU JTOKYMEHTOOOOpOTa: MpHEM,
00paboTKa, perucTpanus, KOHTPOJIb, XpPAHCHHUE TOKYMEHTOB, HOMEHKJIATypa JIel;

OBJIQJICHHE MTPHUEMaMHK, 00pabOTKH, perUCTpaIli, KOHTPOJIS JJOKYMCHTOB;

dbopMUpOBaHHE TPAKTHUECKUX HABBIKOB CO3/MaHUSA H  OGOPMIICHHS
OTJENBHBIX BHJIOB JOKYMEHTOB B COOTBETCTBHHM C HOPMATHBHOH 0a30ii, B TOM
YHCIIe C UCIIOJIb30BaHUEM WH(OPMAITMOHHBIX TEXHOJIOTHIA,

OCBOEHHUE TEXHOJIOTHUH aBTOMAaTU3UPOBAHHON 00PaOOTKHU TOKYMEHTAIINN;

dbopMUpOBaHHE HABHIKOB WCIOJB30BaHUS  YHU(MUIMPOBAHHBIX  (popm
JIOKYMEHTOB;

NpPHOOpETEHNUE HABBIKOB II0 OCYIIECTBJICHUIO XPAaHEHUWS H  IIOWCKA
JIOKYMEHTOB;

OBIIJICHHE HaBBIKAMH HCIIOJIb30BaHUS TEJICKOMMYHHUKAIIMOHHBIX
TEXHOJOTHHA B AJIIEKTPOHHOM JOKYMEHTO0OO0pOTE.

B pesynbrate ocBoeHUsT y4€OHOM TUCIUIUIMHBI O0y4aroUUiCs JOJKEH

YMeETh:

OoQOpPMIISITH IOKYMEHTAIIMIO B COOTBETCTBUM C HOPMATUBHOM 0a30M, UCTIOIB3YS
uH(OPMAIMOHHBIE TEXHOJIOTUH;

OCYHIECTBIISATH aBTOMATU3aLUI0 00paOOTKH JOKYMEHTOB;

YHUGULIUPOBATH CUCTEMBI IOKYMEHTAIUH;

OCYILIECTBJISITh XPAHEHUE U TTOUCK JIOKYMEHTOB;

OCYHIECTBIISATH aBTOMATU3aLIUI0 00PabOTKHU TOKYMEHTOB;

UCIIOJB30BaTh  TEJIEKOMMYHUKAIMOHHBIE  TEXHOJOTMW B AJIEKTPOHHOM
JIOKYMEHTO000pOTE;

3HATh:
TIOHATHE, TICJIN, 33]Ia4 ¥ MPUHITAIIBI TSJIOTIPOU3BOICTBA;

OCHOBHBIC TIOHATHS JJOKYMEHTAIIMOHHOTO 00eCIIeUeHHUs YIIPaBICHHUS;

CHUCTEMBI IOKYMEHTAITMOHHOTO O0SCIICUCHUS YIIPABIICHUS;

KJIacCU(UKAINIO TOKYMEHTOB;

TpeOOBaHMSI K COCTABJICHUIO U O(POPMIICHUIO JOKYMEHTOB;

OpraHu3aluio J0KYMEHTO000poTa:

npueM, 00pabOTKy, PpErucCTparfio, KOHTPOJIb, XpaHEHHE JIOKYMEHTOB,
HOMEHKJIATypy JIeTl.

OrnepallMOHHBIN JIOTUCT J0KEH 00J1a1aTh OOIIMMU KOMITETCHIIUSIMU

OK 2. OpranuzoBbiBaTh COOCTBEHHYIO JI€ATEJIbHOCTh, BBIOMpPATh THUIIOBHIE
METO/Abl M CIOCOObI BBIMOJHEHUS NPO(PECCHOHANBHBIX 3a/lay, OLEHUBATH HX
3 PEeKTUBHOCT U KA4E€CTBO.

OK 4. OcyuiecTBasTh MOMCK U UCHOJb30BaHUE MHGOPMALIMHU, HEOOXOIUMOMN
JU1s1 3QPEKTUBHOTO BHITIOJIHEHUS TPOPECCHOHANIBHBIX 3a/1ay, MPOPECCUOHAIBHOTO
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N JINYHOCTHOI'O pa3sBUTHUA.

npodeccnoHaTbHBIMA KOMITETEHIUSIMU:

IIK 1.1. [lpuauMate ydactue B pa3padOTKE CTPATETMYECKUX M ONEPaTHUBHBIX
JOTUCTUYECKUX IUIAHOB Ha YpPOBHE NojApa3ziesieHusi (y4acTka) JOTMCTUYECKOU
CUCTEMBbl C Y4YE€TOM IIeJIe W 3ajady opraHuzaiuu B 1einoM. OpraHu3oBbIBaTh
paboTy 3JIEMEHTOB JIOTUCTUYECKON CHCTEMBI.

[IK 1.2. [lnanupoBaTb W OPraHU30BBIBATH JOKYMEHTOOOOPOT B paMKax
Y4acTKa JIOTHCTUYECKON cucTeMbl. [I[pyHHMaTh, COPTUPOBATh U CaMOCTOATEIIBHO
COCTaBJISITh TPEOYEMYIO TOKYMEHTALIUIO.

[IK 1.3. OcymiecTBisTh BBIOOp MOCTaBIIMKOB, MEPEBO3UMUKOB, OIMPEACIAThH
THUII IOCPEHUKOB U KaHAJIbI PACIIPEACICHUS.

IIK 1.4. BnageTe METOAMKOW MPOEKTUPOBAHMS, OPraHU3AMU U aHAIW3a Ha
YPOBHE NMOApPAa3AeiIeHUs (Y4aCcTKa) JIOTUCTHYECKOM CHCTEMBI YIIPABIICHUS 3a11acaMu
U paCTpeeIUTENIbHBIX KaHAIOB.

IIK 1.5. Bnagetp OCHOBaMHM OINEPATHBHOTO IUIAHUPOBAHUS M OPraHU3ALMHU
MaTepHaIbHbIX IOTOKOB Ha IPOU3BOJICTBE.

[IK 2.1. YuactBOBaTh B pa3paboTKe MH(PACTPYKTYPHI MPOIECCa OPraHU3alUun
CHA0KEHMSI U OPTaHU3ALMOHHON CTPYKTYpPBbI YIPaBICHUsS CHA0KEHUEM Ha YPOBHE
nojpaszeneHus: (y4acTka) JIOTUCTUYECKOM CHCTEMBbI C Y4E€TOM Ieled W 3aaad
OpraHU3alliy B LIEJIOM.

IIK 2.2. [IpumensTh METOJI0JIOT U0 IIPOEKTUPOBAHUS
BHYTPHUIIPOU3BOJICTBEHHBIX JIOTUCTUYECKUX CUCTEM IPU PELICHUH NMPAKTUYECKUX
3a1ay.

I1IK 2.3. Mcnonp30BaTh pa3anyHble MOJEIA U METOBI YIIPABIICHUS 3allacaMy.

IIK 2.4. OcyniecTBIATH yIIpaBJICHUE 3aKa3amu, 3aracamu,
TPAaHCHOPTUPOBKOM,  CKJIAJIUPOBAHUEM,  TIpPy30MepepadOTKOM,  yIMaKOBKOW,
CEPBHUCOM.

IIK 3.1 Bnaners METOIO0JIOTHEN OLICHKH 3¢ hexTUBHOCTH

(GYyHKUIMOHUPOBAHUS 3JIEMEHTOB JIOTUCTUYECKON CUCTEMBI.

IIK 3.2. CocTaBisiTh MpOrpaMmy M OCYILECTBIISITh MOHUTOPUHI NOKa3aTenen
paboThl Ha YpPOBHE TMoOJpasieiieHusi (y4dacTka) JIOTUCTUYECKOM CHCTEMBbI
(MOCTaBIIMKOB, TOCPEIHUKOB, TMEPEBO3UUKOB M  A(PPEKTUBHOCTH PabOTHI
CKJIaJICKOTO XO3sIIICTBa U KaHAJIOB paclpeesICHNs).

I1K 3.3. PaccunThiBaTh U aHAJTU3UPOBATH JIOTUCTUYECKUE U3/ICPIKKH.

IIK 3.4. [IpumeHsSITh COBPEMEHHBIE JOTUCTUUECKHUE KOHIICIIIUM U MPUHITUIIBI
COKpAILEHHUS IOTUCTUYECKUX PACXOOB.

IIK 4.1. [IpoBOANTH KOHTPOJIb BHIOJIHEHUS U SKCIEAUPOBAHUS 3aKa30B.

I1IK 4.2. Opranu30BbIBaTh MPUEM U MIPOBEPKY TOBAPOB (TapaHTHS MOJIYUECHUS
3aKa3a, IPOBEPKA KAYECTBA, MOATBEPKICHHE MOJYyUEHUS 3aKa3aHHOTO KOJINYECTBA,
oopMiIeHHE HA TOJYYEHHUE U PETUCTPAIUIO ChIPbs); KOHTPOJIUPOBATH OIUIATY
MTOCTaBOK.

I[IK 4.3. Tlogbupatb M aHaIM3UPOBATH OCHOBHBIE KPUTEPUU OIEHKU
PEHTA0ENbHOCTH CUCTEM CKIIAIUPOBAHUS, TPAHCIIOPTUPOBKH.

I[IK 4.4. OnpenensiTh KpUTEPUU ONTHUMAIBHOCTH (DYHKIIMOHMPOBAHUS
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nojpaszeneHuss (y4acTka) JOTMCTUYECKOM CHCTEMbl C y4eTOM Iielied M 3aaay

opraHu3anyv B ICJIOM.

1.4. PexomeHnayemoe KOJIMYECTBO YACOB HAa OCBOCHHE NMPOrpamMMbl Y4eOHOM

TUCHHUILIMHBI:

MaKCHUMaJbHOW yueOHOU Harpy3ku oOydaromierocs 72 yac, B TOM YHCIIE:
00s13aTeIbHON ayTMTOPHOM yueOHOM Harpy3Kku 00y4JaroIerocs 8 4acos,

CaMOCTOsITeIbHOM paboThl oOyuatorierocs 64 yacon

2. CTPYKTYPA U COJAEPXKAHUE YUEBHOM JUCHUNJIAHBI

2.1. O0beM yueOHOM QUCHMILUIMHBI M BHABI Y4e0OHOH padoThI

Bup y4eOHoii padoTnl

Oovem uacos

MaxkcumasbHasi yueOHasi HArpy3Ka (Bcero) 72
Oo0si3aTesibHAsE AyAMTOPHAsi y4eOHasi HArpy3Ka (Bcero) 8
B TOM YHCJIE:
nabopaTopHble pabOThI -
PAKTHYECKUEC 3aHSATHS 4
KOHTPOJIbHBIE PaOOTHI -
KypcoBas pabota (mpoekT) (eciu npedycmompero) -
CamocrosTesibHast padoTa o0y4yarierocs (Bcero) 64

B TOM YHCJIC.

camMocTosiTeNIbHass pabota Haa KypcoBod paboToi
(mpoekToMm)

Umoecosas ammecmayus 6 chopme (ykazamuv)

1 cem. - Jugh. 3au.




2.2. TemaTu4ecKkuii MJIaH U cOiepPKaHMe Y4eOHOI U CIUTIIUHBI

HaumenoBaHnmue Conepmaﬂne yqeﬁﬂoro MartrepuaJa, naﬁopaTopHme paﬁOTLI U NMPAKTHYECKUE 3AHATUSA, CAMOCTOATEIbHAA pa60Ta O0BeM yacoB ypOBeHL
pa3aeioB U TeM 00y4yaloIuXxcs, KypcoBasi padora (IPOeKT) (eciu npedycmompeHvl) OCBOEHHUS
1 3 4
Pazpnen 1. IlonsiTHE 0 NOKYMEHTAIIHOHHOM 00€eCTeYeHNH YITPABJICHHS.
Tema 1. CamocrositesnpHas paboTa 2
3B"e“e““e' HcTopus pa3BuTHS HAYYHBIX MIPEICTABICHUHN O JOKYMEHTAIIMOHHOM OOCCIICUCHHUH YITPABIICHUSI. 1
c;;t;::}m CoBpeMeHHOe COCTOSHHE NOKYMEHTAIOHHOTO OfecreueHus yrpasienus. HopMatuHO-mpaBoBas 0a3a
OpraHM3alMd JOKYMEHTAIIMOHHOTO OOECIeUeHUsl YIpaBIICHUS KaK OCHOBAa TEXHOJIOTMU MPOIECCOB
JTUCIHHMIIIMHBI
YIpaBICHHUSL.
«JloKyMeHTallHOHHOe C 6 5 2 3
obecmeuenne AMOCTOATCIIbHAsA pa 0Ta£) YHAOMUXCA
yipaBIeHH» Pabora c¢ mwmreparypoii. [lpakTuueckas pabora mo Teme «PaboTra ¢ TPaBOBRIMH W HOPMATHBHBIMHU
JIOKYMEHTaMM.
Tema 1.2 ConepxaHue yaeOHOro MaTepuaia 1
Knaceuduxauuss u | [ToHsTHE TOKYMEHTa, JOKYMEHTUPOBaHUs, JOKYMEHTAMOHHOTO OOECIIeUeHUs YIIPABICHHUS. 2
BuAbI JokyMenToB. | Knaccudukaiusi v BUIbI JOKYMEHTOB. Y HUGUKAIIUS M CTAHAAPTH3AIMS YIIPABICHUSCKUX IOKYMEHTOB
CamocrosiTenbHas paboTa 00y4aromuxcst 3
Pabora ¢ muteparyporr mo Teme: «M3ydernne ['CAOY, 3HaKOMCTBO ¢ yHH(HKAIWEW W CTaHIApTHU3AIUEH 2
JIOKYMEHTOBY
Tema 1.3 Cojepxanne yueOHOro MaTeprana 2 1
IIpaBuna IIpaBuna oopmIieHNsI OCHOBHBIX PEKBHU3HUTOB.
odopmiaenus CamocrosTenbHas padoTa 00yJaromuxcs 4 3
OCHOBHBIX Pabora c nmutepatypoit o Teme: «3yueHne peKBU3UTOBY.
PEKBH3HTOB.
Paznen 2. JIOKYyMeHTHPOBaHHE YIIPABJEHYECKOH e TeJbHOCTH.
Tema 2.1 CamocTosTenpHas padbora 1
Cucrema Cucrema OpraHM3allMOHHO-PACIIOPSAIUTEIIBHON JOKYMEHTAIMU : YCTaB, MOJOXEHUE, MHCTPYKIHS, 2
OPraHW3alMOHHO- | [IPABUJIABHYTPEHHETO pacriopsiaka. Y HupuuupOoBaHHAs CHUCTEMA OpraHu3aluoOHHO-
pacnopsiaurensnoii | pacriopsautelibHON gokymeHTanu (OPJ1). TOCTsr Ha OPJL
AOKYMEHTAlUH CamocrosTenbHas paboTa 00yJarommxcs 4 3
[loxroroBka mpe3eHTalMu MO Teme: «YCTaB, MOJIOKEHWE, JOTOBOP YYpeNWTeNel, MpaBWiia BHYTPEHHETO
pacropsiika, IpUKa3, paclopsHKeHNe, YKa3aHuUsl, TOCTAHOBICHUE, HHCTPYKIIHSY.
Tema 2.2. CamocTosTensHas padoTa 4 1
Pacnopsimurensnnie | PacnopsiauTenbHble JOKYMEHTHI: IMPHUKa3bl, MOCTAHOBIICHUS, PEIICHUs, yKa3aHUs. TpeOoBaHUs K
JAOKYMEHTbI: opopmiieHHI0  JTIOKyMeHTOB. Kiraccudukanus — opraHH3allHOHHO-PACIIOPSIUTEILHON  TOKYMEHTAIIVH:
NpUKAa3b, OpraHM3alMOHHbIC JIOKYMEHTBI, PACTIOPSIUTEIbHBIC, CIPABOYHO-UH(POPMAIIMOHHbBIE, CITY)KESOHBIC MHChMA.
MOCTAHOBJIEHUS, IIpaktuueckue 3ausTus 1 2 2
peleHus, yKazaHust OCTaBJICHHE IMPUKA30B 110 OOIICH JCSITEIIBHOCTH
IIpakTuueckue 3aHATUS 2 2 2
OCTaBJICHHE IIPOTOKOJIOB, COBEIIAHNM, 3aceaHmii, KOH(MEPEHIIHI, COOpaHMi U T.II.
Tema 2.3 CamocrosiTenbHas padoTa 2 2
Mﬁ)‘:)”;:“;‘;ﬁfm CocrasneHne nH(GOPMAIMOHHO-CIIPABOYHBIX MAaTEPHUAJIOB: CIPABKH, JOKJIATHbIC U OOBSICHUTEILHBIC
cn;)aBolfmmx 3aMHUCKH, aKThl, CIyXeOHbIE MUCbMa, 0030pbl, CBOJKU. [locTaHOBICHHS, PELICHHMS, IIPOTOKOJIBI Ha
MAaTepHaJioB OCHOBE KoyuieruanbHOoCcTH. MHCTpYKIMK. CripaBOYHO-MH(POPMAIIMOHHBIE IOKYMEHTBI, aKT; JOKJIaHAS

(cmyxebnas) 3anucka; crpaBka.OdopmiieHre aKTOB HaJIOTOBBIX WHCIIEKITHA.




[IpakTHyeckre 3aHATHACAMOCTOSITENILHBIE 3
OCTaBJICHUC CIIPpaBOK.

TIpakTHuecKre 3aHATUS CAMOCTOSATEIbHBIC 4
OCTaBJICHUC BHYTPCHHCH MW BHCIIHCHU JOKJIAJHOMU 3aIllMCKH. CocraBieHne OOBICHUTEIBHOMN
3aIIMCKH.

IIpakTHueckye 3aHATHA CaMOCTOATENLHBIE 5
OCTAaBJICHMEC aKTOB WMHBEHTApHW3allud, TMpHEeMa-Tiepeadd, HEeI0CTaud, OJKCIEePTU3bl, 00
YHHYTOXKCHHHU JOKYMEHTOB M JPYTUX

Tema 2.4 CamocTosTenapHas pabora
Pa3“r‘l’l':;‘eﬂ;°°m PasnoBugHocTr nucem. CiryxeOHbIe TMCbMa. [le10BOE MUCHMO B YCIIOBHSX YHU(DUKAIMU. bianku
) JUIA HI/ICGM.KIIaCCI/I(I)I/IKaHI/Iﬂ KOppECIIOHACHIIMN,; MHUIHUATHUBHAA U OTBETHAs, A€JI0BasA 1 KOMMCPUYCCKasd.
SI3BIK M CTHIIB JCIOBOM KOPpEeCHIOHACHINN. THITOBBIE H TpadapeTHbIE CIy:KeOHbIC MHChbMa. MIHUIIMATUBHBIC H
OTBETHBIE CITykeOHbIe MUchMa. [InchMa - 3aIpochl ¥ MUCbMa - OTBETHI OPraHU3alui -KpeaAUTOpoB. THITOBEIE
rapaHTHHHBIC TMChMa OT OpraHu3aIyii (rapaHToB) OaHKaM O MOTaIICHUU KpeauTa. TUnosoe
COITPOBOJIUTEIHHOE MTUCHMO K JIOTOBOPY.
[IpakTHueckye 3aHATHA CaMOCTOATEILHBIE 6
OCTaBJICHHE NHCEM-TIPUTIIAICHUE, MHCEM-PA3PEUICHUs], IUCEM - TMOATBEPKICHUSA, MHCEM —
HAIIOMHHAHME, CONPOBOAUTEILHBIX IIHCEM.
IIpakTHueckye 3aHATHA CaMOCTOSATENBHBIE 7
ocTaBJicHHE MH(DOPMALIMOHHBIX, PEKJIAMHBIX, TAPAaHTUHHBIX IMHCEM U IIHCEM HAIIOMUHAHUS.
Pasnen 3 OdopmiieHne T0KYMEHTOB N0 JUYHOMY COCTABY.
Tema 3.1 CamocTosTeapHas pabora

IIpuka3pl no
JIMYHOMY COCTaBY.

IIpyka3bl MO JMYHOMY COCTaBy. 3asBICHUE O INpHEME Ha pabdOTy, O IEPEBOAE Ha APYIyo
JOJKHOCTh, O TIpeAocTaBieHUH oTnycka. Coaep’kaHue TPYJOBOW KHUXKKHU, JIMYHOM KapTOUKH,
KOHTpakTa.CTpykTypa ¥ (QYHKUUH ~CIy*kO JOKYMEHTALMOHHOTO OOecHeueHHsl YIpaBIeHHUS.
VYupasnenue ﬁenaMH, CeKpeTapuaTt, KaHIeIApus, FKcHe uus. JJoJoKHOCTHOM M YMCIIEHHBIH cOCTaB
cayx0. JIOJDKHOCTHBIE = MHCTPYKIHMHM  COTPYOHUKOB — ciyk0. OpraHu3aiuoOHHBIE  CXEMBI
JOKYMEHTAIlMOHHOro  ofOecrieueHust  ynpaBieHus. WHCTpyKuMs 1O  JIOKyMEHTAllMOHHOMY
00€CIeYeHNIO yIpaBIECHUS.

Cocrap u y4er 00béMa JOKYMEHTOOOOPOTA NPEANPUATHI U opranusanui. Opranusauus paboThI ¢
JOKYMEHTAIMeH, MOCTyNaromed B yUpexXJICHHs, MPEeINpUsATHs, OpraHu3allui: MPHEM BXOISIIUX
JIOKYMEHTOB. ABTOMAaTH3aIUs POLIECCOB JIOKYMEHTAIIMOHHOTO 00ECTIEYEeHNUs YIIPABICHHUS.

IIpaxkTHueckue 3aHATHS CAMOCTOSITEIbHEBIE 8
OCTaBJICHHE IPHUKA30B IO JUYHOMY cocTaBy. CocTaBieHHME 3asBICHHUNA. 3amucu B TpPYAOBOM
KHIDKKE.

CamocrosTenbHas paboTa 00yJarmuXxcs
Pabora ¢ smreparypoii  «/3y4eHme 3aKOHONATENBHBIX aKTOB M HOPMATMBHO-METOIMYECKHX
JIOKYMEHTOB (heiepalIbHON apXUBHOM Y06l Poccru 1o apXHMBHOMY XPaHEHHIO JIOKYMEHTOBY.

Pasznen 4

JloroBopHO-mpaBoBas J0KYMEHTAIMSI.

Tema 4.1
TpyaoBoii 1orosop.

CamocTrosTenpHas pabora

[TousiTue moroBopa (KOHTpakTa), corniameHusd. TunoBasg ¢gopma KoHTpakTta. [Ipumepnas ¢opma
Jorosopa 1moctaBku. IIporokonsl pasHormacuii k  goroBopam.TumoBas ¢Qopma morosopa
O6ankoBckoro BkiIaaalloHsTue TpynoBOro 10roBopa, ero 3HayeHue. Tpynosoi kojaekc P®. CtopoHbl
TpyaoBoro poroBopa. Coaep:kaHue TPyJOBOTrO AOTroBopa. Buibl TpyJdoBbIX TOroBOpoB. TpyaoBoit
JIOTOBOp (KOHTPAaKT) M TMOPSIOK €ro 3akiroueHus. IIpaBoBo€ ~peryianpoBaHUE JIOTOBOPHBIX




OTHOLIECHUU. JIOKYMEHTBI, IIpENOCTaBIsE€Mble IIpU IOCTYIUICHMM Ha pabory. OdopmieHue Ha
ig[a60Ty. HcnblTanus npu npueme Ha padory.

OHSTHE M BHUABI IEPEBOJOB MO TPYAOBOMY IipaBy. OTiIMYMe IEPEBONOB OT IMEPEMEIICHHUS.
CoBMECTUTEIBCTBO.
OcHoBaHMs NpeKpalieHus Tpy1oBoro aorosopa. Odopmienue yBoibHeHHs paboTHHKA. [IpaBoBbIe
IIOCJIE/ICTBHS] HE3aKOHHOI'O YBOJIbHEHUS.

[pakTHYecKue 3aHATHS CaMOCTOATEIbHbBIC 9 4
OCTaBJICHUC THUIIOBBIX JOT'OBOPOB. 2
CamocrositesnpHas paboTa 00y4aromuxcst 2 3
PaGora ¢ nureparypoir mo Teme: «IpymoBoit komexc P®. Croponsl TpymoBoro moroBopa. ComepikaHue
TPYAOBOrO A0roBopa. Bujibl TpyJ1I0BBIX IOTOBOPOB)
Pa3nen 5 Opranu3sanusi padoThl ¢ IOKYMEHTaAMHU.
Tema 5.1 CamocTosTensHas padoTa 1
Perucrpauus, yyer u PGFI/ICTpaHI/IH, Y4€T U UHACKCHUPOBAHUC NOKYMCHTOB, IMOPAAOK JABUKCHUA JOKYMCHTOB. HOpH,I[OK 2
MHJeKCHpOBaHHe | OOpPa0OTKM TMOCTYMAIOMIMX JOKYMEHTOB. 1lOpsmoK o0OpabOTKH OTHPaBISIEMBIX JTOKYMEHTOB.
JTOKYMEHTOB. IIpaBua perucTpaluu 1 HHACKCUPOBAHUE JOKYMEHTOB.
CamocrosTenpHas padoTa 00yJaromuxcs 2 3
PaGora c nuTepatypoii no Tema: Perucrparusi, yu4eT 1 HHAEKCUPOBAHNUE JOKYMEHTOB.
Tema 5.2 CamocTosTtensHas padoTa 1
Oprauusanust Opranuzanys KOHTpPOJIS 32 MCIOJIHEHUEM AOKYMEHTOB. CpOKM XpaHEHMsI JOKYMEHTOB. KapTouku 2
KOHTPOJIA 3a KOHTPOJUPYCMBIX HNOKYMCHTOB. CDOpMI/IpOBaHI/Ie OCII. XpaHCHHC JAOKYMCHTOB, COCTaBJICHUC
HUCIIOJTHEHHEM HOMCHKJIATyp ACJI.
JIOKYMEHTOB CamocTosiTenpHas padoTa 00yJaromuxcs 2 3
PaboTa ¢ HI/ITepaTypOﬁ 00 TEMC «Opl"aHI/ISaHI/IH KOHTPOJIA 34 UCITOJJHCHHUEM JOKYMCHTOB».
Tema 5.3 CaMocTosTenpHas pabora 2 1
Homenknarypa nen | TumoBass W mnpuMepHas HOMEHKIATypa Jel. HOMEHKiatypa Jen opranm3anuu. OOpaser|
OpraHu3alMu. HOMEHKIJIATYPHI Jie), 0hopMIIeHHE JOKYMEHTOB B aenax. O0J0KKa e, OMKUCH JIE.
CamocrosTenbHas padoTa 00yJaromuxcs 2 3
Pa6ora ¢ nutepatypoii no Teme: «M3ydeHNEe HOMEHKIATYPEI IeI».
HTtoro 72

1 XapakTepUCTUKH YPOBHS OCBOCHUS yUeOHOT0 MaTepHaja UCTIONIB3YIOTCA CIIEAYIOIINEe 0003HAUCHHUS:

1. — o3HaKOMHUTENBHEIH (Y3HABAaHHUE paHEe N3yUECHHBIX 0OHEKTOB, CBOHCTB);

2. — penpOIyKTUBHBIN (BBINOJIHEHHUE AEATEILHOCTH IO 00pasily, HHCTPYKIMU HIIH O]l PyKOBOJICTBOM)

3. — IPOLYKTHUBHBIN (TIJIAHUPOBAHUE U CAMOCTOSTEIBHOE BHINOJIHEHHE IEATEILHOCTH, peIICHHE POOIEMHBIX 3a/1a4)
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3. YCJIOBHUA PEAJIN3AIIMM YYEBHOM JUCIUILIMHBI
3.1. TpeOoBaHMsA K MMHUMAJIBHOMY MaTEePHAJBHO-TEXHMYECKOMY 00ecneYeHH IO

Aya. 1304 KaOuHeT JOKYMEHTAILMOHHOIO 00€CTIeUeHNs YIIPaBICHUS
VYyebnas mebenb Ha 30 mocajiouHbIX MECT, pabouee MeCTO MpernogaBaTes, 10CKa
MesoBasi-1 mrT., mkadsl kKHIKHBIE 5 T. KomnbloTep npenoaasarens Pentium
E5300. ITpoexTop NEC ¢ npoekunoHHsIM 3kpaHoM Star. [lepeueHb
JIMIIEH3UOHHOTO MporpaMMHoro obecrneueHus: MicrosoftWindowsProfessional
(KOHTPAKT Ne 244/20 «26» utonst 2020 r, MicrosoftOfficeProfessional
(KOHTPAKT Ne 244/20 «26x» uronst 2020 ), 7-Zip (freeware).

3.2. MudopmanuonHoe odecrnedenne 00ydeHust
Ilepedyenb pexoMeHayeMbIX yueOHbIX u3nannii, UnTepHeT-pecypcos,

JONOJTHUTEJIbHOM JIUTEPATYPbI

KuuroodecneueHHOCTEL

J/lokymMeHTalMoHHOE o0ecrieueHue ypaBaeHus
nepcoHasoM : YueOHuk u npakrukym s CI1O

Aoynanze Jl. I'., Bempsoxkkuna U. b., Macnosa
B. M. — DnektpoH. nan. — Mocksa :

MN3narensctBo FOpaiit, 2021 .— 370c .—

Bubanorpadguyeckoe onucanue H3AAHUS Ocnopuas/ 1 DIBO. 213
f(z:;j:ocpT, 3;1r.11aBne, BH/I, MECTO U T0J\ M3IaHUS, JONOJHUTEIbHASN s 614(:).11. DJIeKTPOHHDbIE
p JuTeparypa CIIGIDY PeCypChbl
Kazakesuu T. A. OCH OBbC Opaiit
JIOKyMEHTaIlMOHHOE 00eCTIieYeHE YIPaBICHUS
: Yuebnuk u npaktukym st CITO /
Kazakesnu T. A., Tkamnu A. 1. — 2-e u3n.,
UCIp. ¥ A0 .— DJIEKTPOH. JaH. — MOCKBa :
NzparensctBo FOpaiit, 2021-177c.
[[lyBanosa H.H. OCH OBC IOpaiit
JlokyMeHTaIIMOHHOE 00eCTICUeHUE YIIPABICHUS :
YVuebnuk u npaktukym s CIIO / llysanosa
H. H. — Dnekrpon. nan. — Mocksa :
W3narensctBo IOpaitt, 2021 .— 265¢ —
(ITpodeccrnonanbHOE 00pa3oBaHUeE).
bsant B.C. ITOII ObC HOpaiit
JIOKyMEHTAIIMOHHOE 00CCTICUCHHE YIIPABICHHUS.
FOpuanueckas TexHuka : YueOHoe nocobue Jls
CIIO / bsint B. C. — 2-¢ u3j1., UCTIp. | JIOII .
Mockaa : IOpaiit, 2021 .— 103c.
[po3osa O. C. o OBbC Opaiit
JlenonpounsBoacTBO : YueOHoe nmocodue /
['po3oBa O. C. — DnexTpoH. 1aH. — Mocksa :
W3narensctBo FOpaiit, 2021-126¢ .
loponuna JI. A. o
JlokymMeHTOBeieHHE : Y4UeOHUK U TPAKTUKYM DOBbC O0paiit
Jlist CT1O / mox pen. Jloponunoii JI.A. — 2-¢
W31, TIep. U AO0M .— DJEeKTPOH. JaH. — MOoCKBa :
N3narenscTBo FOpaiit, 2021 .— 309c¢.
Aoymanze [I. I oI DOBbC 0paiit
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http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=Казакевич,%20Татьяна%20Александровна%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/471615
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=Шувалова,%20Наталия%20Николаевна%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/469832
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=Бялт,%20Виктор%20Сергеевич%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/474092
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=Грозова,%20Ольга%20Сергеевна%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/472842
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=Доронина,%20Лариса%20Алексеевна%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/469701
http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=Абуладзе,%20Дареджани%20Гивиевна%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/487121

(ITpotheccuonanbHoe 0OpazoBaHue).

Ky3nenos U. H. 1011 DBC O0paift
J/lokymMeHTaIMoOHHOE o0ecrieueHue yIpaBieHus
nepcoHanoM : YueOHuk u npakrukym s CI1O
Kysnenos 1. H. — DnekrpoH. nan. — Mocka
: U3narensctBo IOpaiit, 2021 .— 462¢ .—
(ITpodheccronanbHOE 00pa30BaHME).

4. KOHTPOJIb 1 OLEHKA PE3YJIBTATOB OCBOEHMUASA YUEBHOM
JUCHUITINHBI

Konrposb M omeHka pe3yJbTaTOB OCBOCHUSA Y4eOHOW  JUCHUIUIMHBI
OCYIIIECTBIISIETCS MpEnojaBaTeIeM B IIPOIECCE MPOBEACHUS IMPAKTUYECKHUX
3aHATUNA, TECTUPOBAHMS, BBINOJHEHUS  OOYYAIOIMIMMHUCA  WHIAUBUIYATbHBIX
3aJlaHUM.

®opMBI 1 METOIBI
KOHTPOJISI U OIIEeHKH Pe3yJibTAaTOB
o0yueHust
1 2

Ymems: ITpoBepka MPAKTUIECKUX
e 0hOpPMIIATH JIOKyMEHTAITUIO B | paboT, yCTHas OIICHKA
COOTBETCTBMM C HOpPMAaTWBHOW 0a3oM,
HCITONTB3YS nH()OpPMAITMOHHBIC
TEXHOJIOTHH;
® OCYIIECTBIATH apromaTtusanuio | IIpoBepka PAaKTHYECKUX
00pabOTKH JIOKYMEHTOB; paboT, yCTHasI OIICHKA
e yHUHUIMPOBATH CUCTEMBI JOKyMeHTaIuu, | IIpoBepka MPAKTHYCCKUX
paboT, yCTHAsI OlICHKA
e OCYIIECCTBIAAITH  XpaHeHWe H  mowuck | IIpoBepka IIPAKTUYECKUX
JIOKyMEHTOB; paboT, yCTHasI OllEHKa

Pe3ynbTathl 00yyeHus
(ocBOEHHBbIE YMEHNs, YCBOCHHbIE 3HAHNSA)

® OCYIIECTBIATH apromaTtusanuio | IIpoBepka MPaKTUYCCKHUX
00pabOTKH IOKYMEHTOB; paboT, yCTHasI OIICHKA

e JCIIOJIE30BaTh  TeIEKOMMYyHMKaMOHHEIE | [IpoBepka MPAKTUYECKHUX
TEXHOJIOTUH B SIIEKTPOHHOM | pa0OT, YCTHAs OLIEHKA

JIOKYMEHTO000pOTE;
3uamo:

® TIOHSATHE, IENH, 3aJa4d ¥ TPUHIIHIIBI
JIETIONPOU3BOJICTBA; Y CTHBIN ONIPOC
® OCHOBHBIC TMOHATHA JOKYMEHTAIMOoHHOTO | TecTupoBanue
oOecreueHus yupaBjieHUs;
® CHCTEMBbI JOKYMEHTAIMOHHOTO | Y CTHBIN OIPOC
obecrieueHus yIpaBJICHHS;
® KJIACCH(PHUKAIINIO JOKYMEHTOB; TectupoBanue
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http://opac.unecon.ru/cgi-bin/zgate.exe?ACTION=follow&SESSION_ID=676&TERM=Кузнецов,%20Игорь%20Николаевич%5B1,1004,4,101%5D&LANG=rus
https://urait.ru/bcode/470020

e TpeOOoBaHUS K COCTaBJICHUIO u | YCTHBIN o1poc
0(hOPMIICHHIO IOKYMEHTOB,

e OpraHu3aIMio JOKYMEHTOO00pOTa: TpreM, | Y CTHEIM OIIpOC
00pabOTKy, pErucTpaluio, KOHTPOJIb,
XpaHEHUE JOKYMEHTOB, HOMEHKIATYpPY
hi(Sh)

5. OCOBEHHOCTH OCBOEHUA JUCHUIIJIMHBI AJ1s1 UHBAJIN1OB
N Jil C O'PAHUYEHHBIMHA BO3MOXKHOCTAMMU 310POBbSA

OOyueHnne oOydYalOIIMXCA C OTPAaHUYEHHBIMU BO3MOXKHOCTSIMU 30POBbSI TIPHU
HEOOXOJMMOCTH OCYIIECTBIISIETCSI HA OCHOBE aJalTHPOBAHHOW pabodeld MmporpamMmbl €
UCTIOJIh30BAHUEM CITCIIUAIBHBIX METOJOB OOY4YCHHS] M JHJAKTHYCCKHX MaTepHAJIOB,
COCTaBJICHHBIX C YY4ETOM OCOOCHHOCTEH MCUXO(PU3NICCKOTO Pa3BUTHS, HHIUBUIYATbHBIX
BO3MO>KHOCTEH U COCTOSIHUS 3I0POBBSI TAKUX 00ydaronuxcst (00y4daronierocs).

B memsix ocBoeHusi yueOHON MporpamMMbl JUCHUTUTHHB WHBAJIUAAMH U JIMIIAMU C
OTPaHUYCHHBIMH BO3MOXKHOCTsIMH 310poBbsi Kb uT obecrieunBaer:

JUTS. MTHBAJIMOB U JIUI] C OTPAaHUYCHHBIMH BO3MOKHOCTSIMH 3JIOPOBBSI 10 3PEHUIO:
pasMeIlieHue B JOCTYNHBIX I OOydYalOUmIMXCS, SIBISIOMIUXCS —CJCTBIMH  WJIH
CJIA0OBHIAIIMMH, MECTaX W B aJalTHPOBAHHOW (opMe CIpaBOYHOH WHGPOpPMAIMH O
pacrucaHuM  y4eOHBIX  3aHATHH; TNPHCYTCTBHE  ACCUCTCHTa,  OKAa3bIBAIOIIETO
oOydaromeMycss HEOOXOJAMMYIO IIOMOINb; BBINYCK aJbTEPHATUBHBIX (OPMATOB
METOMYECKUX MaTEePUaIOB (KPYIHBIA MPUPT WK ayauodaiiibl);

JUIE MTHBAJIUIOB M JIMII C OTPAaHHMYCHHBIMU BO3MOKHOCTSIMH 3JIOPOBBS IO CIYXY:
Ha/IJISKAIIIMH 3BYKOBBIMH CPEJICTBAMH BOCIIPOM3BEIeHIE HH()OpMAINH;

JUTS. WHBAJIMIOB W JIMII C OTPAaHUYEHHBIMHA BO3MOXKHOCTSIMH 370POBbBS, HMEIOIIIX
HapyIIEHUS OMOPHO-JBUTATEIBHOTO armapara: BO3MOXHOCTb OeCHpensTCTBEHHOTO
JOCTyNa oO0ydJamuxcss B ydueOHbIE NOMEILICHMs, TyaJleTHble KOMHAThl U JpYyrue
MIOMEIICHHUS, a TAK)KE MPeObIBaHNE B YKa3aHHBIX TOMEIICHHSX.

OOpazoBanue 00y4alOIUXCS C OrPaHMYEHHBIMH BO3MOXKHOCTSMHU 3JI0POBBS
MOET OBITh OPraHM30BaHO KaK COBMECTHO C JPYTMMH OOYyYaloOUIMMHCS, TaK U B
OTJENIBHBIX TPYIIAX UM B OTIETHHBIX OpTaHU3AIHSIX.
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