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1. HEJIU U 3AJAYU OCBOEHUSA INCHUTIJINHBI

Llensamu OCBOGHHUS TUCHMIUIMHBI «JlOKYMEHTAIlMOHHOE OOECIICUEHUE YIPABICHUS» SBISIOTCS:
NpuoOpeTeHne CHUCTeMbl 3HaHMM B 00JacTH JTOKYMEHTALlMOHHOTO OOecleueHusl yIpaBiIeHUs, U
MCIIOJIB30BAHUE UX B MIPAKTHUECKOM padorTe.

3a0auamu  nucuMIUIMHBL  «JlOKyMEHTallMOHHOE  OOecredYeHHe  YIpaBICHUS»  SBISIOTCS:
O3HAKOMHUTBCS C COCTAaBOM PEKBH3UTOB JOKYMEHTOB M MPAaBUJI MX OPOPMIICHHS; paCCMOTPETh MOPSI0K
COCTaBJICHHS, WCIIOJIb30BAHUA U TIOPSAAOK IE€PEeCMOTpa OPraHU3alMOHHO-IPABOBBIX JOKYMEHTOB;
OBJIAJIETh TAaKUMH HaBBIKAMH, KaK KJIACCU(HUIMPOBATH U COCTABIATH PACHOPSAUTEIbHBIE TOKYMEHTHI;
M3YYUTh TIOJb30BaHHWE M COCTaBJIeHHE WH(OPMALMOHHO-CIIPABOYHONW JOKYMEHTAllUM U 3HaTh €€
0COOEHHOCTH; OBJIQJIETh HaBBIKAMH COCTABIICHHSI CIIY>KEOHBIX MHCEM U YMEHHUIO BECTHU MEPENUCKY; 3HATh
KJIaCCU(UKALIUIO TIHCEM; U3YUUTh 3Talbl JTOKYMEHTOO00pOTa OpraHU3al[ii; 03HAKOMUTHCS C MOPAIKOM
XpaHeHUs JOKYMEHTOB, O(OpMIIEHHEM M CHAa4yM el B apXUB; O3HAKOMUTCA C YHU(DUIIUPOBAHHBIMU
¢dbopMaMu IO KaJIpOBOMY JI€IONPOU3BOJCTBY, OTYYUTh HABBIKU UX COCTABIICHUSI.

2. MECTO JUCHUIIJIMHBI B CTPYKTYPE OIIOII
JlucuummHa «JloKkyMeHTaIlMOHHOE obecrieyeHne yIIpaBJICHUS» OTHOCHUTCS K
oOmenpodecCHOHAIBHBIM JUCIUTIINHAM TIpodeccuoHaibHOro ydebnoro mukiaa OITOIT (o6s3arenpHas
gacts) (OIl.13) u HaxoauTcs B JIOTMYECKOM U COAEPXKATEIbHO-METONMYECKOM CBA3M C JIPYTrUMHU
TUCIUTITUHAMU (MOTYIISIMU ).

[IpeamecTByromMME TUCITUATLTAHB [Tocnenyromye AUCIUTUIMHBI (KYPChI, MOTYIH, PAKTHKH )
(Kypchl, MOTYITH, IPAKTHKH )
OII.11. DxoHOMHKA OpraHU3aLNN OIIl.12. MeHe»KMEHT

I[IM.01. O6ecneuenne peanuzanuu | OI1.06. ['paxxganckuii npoiecc
npaB rpakaaH B chepe MEHCHOHHOTO
o0ecrneveHus U COUaIbHON 3alUThI

OII1.09. CtpaxoBoe aeno

OII.10. Craructuka

[IM.02. OpranuzanuoHHoe oOecreyeHne AesITeTbHOCTH
YUPEXKACHUN COLMAIBHOM 3al[UThI HACEJIEHUS U OPTraHOB
[Tencuonnoro ¢ouma Poccuiickoit denepanun

[IpouzBoacTBEeHHAS MpakTUKa (o npoduItio
CHEIUAIBLHOCTH) 10 MPOGEeCCHOHATHFHOMY MOTYITIO
«Opranu3amoHHOE obecrnieueHue JeSTeLHOCTH

YUPEKACHUNA COLMAIBHOM 3allUThl HACEJIEHUS W OpPraHoOB
Ilencuonnoro gounaa Poccuiickoii @eneparum»

TpeOGoBaHMs K «BXOIHBIM» 3HAHUSIM U YMEHHSIM OOydarouierocsi, HeoOX0IMMbIM NPU OCBOCHHUH
IUCUUIUIMHBL  «J[OKyMEHTaIlMOHHOE obecreueHne YIpaBlICHHUs» W TNPHOOPETEHHBIM B pe3yibTare
OCBOCHMS IPEAIIECTBYIOINX AUCIUIUIMH:

3HaTh: 3AaKOHOJATEIbHBIE M HWHBIE HOPMATHBHBIE IIPABOBBIE aKTbI, pPETIAMEHTHUPYIOIINE
OpPraHU3alMOHHO-XO035MCTBEHHYIO JESATEIBHOCTh OPraHU3AlMN Pa3Ju4HbIX OPraHU3aLUOHHO-IIPABOBBIX
¢opM; OCHOBHBIC AaCHEKTHl Pa3BUTHA OpraHU3alMi KaK XO3SHCTBYIOIIUX CYOBEKTOB B PBIHOYHOU
HSKOHOMMKE;TOCYJapCTBEHHBIE CTAHIAPThl COLMAIBHOIO OOCITYXUBAHUS; MOPANOK TMPEIOCTaBICHUS
COILIMAJIBHBIX YCIIYT U IPYTHX COLMAIBHBIX BBIIUIAT; HOPSA0K (POPMUPOBAHUS IEHCUOHHBIX U JIMYHBIX eI
MoJTydaTesiel TEeHCHH, MOCOOMH, €XKEeMECSYHBIX JICHSKHBIX BBIUIAT, MATEPUHCKOTO (CEMEHHOTrOo)
KaluTajaa U IpyruxX COLMAIBHBIX BBIIIAT, CIOCOOBI MH)OPMUPOBAHMS TPAKAAH M JOJDKHOCTHBIX JIUI] 00
M3MEHEHUAX B O00JIaCTM TEHCHOHHOTO O0ecleyeHUs] M COIMAIbHOM 3alllUThl; OCHOBHBIE IIpaBHIIa
npo¢eCCUOHATLHON 3TUKU U IIPUEMBI JICJIOBOTO OOIIEHUS B KOJUIEKTUBE.

yMeTh: 0OPMIISTH pacueThbl OCHOBHBIX SKOHOMUYECKHX TOKa3aTellel 1eATelbHOCTH OpraHu3aluy;
OPUHUMATh JOKYMEHTbI, HEOOXOAMMBbIC Uil YCTAaHOBJICHHUA NEHCHH, TOCOOMH, KOMIICHCAIIHH,
©KEMECAYHBIX JEHEKHBIX BBIIUIAT, MATEPUHCKOIO (CEMEMHOr0) KanuTana U Ipyrux COLMAIbHBIX BbIMIIAT,
HEOOXOAUMBIX JUIsSl YCTaHOBJIGHUS NMEHCHUN, MOCOOMH M OPYTruX COLHUAIBHBIX BBIIJIAT; ONPEACINISATh



nepeyeHb JIOKYMEHTOB, HEOOXOOUMBIX JUIsl YCTAHOBJEHHs TIE€HCUH, MOcOOuH, KOMIIEHCAluH,
€KEMECAYHBIX JEHEKHBIX BBIIIAT, MATEPUHCKOTO (CEMEHHOT0) KanuTalla U APYruX COLMAIbHBIX BBIILIAT;
Pa3bIACHATH NOPSIOK MOTYYEHUS HEJOCTAIOMINX JTOKYMEHTOB U CPOKH MX MPEI0CTaBICHUS; (POPMUPOBATH
MIEHCHUOHHBIE JIeNa; JeNa MoJiydyaTenei MOCOOul, €KEeMECSUYHbIX JEHEKHBIX BbBIIUIAT, MATEPUHCKOTO
(ceMeliHOr0) KamuTajga U JPYruX COLMAIbHBIX BBIIUIAT; COCTABJIATH MPOEKTHl OTBETOB HA NMHUCHMEHHBIE
oOparlieHusi rpaKaaH C MCIOJb30BaHWEM HH(OPMALMOHHBIX CIPABOYHO-IIPABOBBIX CHUCTEM, BECTH YYET
oOpalieHuii; 3ampamuBaTh HMHGOPMAIMIO O COJEPKAHWM WHIMBHIYaJbHBIX JIUIEBBIX CUYETOB
3aCTPaxOBaHHBIX JIMI[ U aHAJIM3UPOBATh MOJIyYEHHbIE CBEICHHS O CTake paboThl, 3apadOTHOI Iiare u
CTPaxOBBIX B3HOCAX; COCTaBIATH INPOEKTHI peIIeHHH 00 OTKa3e B HA3HAYEHUWU IICHCUH, IMOCOOMIA,
KOMITCHCAIIMH, MAaTepPUHCKOTO (CEMEHHOr0) KamuTajga, eXKEMECSYHOW JEHEXHOW BBIUIATHI, B
NPEJOCTaBICHUN YCIYr WU JAPYIHX COIMAJIbHBIX BBIMJIAT, HCIOJB3Ys WH(GOPMAIMOHHBIE CIPAaBOYHO-
IIPaBOBBIE CUCTEMBI; UCIIOJIb30BATh NEPUOINYECKHUE U CIIEIIMAIBHBIC W3/aHMS, CIIPABOYHYIO JIUTEPATYPY B
npoeCCUOHATIBHON JIeATENIbHOCTH; MH()OPMUPOBATh I'pa)JaH U JODKHOCTHBIX JIHI 00 M3MEHEHUSX B
o0JacTl TEHCHOHHOTO O0ecreueHuss M COLUAIbHON 3allUThl HACEJICHHS; CIEAOBAaTh ATHUYECKUM
IpaBUjIaM, HOpMaM U MPUHIKIIAM B TPO(ECCHOHATEHON AEATENbHOCTH;

3. TPEBOBAHMUS K PE3YJIBTATAM OCBOEHUA COAEP KAHUA JTUCIUIIJIMHBI

IIponiecc wm3ydeHWs [OUCUUIUIMHBI HampaBjleH Ha (OPMUPOBAHUE 3JIEMEHTOB CIEIYIOLIMX
KOMIIETECHIIUH 110 JaHHOW CIIELIUAIBHOCTH:

a)oouux (OK)

OK 1. IloHumarp CyImHOCTh U COIMATIBHYIO 3HAYMMOCTh CBOEH Oyaymiel npodeccuu, IposiBIATh K
HEW yCTOMYMBBINA UHTEPEC.

OK 2. Opranun3oBbIBaTh COOCTBEHHYIO JESITEIbHOCTD, BEHIOUPATH TUIIOBBIE METOBI M CIIOCOOBI
BBINOJIHEHUS TPO(ECCUOHANIBHBIX 3a/1a4, OLIEHUBATh UX 3()(PEKTUBHOCTh U KAYECTBO.

OK 3. IIpyHumath peuieHuss B CTaHJAPTHBIX M HECTAaHAAPTHBIX CUTYalMsIX U HECTU 3a HUX
OTBETCTBEHHOCTb.

OK 4. OcymiecTBisATh MOUCK U HCIOJIBb30BaHUE MHPOPMALUHU, HEOOX0auMon 1l 3¢ (HEeKTUBHOTO
BBINOJIHEHUS NTPO(ECCUOHATIBHBIX 3a/1a4, TPOPECCHOHATBHOIO U TMYHOCTHOI'O PA3BUTHS.

OK 5. Hcnonb3oBaTh HHOOPMAITMOHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUHU B IPO()EeCCHOHAIBHOM
JEsITebHOCTH.

OK 8. CamocToATenbHO ONpeneiiaTh 3a1a4i Npo(hecCHOHAIBHOTO M JINYHOCTHOTO Pa3BHUTHS,
3aHUMAaTbCA CaMOOOPa30BaHUEM, OCO3HAHHO IJIAHUPOBATH MOBBIIIEHHE KBATU(PUKALUH.

OK 9. OpueHTHpOBATHCS B YCIOBHIX OCTOSHHOTO U3MEHEHHS TPABOBOU Oa3bl.

0) npogheccuonanvuwvix (1K)

I[IK 1.1. OcymecTBiiaTh NpoQecCuOoHaTbHOE TOJKOBAaHHE HOPMATHUBHBIX IPABOBBIX AaKTOB JIJIS
peanu3aiuy npas rpaxJaH B cepe IEHCHOHHOTO 00eCeueH s U COLMAIbHON 3alUTHI.

IIK 1.2. OcymecTBiaTh MpHeM IpaxkJaH MO BOMPOCaM MEHCHMOHHOTO 00ECIeYeHUs U COLMAIbHOMN
3aIIUTBHI.

IIK 1.3. PaccmarpuBaTh MakeT JOKYMEHTOB IS HAa3HAUEHUs TEHCHM, MOCOOMIA, KOMIICHCAIUM,
ApYyrUX BBIUIAT, a TaKXe Mep COLMAIbHOM NOJAEPKKH OTAEIbHBIM KaTeropusiM TIpakIaH,
HYKJAIOLIMMCS B COLMAIbHOM 3aIlUTE.

I[IK 1.4. OcymecTBisaTh ycTaHOBIEHWE (Ha3HAueHWE, TEpepacyeT, IMEepeBOJ), WHICKCAIUI0 U
KOPPEKTHPOBKY MEHCHIA, Ha3HAUEHHE MOCOOMA, KOMIIEHCAIIUH U APYTHX COLMAIBHBIX BBIILIAT, UCTIONb3YS
MH(GOPMALIMOHHO-KOMIIBIOTEPHBIE TEXHOJIOTHH.

I[IK 1.6. KoncynbTupoBaTh TIpaxJaH M IpEACTABUTENEH IOPUAMYECKUX JIUI[ IO BOIIPOCaM
NIEHCHOHHOI'0 00€CIe4YeHus U COLIMAIbHOM 3aIUThI.

TpeGoBannst K 3HAHUSIM, YMEHHSIM M MNPAKTHYECKOMY ONBITY 10 JUCHHUILUINHE

«/lokymMeHTanMOHHOE o0ecTieYeHre YIIPABICHHS:

1) 3HaTh:

- IOHATHE TJOKYMEHTA, €r0 CBOMCTBA, CIIOCOOBI JOKYMEHTHPOBAHUS;

- IpaBUJIa COCTABJIEHUS U O(POPMIIEHHS OPraHU3ALOHHO-PACIOPSAUTENBHBIX T0KyMeHTOB (OP/);

- CUCTEMY U THUIIOBYIO TEXHOJIOTHIO JOKYMEHTaMOHHOTo o0ecrieuenus ynpasieHus (10Y);



- OCOOGHHOCTH JICTIOTIPOM3BOJICTBA IO OOpAIIEHUSM TpaXJaH © KOH(HICHINATHLHOTO
JIETOTIPOU3BO/ICTBA.

2) ymern:

- 0OpMIIATh OPraHU3AMMOHHO-PACTIOPSAUTEIBHBIC TOKYMEHTHI B COOTBETCTBUM C JCHCTBYIOIIUM
I'OCTowm;

- OCYIIECTBISATH 00pa0OTKY BXOMSIINX, BHYTPEHHUX M UCXOSAIINX JOKYMEHTOB, KOHTPOJIb 3a MX
HCIIOJIHCHUEM;

- 0hOpMIIATH JOKYMEHTHI JJIs TIepeavun B apXUB OpraHU3aIIH.

3) nmpaktuyeckuii onbIT: pazaenom VI ®I'OC CIIO «TpeboBaHus K CTPYKTYpe IPOTPaMMBI
MMOATOTOBKH CIICIIMAIUCTOB CPETHETO 3BEHA» [Tabiuia 3] He TPeayCMOTPEH.

4. OFBEM JUCHUITJIMHBI U BUJIbI YUYEBHOM PABOTHI
O0wmi 00BLEMINCIUIUIMHBI cocTaBigeT 1 14akageMUYEeCKUX 4acoB.

Ounas Gpopma oOyueHHs

Bun yaeOHO# paboThI Bcero uacos CemecTtpsbl
2(CO0*)
4(000**)
AyauTOpHBIE 3aHATUA (padora o0yuarommxcst BO 84 84

B3aMMO/IEHCTBHH C NpenogaBaresaeM) (Bcero)
B TOM YHCIIE:

Jlexuuu (JI) 42 42
Cemmunapsi (C) 42 42
CamocrositeabHasi padora (Bcero) (CP) 30 30
B TOM YHCJIE:

Pedepar 10 10

CamomonroroBka  (CaMOCTOSATENBHOE  M3YYCHHE  Pa3JIelioB,
npopabOoTKa ¥ MOBTOPEHHUE JICKIIMOHHOTO MaTepuaa U MaTepuasia

y4eOHHMKOB M Y4eOHBIX TOCOOUH, MOATOTOBKA K CEMHHAPaM) 20 20
[TpomexyTouHast aTTeCTalus 3a4eT
OO0uuii 00bEM, Yac 114 114

* Ha 6a3e cpemHero oomero oopa3zoBaHMs
** Ha 0a3e OCHOBHOT'O 0011IeT0 00pa30BaHUs

3aounas popma oOydeHHS

Bun yuebHo# paboThl Bcero uacos CemecTtpbl
3(CO0*)
5(000**)
AyauTOpHBIE 3aHATUA (padora o0yyarommxcst BO 8 8

B3aMMO/IeHCTBHUH C NpenojaaBareaemM) (Bcero)
B TOM YHCIIE:

Jlexuuu (JI) 4 4
Cemunapsi (C) 4 4
CamocrosiTesbHas padora (Bcero) (CP) 104 104
B TOM YHCJIE:

Pedepar 20 20

CamonoaroroBka  (caMOCTOSITEIBHOE ~ M3YyYCHHE  PasJIelioB,
npopaboTKa M MOBTOPEHHE JIEKIIMOHHOTO MaTepuana 1 MaTepuaia
y4eOHHMKOB M Y4eOHBIX TOCOOUH, MOTOTOBKA K CEMHHAPaM) 84 84
[TpomexxyTounas arrectamus (3a4er) 2 2




OO0uii 00bEM, Yac

114 114

* Ha O6a3e cpemHero oomero oopa3oBaHMs
** Ha 06a3e OCHOBHOTO 0011er0 00pa3oBaHUs

5. COAEPKAHUE U CTPYKTYPA JUCHUIIVINHBI

5.1. Conep:xaHue TUCHMILIIHHBI

Ne
paznena
(Tembl)

HanmenoBanwue pazena (TeMbl)

Coneprxanue pasesna (TeMbl)

1

OcHoBHbIE
JIeJI0TIPOU3BOICTBA.
HopmaTtusHO-11paBoBoe
o0ecreyeHne JOKYMEHTAllHOHHOTO
oOecrieyeHus yrpaBJieHUs

IIOHATHA

JIOKyMEHTaIIMOHHOE 00ECIIeYeHHE YIpaBICHUS, KaK
onHa w3 (QyHKOWA ynpaBieHUs, YHUUKAUS U
CTaHIApTH3aIUs  JTOKYMEHTOB,  Ki1accuuKarms
nokyMeHTOB.IloHATHE JTOKyMEHTa, €ro CBOWCTBA,
crocoObl TokymMeHTupoBanus. CucTeMa W TUIIOBAS
TEXHOJIOTUSl  JOKYMEHTAllMOHHOTO  oOecreyeHus
yIpaBieHUs

JIOKyMEHTUPOBaHUE YIIPABICHYECKOUN NIESITEIHbHOCTH.
l'ocynapcTBeHHBIE CTaHAAPTHI HA JOKYMEHTAIUIO,
o01epoccuiickme KJ1accu(puKaTopsl TEXHUKO-
HKOHOMHYECKOH U COIMATbHON HH(OPMAITUH.

CocraB pEeKBH3HMTOB M IMpPaBUJIa HUX
oopMITeHHS

OOmwmii BUI W COCTaB PEKBU3UTOB JTOKYMEHTA;
obmue TpeOoBaHUS K O(OPMIICHHIO PEKBU3UTOB
JOKYMEHTa; TpeOOBaHMSI K H3TOTOBIICHUIO, Y4YETY,
UCIOJIb30BAHUI0O W XpPaHCHHIO  ONAHKOB  C
BOCITPOM3BEJICHUEM TOCyAapCcTBeHHOTO repba Pd,
rep0oB cyOBeKkTOB PD.

[IpaBuna  menoBoro
MAIInHOIIUCHOT'O
TEKCTA. Cucrema
MEPENUCKHU.

CTWISL W
oopMITCHHS
b1 (21 (0):10)

OdunmanbHO-IeI0BON CTHUJIb. Ynorpebnenue
CHELUAJbHOM  JICKCHKH, YCTApEBIIEH  JIEKCUKH,
HEOJIOTU3MOB, 3aMMCTBOBAHHBIX CJIOB, CJIOB C
«YHUBEPCATbHBIM 3HAYCHUE, COKpallleHUH,
SI3LIKOBBIX dbopmy. Ocobennoctu
JIENIOTPOU3BOJICTBA MO OOpalleHUusM TpaxkaaH |
KOH(UIEHIINATBHOTO J1€J0MPOU3BOJICTBA.

Cucrema  nenoBoit  mepenucku:  [locTpoenue
npenaoxkeHuidl. TunuvHple OMHUOKKM B  TEKCTax
JTOKYMEHTOB. Bwuapl Ael0BOMl TMEpenucKku U HUX
Ha3BaHud.  ColepkaHue  mHCEM,  TEJIerpamm,
TenekcoB, ¢akcorpamm (dakc) TenedoHOrpamMma.
AOGGpeBuarypa.

Opranu3anoHHO-IIpaBOBasI
JOKYMEHTaIUsl.
JlokymenTupoBanue
KaJpOB

JIBIKEHUS

Ha3nauenue u cocraB OpraHu3alMOHHO - IIPaBOBOM
JOKYMEHTAllMH.  YUYpPEAUTENbCKME  JOKYMEHTHI.
CocraBieHue u OQOpMIICHHE OTACIbHBIX BHUIOB
OpraHU3alOHHO-IPABOBBIX JIOKYMEHTOB.
Opranuzanus padoThl PErHCTPALIUH.

Kommiekcel  JOKYMEHTOB 1O  O(OpMIIEHHIO:
nepeBoia Ha JPYryro paboTy, OTIYCKOB, TOOIIPEHHHA
pabOTHHUKOB, JUCLUIUIMHAPHBIX B3bICKaHMH,
aTTecTaluu pabOTHHUKOB, CITy>KEOHBIX
KOMAaHJIMPOBOK, YBOJIbHEHHUSI.

Cucrema pacropsIAUTEILHON

IIpaBuia COCTABJICHUS U oopmienus




JOKYMEHTALWH.
Cucrema CIIPaBOYHO-
UH(POPMALIMOHHON JOKYMEHTAIUH.

OpraHU3aLMOHHO-PACTIOPSIIUTEIBHBIX  JOKYMEHTOB
(OP1). OcHOBHOE Ha3HA4YEHHE PACIOPSAUTEIBHBIX
JTOKYMEHTOB. PacriopsianTensHple  JTOKYMEHTBHI
COoJIep Kalllie peIleHUs, HIYLIIHMe CBEepXy BHHU3 IIO
cucreMe ynpasieHus. FOpuandeckas cocraBisionias
pacropsIUTEIbHBIX  JOKYMEHTOB. [Iponenypa
W3/IaHus, COCTaBJICHUS " oopmneHns
pacropsaUTeIbHBIX JOKYMEHTOB.

[TousiTne CIIpaBOYHO-UH(POPMAITMOHHON
JIOKyMEHTanuu.  [IpOoTOKOJNBI,  BBINUCKU u3
MPOTOKOJA, TOKJIAJHbIE U OOBSICHUTEIbHBIC 3aITUCKH,
3asBJICHUS, TIPEACTABJICHUSI.

6 Opraau3zanus JOKyMeHT0000poTa

[TonsiTHE MOKYMEHTOOOOpPOTa ¥ €ro OCHOBHBIC
stambl. Opranm3anusi paboOThl € JTOKYMEHTaMH:
SKCIIEAUIIMOHHAS obpaboTka BXOJAIINX,
HCIIOJIHEHHBIX u OTIIPABISEMBIXIOKYMEHTOB;
MPEIBAPUTEIIBHOE PACCMOTPEHUE JIOKYMEHTOB B
ciyx0e JOKYMEHTAIMOHHOTO obecrieveHus;
parMoHadbHOE JBW)KCHHE JOKYMEHTOB BHYTPH
OpraHH3aIi; HCIIOJHEHHE JTIOKYMEHTOB;
WHJICKCUPOBAHUE JIOKYMEHTOB.

7 ApXHUBHOE JI€JI0.
Homenknarypa u popmupoBanue
hi(S)

[lonsiTne apxuBa u  ucTopus (GOPMUPOBAHUS
roCyJ1apCTBEHHOM apXUBHOU CITYKOBI P®.
l'ocynapcTBeHHass yacTb apxuBHOTO (oHma PO.
ApxuBHBII (OHJ OpraHU3alUH, KOMMEPUYECKOM
¢upmer. OdopmieHue [en ATUTEIbHBIX CPOKOB
XpaHEHUs; COCTaB YYETHBIX JOKYMEHTOB apXHBa;
nepeiaya U UCIOJIb30BaHUE TIOKYMEHTOB apXHUBa.
Bunsl HOMEHKIIATyphl J1€; TUIIOBBIE U MPUMEPHBIE
HOMEHKJIATypbl [J€J1 OpraHM3allM; COCTABJIECHUE
HOMEHKJIATYpbl;  CcOONIIOZecHuE TpeOOBaHMK mpH
(bopMHpOBaHUU JEIT; XpaHEHHUE JIENI Y UCIIOIHUTEIS;
JOKYMEHTBI BHYTpH €Il

8 DKcnepTusa LIEHHOCTH
JIOKYMEHTOB.

[lonsiTve  HEHHOCTH  JIOKYMEHTOB,  CHCTEMa
OKCIIEPTHBIX OPraHoOB, TMEPEYHU JOKYMEHTOB C
YKa3aHUEM CPOKOB XpaHEHHUs, METOIMKa IIPOBEICHUS
AKCIIEPTU3bl IIEHHOCTH JOKyMeHTOB. [lonroroBka u
nepeAadya Jeil B apXMB OpraHU3aldd, TOPSAJIOK
neperayd  JTOKYMEHTOB  Ha  T'OCYJapCTBEHHOE
XpaHEHHE.

5.2. CTpyKTypa IMCHUIIIHHBI

Ounas ¢opma o0yueHus

Ne KonnuecTBo yacos
IZi?e,i[/IeBJII)a HaunmenoBanwue pasnena (Tembl) Beero B C CP
1 OcCHOBHbIE TOHATUS JEIONPOU3BOJICTBA.
HopmaruBHO-1paBoBOE obecrieueHne 15 6 6 3
JOKYMEHTAI[MOHHOTO O0EeCTIeUeHUs! yIIpaBIeHUS
2 CocTtaB peKBU3UTOB U MPaBUIa UX OPOPMIICHHS 11 4 4 3
3 IIpaBuna pnenoBOro CTwiIsi W MalIMHOIIMCHOTO 12 4 4 4




oopMIICHHUS TeKCTa. Cucrema  JenoBOi
MEPETUCKH.
4 OpraHu3alMOHHO-TIPABOBask JOKYMEHTAIIHUS. 16 6 6 4
JIoKyMeHTUpOBaHUE JIBIKEHUS KaIpOB
5 CucreMa paciopsIUTEIbHON TOKYMEHTAIIUH.
Cucrema CIIPAaBOYHO-HH(POPMAIMOHHON 16 6 6 4
JIOKYMEHTaIUH.
6 Opraau3zanus JOKyMeHT0000poTa 12 4 4 4
7 ApXHBHOE JI€TIO.
16 6 6 4
Homenknarypa u ¢dopMupoBanue aei.
8 DKcnepTu3a HEHHOCTH TOKYMEHTOB. 16 6 6 4
OO6mmii 00em 114 42 42 30

3aounas popma o0OyueHnust

Ne KonnuecTBo yacos
Iz:zf;?)a HaumenoBanwue pazzaena (TeMbl) Beero T C CP
1 OcCHOBHbIE TOHATUS JEIONPOU3BOJICTBA.
HopmaruBHO-1paBoBOE obecrieueHne 13 - - 13
JOKYMEHTAI[MOHHOTO O0EeCTIeUeHUs yIIpaBIeHUs
2 CocTtaB peKBU3UTOB U MIPaBUIA UX OPOPMIICHHS 15 2 - 13
3 [IpaBuna nemoBOrO CTUIAS W MAIIMHOIKCHOIO
odopmITeHHS TEKCTA. Cucrema JIETI0BOM 15 2 - 13
MEPETIHCKH.
4 Oprann3alluOHHO-TPABOBAs TOKYMEHTALIUSL. 15 ) 2 13
JIoKyMeHTUpOBaHUE IBHKEHUS KaJpOB
5 Cucrema pacnopsAUTEIbHON TOKYMEHTAIUU.
Cucrema CIIpaBOYHO-UH(POPMAITMOHHON 15 - 2 13
JIOKYMEHTaIUH.
6 Opraau3zanus JOKyMeHT0000poTa 13 - - 13
7 ApXUBHOE JIETIO. 13 ) i 13
Homenknarypa u popmupoBanue ied.
8 DKCrepTU3a HEHHOCTH IOKYMEHTOB. 13 - - 13
ATttecTanus 2
O06mmii 00bem 114 4 4 104
5.3. IIpakTHyeckne 3aHATHS U CEMHHAPBI
Ounas ¢opma o0yueHust
No No paznena Tema KonnuectBo
/i (Tembl) 4acoB
1 Tema 1 OcCHOBHbIE TOHSTHS IETONPOU3BOICTBA.
HopmatuBHO-ipaBoBOe  0OECEYeHHE JTOKYMEHTAIlMOHHOTO 6
o0ecrieyeHus yrpaBJIeHUs
2 Tema 2 CocraB peKBU3UTOB U ITpaBUiIa UX 0OPMIICHUS 4
3 Tema 3 [IpaBuia 1e10BOrO CTUJIS UM MANIMHOMUCHOTO O(OPMIICHUS 4
TekcTa. CucreMa J1e10BOM MEePEnUCKH.
4 Tema 4 OpranuzanoHHO-IIPABOBast JOKYMEHTAIUS. 6
JlokyMeHTUpOBaHUE IBHKEHUS KapOB
5 Tema 5 CucremMa pacnopsiIuTeIbHON TOKYMEHTAIIUH. 6
Cucrema cripaBOYHO-UH(POPMAIIMOHHON TOKYMEHTAIUH.




6 Tema 6 Opraau3zanus JOKyMeHT0000poTa 4
7 Tema 7 ApXHBHOE JI€TIO. 6
Homenknarypa u ¢popMupoBanue aei.
8 Tema 8 DKcnepTu3a HEHHOCTH TOKYMEHTOB. 6
3aounas popma o0yueHust
No No paznena Tema KomnnuectBo
/T (TemsI) 4acoB
1 Tema 4 OpraHu3alMOHHO-TIPABOBas JOKYMEHTAIUS. 6
JIoKyMeHTUpOBaHUE IBHKEHUS KapOB
2 Tema 5 CucreMa paciopsIUTENIbHON TOKYMEHTALIUN. 6
Cucrema cripaBOYHO-UH(POPMAIIMOHHON JOKYMEHTAITHH.
5.4. JlabopaTopHbie paboThl
Ne Ne paznena HaunmenoBanue 1a60paTopHBIX paboT Konnuectso
/T (TembI) 4acoB
5.5. CamocTosiTeqIbHOE N3yYeHHE Pa31esoB (TeM) TUCIUITHHBI
Ounas popma o0yueHust
No paznena TeMbl, BHIHOCUMBIE Ha CAMOCTOSITEILHOE U3yUYECHHE KonnuectBo
(Tembl) 4acoB
Tema 1 OcCHOBHbIE TOHSTHS 1ETONPOU3BOICTBA.
HopmarusHo-npaBoBoe obecrieyeHne JOKYMEHTAIMIOHHOTO 3
obecrieueHus ympaBicHUs
Tema 2 CocTtaB peKBU3UTOB U MIPaBUIa UX OPOPMIICHHS 3
Tema 3 [IpaBuna nem0BOTO CTHIIS MU MaITHHOMUCHOTO O(GOpPMIICHHUSI TEKCTa. 4
Cucrema 1€710BOM NEPETTUCKH.
Tema 4 OpraHu3alMOHHO-TIPABOBas JOKYMEHTAIUS. 4
JIoKyMEeHTUPOBaHUE IBHXKEHHS KaJPOB
Tema 5 CucreMa paciopsIUTENILHON TOKYMEHTALIUH. 4
Cucrema cripaBOYHO-MH(POPMALMOHHOMN JOKYMEHTAIUH.
Tema 6 Opranuzanus 10KyMeHTo000poTa 4
Tema 7 ApXHUBHOE JIEJIO. 4
Homenknarypa u popmupoBaHue jie.
Tema 8 DKCIepTU3a HEHHOCTH IOKYMEHTOB. 4
3aounas popma 00yyeHUs
No paznena TeMbl, BHIHOCUMBIE Ha CAMOCTOSITEILHOE U3yUYECHHE KonnuectBo
(Tempr) 4acoB
Tema 1 OCHOBHBIE TOHSTHUS I€JIONPOU3BOACTBA.
HopmaTtusHO-11paBoBoe obecrieueHne JOKYMEHTALMOHHOI'O 13
obecrieueHus ympaBicHUs
Tema 2 CocTaB peKBH3UTOB U MIPaBUIa UX OPOPMIICHHS 13
Tema 3 [IpaBuna Aem0BOTO CTHIIA M MAIIMHOMHUCHOTO O(OPMIICHHUS TEKCTa. 13
Cucrema 1€710BOM EPETIUCKH.
Tema 4 OpraHu3alMOHHO-TIPABOBas JOKYMEHTAIUS. 13
JIoKyMeHTUpOBaHUE IBHKEHUS KapOB
Tema 5 CucremMa pacnopsiIuTeIbHON TOKYMEHTAIIUH. 13




Cucrema cripaBOYHO-UH(POPMAIIMOHHON JOKYMEHTAITHH.
Tema 6 Opranuzanus 10KyMeHTo000poTa 13
Tema 7 ApXHUBHOE JI€JI0. 13
Homenknarypa u ¢popMupoBanue aei.
Tema 8 DKcnepTu3a HEHHOCTH TIOKYMEHTOB. 13

6. OBPA3OBATEJIBHBIE TEXHOJIOT U

N3ydyenne aucuumiauHbl  «JlOKyMEHTAIlMOHHOE
NPUMEHCHUHM WHHOBALMOHHBIX 00pPa30BaTEeNbHBIX TEXHOJOTHUH,
MHTEPAKTUBHBIX METOJ0B O0YyUEHUS.

OCHOBHBIE BHJIBI UCTIOJIB3YEMBIX 00pa30BaTEIbHBIX TEXHOIOTHIA:

— JeSITeIbHO-OPHUEHTUPOBAHHOE OOyueHHE CTYICHTOB. JledaTenbHble TEXHOJOTHH BKIIOYAIOT B
ceOsd aHaIM3 CUTYyallUd, pelleHHe CUTYallMOHHBIX 3aJad, MOJeNHpoBaHue MpodeccrnoHalIbHOM
NesITeIbHOCTH B y4eOHOM Ipoliecce;

— JIMYHOCTHO-OPUEHTUPOBaHHOE  oOydeHue.  V3yueHue  TUCIUIUIMHBI Mperoaraer
BO3MOKHOCTh BbIOOpA Il CTYJIEHTOB U IOCIIEAYIOIIEE BBHIIOIHCHNUE PA3IMYHBIX TBOPUYECKUX 3a/aHUM.
Tak, cTyneHThl MOTYT BBIIOJHUTH pPabOTy IO CHUCTEMAaTH3alMH JOKYMETO00OpOTa OpraHHU3aluy;
COCTaBHUTb MPOEKTHI OPraHU3ALMOHHBIX TOKYMEHTOB; IMOATOTOBUTH KPOCCBOPJBI M TECTHI MO U3y4aeMbIM
TeMaM; BBICTYITUTH ¢ pedepaToM (JOKIATO0OM);

— mpobnemHoe obOydenue. Ilpum uTeHum nexkuuii mpernonaBaTeNb 0CO00€ BHUMAHHUE YJIENSAET
npobiemMaM cucTeMe CTaHJapTOB, MPAKTUKU NMPUMEHEHHs JOKYMEHT0000poTa opranuzanui. CTyaeHram
npeajaraeTcsi IMOATOTOBUTh K TMPAKTUYECKUM 3aHATHUAM 33Jadyd, peIIeHHe KOTOphIX Tpelyer
TIIATEIBHOTO aHAIN3a TOUICKALINX TPUMEHEHUIO CUCTEM CTaHAapTOB TIOKYMEHTO000pOTa;

— ajJlanTUBHAs TEXHOJOrusa (MccienoBaTeiabckoe OOy4deHHE), OCHOBAaHHAas Ha MaKCHUMaJbHOM
BOBJICUECHUU CTYJCHTOB B MHIUBUAYAIbHYIO CAMOCTOSATEIbHYIO PaboTy.

AKTHBHbIE M WHTepPaKTHBHble 00pa3oBaTe/ibHble TEeXHOJIOTHH,

ayIMTOPHBIX 3aHATHAX "

o0ecrieueHre yMpaBlIeHUS» OCHOBAHO Ha
OCHOBAHHBIX Ha UCIOJIb30BAaHUU

HCIIOJIB3YEMBIE B

Ounas popma o0yueHust

Ne pazpena Bun Hcnonp3yeMble akTUBHBIE U HHTEPAKTUBHBIC Konunuectso
(TembI) 3ansTus (J1, 00pa3zoBaTebHBIC TEXHOJIOTUH 4acoB
113, C, JIP)
4 113 TBopueckoe 3aaHue (COCTaBICHUE OpraHU3alMOHHO- 6
MIPaBOBOM JIOKYMEHTAIIHH ).
5 113 TBopueckoe 3a7laHue (cocraBneHue 6
pactopsSAUTENbHON JOKYMEHTAIUN ).
6 113 KomnberorepHas npe3eHTanus 4
7 113 KomnbrorepHas npe3eHTanus 6
3aounasi popma oOyueHust
Ne paznena Bun Hcnonp3yeMble aKTUBHBIE U HHTEPAKTUBHBIE KonnuectBo
(Tembl) 3anstus (J1, o0Opa3oBaTeNbHbIC TEXHOJIOTUU 4acoB
113, C, JIP)
4 113 TBopueckoe 3aaHue (COCTaBICHUE OpraHU3alMOHHO- ’
[IPaBOBOM JTOKYMEHTALIMH).
5 113 TBopueckoe 3a/1aHue (cocraBnenue )
pacnopsiANTENIbHON JOKYMEHTAIUN ).
*PacnipenienieHne  SIBISETCA  NMpuMepHuiM,  T.K.  TpENojaBaTelb  MOXET  BapbHUpPOBaTh

06pa30BaTeJIBHBI€ TCXHOJIOTMHM B 3aBHCUMOCTH OT KOHerTHOI\/'I TCMbI, a4 TaKXKXC C Y4YCTOM YPOBH:A
OCBOCHU 3HaHHI>i, YMCHI/Iﬁ M HAaBBIKOB CTYACHTAMH 110 JUCHUIIIIMHE.
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Ilepeyenr  MHGOPMALMOHHBIX  TEXHOJIOTHMiIl, HCIOJb3yeMbIX TIPH  OCYIIECTBJCHHH

0o0pa30BaTe/IbHOIO MpoLecca Mo JUCHUIIMHE:

—cOop, XpaHEeHHUe, CUCTEMAaTHU3allvs U BbIJjada y4eOHOM 1 HaydHOUW HH(OpMAITUH;

—00paloTKa TEKCTOBOM U SMITUPHUYECKON MH(OPMALTUH;

—IOJIrOTOBKA, KOHCTPYMPOBAHUE U IPE3EHTALMsl UTOrOB MCCIIEJOBATENBCKON U aHATUTUYECKON
NesTeNbHOCTH;

—CaMOCTOSITEJIbHBIN OUCK JOMIOJHUTENBHOIO Y4e0HOr0 M HAy4HOTO MaTepuaa, ¢ UCIOIb30BaHUEM
MTOUCKOBBIX CHCTEM U CaliTOB ceTu IHTEpHET, 3JIeKTPOHHBIX SHIUKIIONEANH 1 0a3 JaHHBIX;

—HCHOJb30BaHNuEe 00pa30BaTeNbHBIX TexHONMOrHH B pamkax DVOC s pacChUIKH, NMEPENUCKU U
00CYXIeHUS BO3HUKIINX YUEOHBIX MPOOIIeM.

7. OHEHOYHBIE CPEACTBA JJIA TEKYIIEI'O KOHTPOJIA
YCHEBAEMOCTHUHUITPOME X XYTOYHOM ATTECTAIIUA
Jnst arrectaniuu 0OyYaroIIMXCsl HA COOTBETCTBHE WX IMEPCOHAIBHBIX JTOCTHIKCHHH IMOATAITHBIM
tpeboBanusiMm OIIOIl mo cnemumaneHocT CIIO 40.02.01 IIpaBo u opraHu3amusi COLUUATHHOTO
obecrieuenus (6a30Bas MOATOTOBKA) CO3/1at0TCs (POH/IBI OIICHOYHBIX CPE/ICTB.

TunosBble 3a1aHKs B TeCTOBOI Gopme

1.3akoH4YNTE HAYaTOE MpeJI0KeHHe OTHUM U3 TPeX BAPHAHTOB

oTBeTa:

JIOKyMeHTOOOOPOT - IBUKEHUE JOKYMEHTOB B OpPraHM3allid C MOMEHTa MX CO3JaHHs J0:
1.1. mepegauu Ha UCTIOJHEHUE

1.2. IOAIIMBKY B AEIIO

1.3. 3aBepIeHHUs UCIIOJIHEHUS WM OTIPaBKU

2.1loguepkHUTE NPABUJIbHBIH OTBET

JlomKHA T MHCTPYKIUS IO JAETONPOU3BOICTBY OpPraHU3allMi YCTAHOBUTH TEXHOJOTHIO BCEX
JEJIONPOU3BOICTBEHHBIX OIEepaliii, BHIOJHAEMbIX B OpraHU3aluu?

21. na

22. Her

3.KeM ycTaHaBJIMBAIOTCSI MHAMBHUYAJIbHbIE CPOKH HCIIOJHEHUS

AOKYMEHTOB?

3.1. pyKoBOAMTEIEM CTPYKTYPHOIO MOApa3esICHUs, TJ€ UCTIOTHIETCS JOKYMEHT

3.2. kaHuenspueu

3.3, pPYKOBOJHUTEJIEM OpraHU3alluu

4.Kakue ¢opmbl perucTpanuu 10KymMeHToB B Poccnn?

4.1. XKypHanpHas

42. xaprouHas

43. aBTOMaTU3UPOBAHHAS

44. Bce BBILIENIEPEYNCIICHHBIE
5.1Ipu perucTpauuy Kakux J0KYMEHTOB BMecCTe ¢ MOPS/IKOBBIM PerucTpaliiOHHbIM HOMEPOM
NMPOCTABJIsIETCS HOMeP /1eJ1a, B KOTOPOM XPAHUTCH KONMUS T0KyMeHTa?

5.1. nmpukassl

5.2. TpOTOKOJIBI

5.3. akThl

54. nucbma

6. B Kakux JOKYMeHTax PsSiiOM C PerucTPalMOHHBIM HOMEpoOM yka3biBaercs OykBa «JI» m
«K»?

6.1. aKkTbl

6.2. JOKIaJHbBIC 3aIUCKU

6.3. mOpuKa3bl 10 OCHOBHOM IESITEIBLHOCTH

6.4. mnpukassl 10 JINYHOMY COCTaBYy
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9.

6.5. cmopaBku

7. Ilpu perucTrpanmum Kakoro JOKyMEHTa [aTy PerucTpPalud yYKa3bIBAalOT He B J€Hb €ro
noanucanusa?

7.1. npuka3

7.2. TPOTOKOI

7.3. pelieHue

74. TOCTaHOBJICHHE

8. EcJiM IOKYMEHT OTHpaBJisieTcsl B IBA aJipeca 10 Io4Te, TO CKOJIbKO He00X01MMO NOATO0TOBUTH
JK3eMILISIPOB 3TOr0 JOKyMeHTa?

8.1. detsipe

8.2. nBa

83. Tpu

9. Kakue MOryT ObITh HOMEHKJIATYPHI J1eJa?

9.1. KOHKpeTHas

9.2. npumepHas

9.3. Tumnosas

94. Bce BbIIEIEPEUNCICHHBIE

10. B HoMeHK1aType eJl JOKYMEHTbI CHCTEeMATH3HPYIOTCS:

10.1. mo Bugam 1OKyMEHTOB

10.2. mo coaepkaHuio

10.3. mo cpokaM xpaHEHHUs

10.4. Bce BbILIENIEPEUHCIICHHBIE

11. KTo MmokeT padoTaTh ¢ I0KYMEHTAMM, HMEKOIIUMHA KOMMEPYECKYI0 TAHY?
11.1. TOTBKO pyKOBOJMTENH

11.2. Bce paOOTHUKHU OpraHU3aIN

11.3. pyKOoBOOUTENN CTPYKTYPHBIX MOAPA3AEICHUM, OpraHu3annii

11.4. paOOTHUKH, OTIPEICIICHHBIC PYKOBOAUTEIIEM

12. PeKBH3UT JOKYMEHTa — JTO:

12.1. ero oTmenbHLIA 3JIEMEHT

12.2. yacTh cimy>keOHOTO MHUChMa

12.3. ¢upmeHHsbIii O1aHK

13. B kakoM ciy4ae npaBwiibHO 0opMJIeH PEeKBU3UT «Ajapecar»?

13.1. JupekTopy mkoisl Ne 26 MarseeBoii Tamape [lerpoBHe

13.2. Jupektopy mkoibl Ne 26 Marseeoii T.I1.

13.3.355000, r. CraBpono:is, np. FOHocTH, 7 upektopy mkoms! Ne 26 r-xe Mateesoit T.11.
13.4.  upexropy CraBpononabsckoid mkosbsl Ne 26 T.I1.MarBeeBoii

TunoBble TeMbI 1JI OATOTOBKH pedepaToB

Hctopust BO3HUKHOBEHUS JEI0NPOU3BOICTBa B Poccuu.

Cucrema TIOKyMEHTAIIMOHHOTO 00ECIIeYeHHsI YIIPaBICHUSI.

HoxymenT. Kitaccudukarus 10KyMeHTOB.

bnanku crporoit oTueTHOCTH. OCOOEHHOCTH XpaHEHHsI OJIAaHKOB CTPOTOi OTUYETHOCTH.
Bupl 6;1aHKOB ¥ TpeOOBaHUS K HUM.

OyHKIHH U 005S3aHHOCTH CEKpeTaps-pedepeHTa.

Kanpossrit monbop nepconarna.

TexHuueckue cpencTBa, o0ecneunBaIue Tpya ohuc-MeHeKepa.

be3onacHOCTh LIEHHBIX HHPOPMAIIMOHHBIX PECYPCOB.

10. OpraHusalnoHHO-IIpaBOBasi KaJpoBasi JOKyMEHTaLU.

11. Druueckue TpeboBaHUS K 0pUC-MEHEKEPY.

12. TpeboBaHUs, TPEAbIBIAEMBbIE K 0(OPMIICHUIO ITHCEM.

13. TlpaBuna peructpanuy BXOIALIEH U UCXOASIIENH KOPPECTIOHAEHIIUH.
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14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.

JIOKYMEHTONOTOKHU: BHYTPEHHHUE U BHEIIHHE.

[TpaBuia yueTta u XpaHeHus TpyA0OBbIX KHIKeK. OdopMmieHne mpruema Ha paboTy.
Pa3HOBHIHOCTH CITY)KEOHBIX TTUCEM.

[TpaBuina Beaenus 3acenanus. [IpoTokon 3acenanusi, BUIbl IPOTOKOJIOB.

XpaHeHHe UCIIOTHEHHBIX IOKYMEHTOB B MOJPa3AeICHUSIX OpraHN3allu U €€ apXHBe.
OdopmieHne pacopsAUTEILHON JOKYMEHTAIUH.

TpeboBanust K 0POPMIICHUIO TUIHBIX JICII.

Pabora ¢ koH(UIeHINATBHBIMHA JJOKYMEHTAMH.

CrpykTypa KaapoBoit HHGOPMAITMOHHO-TOKYMEHTAITMOHHOW CHCTEMBI.

Howmenxknarypa aen. Buasl HomeHnkiatyp. CocraBieHue u 0popMICHHE HOMEHKIIATYPHI JET.
JIOKYMEHTBI 10 TMYHOMY COCTaBY.

OKcnepTu3a HEHHOCTH TIOKYMEHTOB.

DTHKa CEKPETAPCKOro Tpyaa.

JlenoBble U IMYHBIE KaYECTBA CEKpeTapsl.

KoHTpoJib 3a HCIoTHEHNEM TOKYMEHTOB (TEKYIIHH, MPeIypeIuTeIbHbIN, NTOTOBBIN).
Knaccudukanus 1emoBoit JOKyMeHTaIUH.

OO6mre HOpMBI U TIpaBuiia odopMiIeHHs TOKYMEHTOB: Pa3mepbl Oymaru, Hymepamusi CTpaHull, Jar,

COKpAIIIEHHS CJIOB B TEKCTE, HAITMCAHUE YHCEIL.
31. OcobeHHOCTH AENOMPOU3BOICTBA IO OOPAIICHUSIM IPaK/IaH.
32. OcoOeHHOCTH KOH(PHICHIIMATIBHOTO JICJIONPOU3BOICTBA.

3aoanus ons nodeomosku peghepamos 6b10arOMcsL:
onst ODO - Ha nepgoll Hedelle NOCIe HAYANA MPUMECPA, 3aWUMA NPOBOOUMCS HA CEMUHAPCKOM

3arAmuu npu u3y4eHuu coomeemcmey;ou;eﬁ memaul,

onst 3@0/03D0O — na nepgom 3auamuu, 3auwuma npoeoOUMCcs Ha NOCleOHeM (UMo208oM)

3AaHAMUU.

TunoBble 3aJaHUA 1JI IPAKTHYECKON padoThI

Cmooenupytime pewenue k cumyayuoHuvim saoauam, ucnoawvszysa CIIC Koncynomanm I[litoc

(chopmwl Ookymenmos).

3amganue 1
B pomm cnemmanucra KaapoBOM CIYy)KOBI Ha OCHOBAaHMM TapuU(PHO-KBaTU(UKAITMOHHOTO

CIPaBOYHMKA JIOJKHOCTEH CHELMAINCTOB U U3JI0KEHHBIX B HEM TpeOOBaHUH K CHEIIMAINCTaM COCTABbTE,
oopMuTe, MOINUIIUTE U YTBEPIUTE JOHKHOCTHYIO HHCTPYKIIMIO FOPUCKOHCYIIBTA.

1. 3apganue
CocTaBuTh MHCTPYKLMIO Ha OCHOBE 3aKoHOaTesbeTBa PD. OTaenbHy0 Irpynny COCTaBIsAIOT

AOJIDKHOCTHBIC HHCTPYKIIUH, KOTOPBIC TAKKC OBIBAIOT TUIIOBBIMH, OTPACJICBBIMA U UHAWBUAYAJIbHBIMU.

WHCcTpyKIUs AOTKHA UMETh!

- HANMEHOBAHUE OPraHU3allNY;
- HAMMEHOBAaHUE BHJIa IOKYMEHTA;
- aTy;

- HOMED;

- 3aTOJIOBOK K TEKCTY;

- Tpu yTBEPKICHNUS,

- TEeKCT;

- IOJITNCH COCTaBUTENEH;

- mevyaTh (Ipu HEOOXOIUMOCTH);
- BU3BI.

3amanue 2
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Hcnonb3ys nepeuenb pekBU3UTOB JoOKyMeHTOB B ['OCT P 7.0.97-2016, onpenenute, mpaBUIbHO JIA
Ha3BaHbI MIEpEUHCICHHbIE PEKBUZUTHI:

PEKBH3UT MpaBIWJIBHOE Ha3BaHUE

1) I'ep6 Poccuiickoii denepamu

2) TOTOTHUI OpraHU3aALNI

3) Ko opraHu3aIu

4) KoJ1 TOKyMEHTa

5) HaMEeHOBaHKE OpPTaHU3alNH

6) agpec opraHu3aiuu

7) perucTpallMOHHbIN HOMEP JOKYMEHTA

8) mevartp

9) BU3bI COINIaCOBaHMSI TOKyMEHTA

10)  wneHTHPUKATOP  AJICKTPOHHOW  KOMHUHU
JOKYMEHTa

3amanue 3

O3znakoMbTech ¢ DenepanbHbiM 3akoHOM OT 02.05.2006 Ne 59-®3 «O mopsiake paccMOTpeHUs
oOpamienuit rpaxaad Poccuiickoit denepanumy.

BelinonauTe 3agaHus, UCIOIb3Ys YKa3aHHbIM HOPMaTUBHBIN JOKYMEHT.

Ne 1. Bnumire B NpuBeICHHBIE HIKE NPEAJI0KEHHUS TPONYIIIEHHbIE BUIbI 0OpallleHNH rpa)/iaH:

1)Korna rpaxgaHuHy HEOOXOAMMO COJECHCTBHE B pealu3allid ero mnpaB U CcBOOOX, OH
MULIET .

2) 1711 BOCCTaHOBJICHUS MJIM 3alIUTHI CBOMX HAPYIICHHBIX MPaB I'PaXJaHUH JOJDKEH 00paTUTHCS B
COOTBETCTBYIOIIUE OPTAHBI C ..

3)Ecnu rpaxnjaHuH X04eT BbICKa3aTh CBOM PEKOMEHIAIMH 110 YIYULIEHUIO AE€ATEIbHOCTU
rocyapcTBa, TO OH JOJDKEH COCTaBUTh TOKYMEHT, Ha3bIBACMBII

Ne 2. Boumure B IpyUBEICHHBIE HUKE NPEI0KEHNS TPONYIIEHHBIE CIIOBA!

1)MIHpexc oTBeTa Ha 3asgBICHHE TPAXAAHWHA COCTOUT U3 U HOMEpa Jena IIo
HOMEHKJIAType A€ell, B KOTOPOE MOIINBAETCS JaHHAsI IEPEIUCKA.

2)[Ipu moxydeHuu OT rpa)kIaHUHA MOBTOPHOTO OOpAIICHUs B MPABOM BEPXHEM YTy JOKYMEHTa
JIEJIaeTCsl OTMETKA .

3)PaccmarpuBas mOCTYNUBIIME OOpAIIeHUs] TPaXJ1aH, OTBETCTBEHHBIC MCIIOJIHUTENN OOS3aHBI
IIPUHUMATH TOJIBKO pelIeHHus.

4)[TucpmMeHHOe OOpallleHue rpaXkAaHuHa JOJDKHO OBITh PACCMOTPEHO B TEUCHHE CO OHS
€ro perucTpanuy.

5)Ecnu marepuanbl, HEOOXOIUMBIE ATl MPUHATHS PELICHUS U OTBETa aBTOPY OOpalleHus,
paccMaTpUBAIOTCS B CyJe, TO OOMMHA CPOK pacCMOTpPEHHsI OOpallleHHsl MPOAJIEBAETCS HAa BECh MEPHUOJ

3aganue 4

O3nakombTech c¢ IIpukazom MunHuctepcTBa Tpyna U couranbHol 3ammTel PO ot 08.09.2015 .
Ne 6161 «OO6 yTBepxkaenuu IIpaBui BereHUs TIEHCHOHHON TOKYMEHTALUN.

[Ipoananu3upoBaTh  OpraHU3alUI0  CIYXKOBl  JEJIONPOM3BOJACTBA B  TEPPUTOPUATBHBIX
nojpasnenenusx PoHJa MEHCHOHHOTO M COIMAIBHOIO cTpaxoBaHus PD M BBIABUTH €€ OCOOCHHOCTH:
W3Y4YUTh ONMHCAHUE OPTaHU3al[MM U TEXHOJOTMH JOKYMEHTAIIMOHHOTO OOecredeHus YIpaBlIeHHUs, B T.U.
CUCTEMBI 3JIEKTPOHHOTO TIoKyMeHToo0opoTa [TIDPy (CO/] [IOP). AprymeHTHpOBATH OTBET.

IlepeyeHb THMOBBIX KOHTPOJIbHBIX BONPOCOB(CaMOIIOIOTOBKA)

1. Ilepeunciure  OCHOBHBIE  HOPMATHBHO-TIPABOBBIE  JOKYMEHTBI, = KOTOPBIMH  CIIEIYET
PYKOBOJACTBOBATHLCS B 00JIaCTH JIeI0NMPpou3BoicTBa B Poccuiickoit deneparumu.
2. Kakwue emé knaccupukanyy JOKYMEHTOB BbI 3HaeTe?

14



LN h W

11
12

13.

14.
15.
16.

17.
18.

19.
20.
21.

22.
23.
24.

25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.

39.

40.
41.

42.

Kak Brnuser Bu opranuzanuu Ha GopMbl JTOKYMEHTHPOBAHUS U COCTAB JOKYMEHTOB?

B uém 3akirouaercs yHuukanus ynpaBieHIeCKOW TOKyMEHTauu?

Kak xnaccudunupyror MaTepuanbHbie HOCUTEIN JOKYMEHTUPOBaHHON nHpopmanmm?
JlaiiTe moHsiTHE CUCTEMBI JOKYMEHTalNK. OYHKIIMOHAIbHBIE U KOPIIOPATUBHBIE CUCTEMBI.
Yem oTauvaroTcst HHGOPMALIMOHHBIE PECYPCHI OT BCEX OCTalIbHBIX BHIOB PECypCOB?

UYro Takoe HOpMaTUBHO-MeToAMuecKas 6aza JJOY?

Ha kakue rpynmbl JenuTcs KOMIUIEKC JTOKYMEHTOB, PETYJIHPYIOIIUX BOMPOCH BEACHUS
Jenonpou3Bojictea B PO?

. JaiiTe xapakTepuCTUKy OCHOBHBIX (pellepalibHbIX 3aKOHOB, PETIAMEHTHUPYIOLIUX BOIMPOCHI

JOKYMEHTHPOBAaHHON MH(OpMAIUH.

. Anst gero HyxHa ["'ocynapcTBeHHas cucTeMa JOKyMEHTAlMOHHOTO 00ecreueHns yIpaBIeHUs?
.Kakyio ponp wurparoT HMHCTPYKUMH TIO JIEJIONPOM3BOJICTBY B (elepalbHbIX OpraHax

VCIIOJIHUTEJIBHON BJIACTH?

UYro takoe pexkBu3uT nqokyMeHTa? Crpynnupyite pekBuzutbl OP/] B 3aBUCHMOCTH OT MX
L[EJIEBOr0 HA3HAYCHUS U JaiiTe UM KPaTKyl0 XapaKTepUCTHUKY.

Uro takoe popmymsp nokymenrta? Kakue Buabl GopMyssipoB BbIl 3HaeTE?

Kakue 1oKkyMeHTbI OTHOCATCS K OPraHU3allHOHHO-TTPaBOBBIM?

KakoBa ocHOBHast (yHKIHS OpPTraHU3alMOHHO-TIPABOBHIX JOKYMEHTOB B YIIPaBICHYECKOU
NEITEILHOCTH?

Kakue 1oxkyMeHTBI OTHOCSTCS K yUpEAUTEIbHBIM JOKYMEHTaM OpraHU3aluu?

KakumMu HOpPMAaTUBHBIMH JTOKYMEHTAMHU PETJIAMEHTUPYETCS CO3JaHHE  yUpEeIUTENbHBIX
JIOKYMEHTOB?

KakoBbl criocoObl MpUAaHUS IOPUANYECKON CUITbI OPTraHU3AIMOHHO-TIPABOBBIM JOKYMEHTaM?
KaxoB cpok 1eficTBUS OpraHU3allMOHHO-IIPAaBOBBIX JOKYMEHTOB?

Kakue JOKyMEHTBI periaMeHTHPYIOT JESTeNbHOCTh CTPYKTYPHOTO TMOJApAa3JelieHUus H
pabOTHUKOB OpraHu3aIu?

Ha ocHOBe KaKuX HOPMATHUBHBIX JOKYMEHTOB pa3padaThIBacTCsl JOMKHOCTHAS HHCTPYKITHUS?
KakoBo 0cHOBHOE Ha3HAYEHHE PACTIOPSIUTEIbHBIX JOKYMEHTOB?

KakoBo Ha3HaueHHe WH(DOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB B  PacloOpsSIUTEIHHON
NEeITEILHOCTH?

Kakue moxymMeHTHI OTHOCATCS K MH(GOPMAIMOHHO-CIIPABOYHBIM ?

KTo nmeer npaBo cocTaBisATh TOKIaIHbIE 3aIMCKH, CIPABKH, MPEIJIOKEHUSA?

KakoBbI 0cHOBHBIE ITpaBuiia 0(OPMIICHHUS pa3IMYHBIX YKcel, HUppoBoi nHopmaru?

KakxoBbl 0COOCHHOCTH sI3bIKA CITY’KEOHBIX JIOKYMEHTOB?

OxapakTepu3yiTe crieriupruuecKue MprU3HaKh JIEJIOBOTO CTUIIS A3bIKa?

[To xakoii cxeme GOPMYITUPYIOTCS MYHKTHI PACTIOPSAIUTEILHON YacTH TIprKasa?

Kaxkue BunbI cipaBok Bbl 3HaeTe?

C KaKkoil IeNIbI0 PErUCTPUPYIOTCS TOKYMEHTHI?

KakoBa ocHOBHas 11€J1b KOHTPOJISI UCTIOTHEHUS JJOKYMEHTOB?

UTo Takoe TUIIOBOW CPOK MCIIOJHEHUSI JOKYMEHTOB? KTO ero ycranaBiauBaet?

Ha3zoBute ocHOBHBIE HTarbl 00pa00OTKH UCXOAAIIMX U BHYTPEHHUX JOKYMEHTOB.

B 4bto KOMIIETEHIIMIO BXOIUT OpraHu3anus paboTsl C TOKyMEHTaMu Ha pabounx Mectax?

C xakoii uensto hopMupyrorcs aena?

Kakue HopMaTHBHBIE JOKYMEHThI YCTaHABIUBAIOT TPeOOBaHMS K 0(OPMIICHUIO OOI0KKH Jea’?
Kakwue cBeieHus BHIHOCAT Ha 00JI0XKKY JIeJIa TIPU €ro 3aBEICHUH B JAETIONPOU3BOICTBE?

KTo B opranmzanuu ynojJHOMOYEH AaBaTh pa3pelieHHe Ha BblIady U U3BSITHE JTOKYMEHTOB U
nen?

Uto Takoe HOMEHKJIaTypa Jen?

Yro Takoe JOKYMEHTHI MO JUYHOMY COCTaBYy W JIMYHBIE TOKYMEHTHI? B uéMm pasHuia mexuny
TUMU TOHATUSAMU?

Kakue BuIbI U pa3HOBUAHOCTH TOKYMEHTOB OTHOCSTCS K JJOKYMEHTAaM IO TPYIOBBIM
OTHOLLICHUSIM?
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43. Kakue CymiecTBYIOT TEXHOJIOIMUECKUE IETIOYKH MPOLEeyp OPraHU3aliKi U JOKYMEHTUPOBaHUS
npoiiecca npuéMa rpakad Ha padboTy?

44. Kakue MOKYMEHTBI MPEJCTABISAET IPAXIAHUH B KAJAPOBYIO CIYKOY Ui pelIeHHs BOMpOca O
npuéme Ha paboTty?

45. Ha kakux OJaHKax COCTaBJISAIOTCS CIy>KeOHBIE MHChMa?

46. Kakue peKBU3UTHI CUUTAIOTCS 0053aTEIIbHBIMU IS CYKeOHOTo chbMa?

47. Kakue pa3HOBUIHOCTH CIY>KEOHBIX MHCEM HCTIOIB3YIOTCS B PAKTUKE yIIPABICHUS?

48. KakoBa CTpyKTypa MUCbMa-3ampoca, TUChbMa-IpOoChObl, MICbMa-0TBETa, CONPOBOAUTEIBHOTO
nucpma?

3avyer mno auciUIUIMHE «J{OKyMEHTAllMOHHOE OOECIeYeHne YIpaBICHUS» BKIOYaeT B ceOs:
cobecel0BaHUE MPENOAABATEINS CO CTYACHTAMH 110 KOHTPOJBHBIM BOIIPOCAM U3 MEPEYHs U BBIIOJHEHHE
IIPAKTUYECKOI0 3aJaHusl.

[NPUMEP 3AJJAHUA 1JIA 3BAYETA

KoHTpoJibHBIE BONIPOCHI:
1. Kakue BuIBl pacloOpsAUTENbHBIX JOKYMEHTOB W3/al0T PYKOBOAMTENW YUPEKICHUN U

Opranu3anui’?

IIpakTH4Yeckoe 3a1aHue:

Ogopmume u cocmasbme npuxa3z

CocraBpre coBMmecTHBIM mpukaz OO0 «Asmuray u AO «Onutep» 00 HCHOIB30BaHUU
¢bakcumunpHOW ToOANMMCH. B KOHCTaTupylomeWd 4dYacTH yKaxure, 4To (aKCUMHIIE HYXHA s
onepaTuBHOro peunieHust BonpocoB Mexay OO0 «Asnutay u AO «tOnutep». B pacnopsiautensHoi 16
YaCTH YKa)KUTE JOKYMEHTBI, HA KOTOPhIX HE0OX0AUMO UCIIONb30BaTh (hakcumuiie. Bo3noxure KOHTPOIb
3a MCIIOJIHEHHEM ITPHKa3a Ha HauaJbHUKA CIYXObl JOKYMEHTAIlMOHHOTro oOecnieuenus ynpasnenus OO0
«AsnuTa» 1 aAMUHUCTpAaTUBHOrO 1upekTopa AO «fOnutep».

OdopmuTe Bu3bl 03HakoMieHUs HadanbHUKa CJIOY 1 aqmMUHUCTPATUBHOTO JUPEKTOPA.

IlepeueHp THUMOBBIX 3aAaHU A 3adeTa, TpeOOBAaHUS K MpOLENype NMPOBEACHHS U OLIEHUBAHMS
OIpeNeNIAI0TCs (POHIOM OLEHOYHBIX CPEACTB MO AUCHUILINHE (TTYHKT 4.1. OH/a OLIEHOUHBIX CPEJICTB).

Kpurtepun u mkaJa oueHka NpoMeKyTOYHOaTTeCTAlMM(3a4CT):

3a4TEHO — TPaBUIBLHOCTH M YETKOCTh OTBETA; OTCYTCTBHUE OIMNOOK, OTOBOPOK;

— MOJIHOTA OTBETA: 3HAHUE ONPEACIICHUN IOHATHI, OCHOBHBIX IIOJIOKEHUN,
PAacCKpBITHE COJEpPX AHUS BOMPOCA, YCTAHOBJIECHHE BHYTPUIIPEIAMETHBIX U
MEKIIPEIMETHBIX CBS3EH;

— COOCTBEHHBIN aHAJIN3 U OIEHKA M3J1araeéMoro Marepuaia, MpuMephI;

— YETKOCTb, ITOCIEA0BATEIBHOCTh U TPAMOTHOCTD PEUH;

— CaMOCTOSITEIbHOCTh W NPABWJIBHOCTh  BBINIOJHEHUS]  MPAKTAYECKOTO
3agaHus, YBEPEHHOCTb, JIOTUYHOCTD, MOCJIEOBATEIbHOCTh %
APIYMEHTUPOBAHHOCTh M3JIOKEHHUSI CBOETO PEIICHUS, HCIOJb3ys TMOHSATHS]
npodeccuoHaIbHON cephl;

— JIONYCKAIOTCS €IWHWYHBIE HECYIICCTBEHHBIC OIIMOKH, CaMOCTOSITEIHHO
WCIIPABIISIEMBIE CTYAECHTAMM.

HE 3a4TEHO —  HWBJIOKEHHWE OTBETA Ha BOIIPOC HETOIHOE, OECCUCTEMHOE;

— HEyMeHHe JeNaTb 0000IIECHUs, BEIBOIBI IIPH OTBETE HA BOTIPOC;

—  HE BBINIOJIHWJI MPAKTUIECKOE 3aJ]aHKe, WIH PEIIN ¢ TPyObIMH OIIHOKaMH;

—  JIOTMYCKAaIOTCA CYIIECTBEHHBIC OIIMOKH, HEHWCHpPAaBIIEMble JaXe ¢
MOMOLIBIO IIPENOAABATEIA.
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8. YAEBHO-METOJMYECKOE W  WH®OPMAIIMOHHOE  OBECHEYEHHWE
TACIATLITAHBI

8.1. OcHoBHas uTEpaTypa

1. [lyBanosa, H. H. JlokymeHTanmoHHOE oOecrieueHne yrpaBieHHs: YUeOHUK U MPAKTUKYM IS
cpennero npodeccuoHanpHoro oopazoanus / H. H. IllyBamoBa. — 2-e¢ u3a. — MockBsa : M3gaTenbcTBO
FOpaiir, 2021. — 265 c. — (IIpodeccronansnoe odpazosanue). — ISBN 978-5-534-00088-7. — Teker :
anekTpoHHbId // O6pa3oBarenbHas miatdopma FOpaiir [caiiT]. — URL: https://urait.ru/bcode/469832

2. T'pozoBa, O.C. Jlenonpou3BoACTBO: y4ueOHOe mocoOue At CpeaHero MpoQecCHOHaTbHOTO
obpazoBanus / O. C. I'po3oBa. — 2-e uzzi. — Mocksa : 3natenbcTBo Opaiir, 2023. — 131 c.—
(ITpodeccuonansuoe obOpazoBanue). — ISBN 978-5-534-15986-8. — Tekct: 2JIeKTpOHHBIH //
O6pazoBarenbHas matgopma FOpaiit [caiit]. — URL: https://urait.ru/bcode

8.2. lonoiHMTEILHAS JIMTEPATYypa

1. AGynanze, JI.T. JlokyMeHTalMOHHOE OOECIICUCHHE YIPABICHHS IE€PCOHAIOM: YYEOHUK H
NPaKTUKYM JJIsi cpefHero mnpodeccuonanbHoro obpazoBanusi/ 1. I'. AOynamze, U. b. Beimpsokkuna,
B. M. MacnoBa. — 2-e u3a., nepepad. u gomn. — Mocksa : U3marensctBo FOpaiit, 2023. — 370 ¢. —
(ITpodeccronansnoe  oOpasoBanue). — ISBN 978-5-534-15076-6. — Tekcr: 31neKTpoHHBIH //
Oo6pazoBatenbHas wiargopma FOpaiit [caiiT]. — URL: https://urait.ru/bcode/513389

2. JloponuHa, JI. A. JIokyMeHTallMOHHOE OOECIIEYeHHUE YIPABJICHUS: YUYCOHUK U MPAKTHUKYM JUIS
cpennero npodeccuoHanbHoro oopaszoBanus / JI. A. Jloponuna, B. C. UputukoBa. — 2-e u3a., mepepad.
u gon. — Mocksa : UznatensctBo FOpaiit, 2023. — 270 c. — (IIpodeccuonansuoe o6pa3oBanue). —
ISBN 978-5-534-16017-8. — TekcT: snektponnsiii // O6pa3oBarenbHas miatdopma HOpaiit [caift]. —
URL: https://urait.ru/bcode/530252

3. Ky3nenon, M. H. JlokymeHTallmoHHOE OOCCIICUCHHUE YIPaBICHUS TEPCOHAIOM: yYE€OHUK H

NPaKTUKYM JUIs  cpefaHero mpodeccuoHanbHoro obpaszoBanusi/ U. H. KysnenoB. — Mockaa:
MzparensctBo IOpaiit, 2022. — 521 c. — (IIpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-
04451-5. — Texkcr: anexkTpoHHsblii // Obpa3zoBarenbHas miaThopma Opaiit [caiir]. — URL:

https://urait.ru/bcode/497801

Ilepunoanyeckue u3aHus:

1. Bompocsr ynpaeienuss (kypHai). — ExatepunOypr: YpaibCckuil MHCTUTYT yIpaBICHUS —
¢dunmman Poccuiickoil akageMuy HApOJHOTO XO3SIMCTBA WM TOCYIApCTBEHHOHN ciyxObl mipu Ilpe3umente
Poccuiickoit ~ ®enepaunnlSSN:  2304-3369  Jloctynubii  apxuB: 2017-2023Pexxum  ngocryma:
https://www.iprbookshop.ru/87622.html

2. AkTyaipHble TpOOJIEMBI 3KOHOMHUKM M  MeHekMeHTa. — CaparoB: CapaToBcKuit
rOCyJIapCTBEHHbIM TexHUYeCKui yHuBepcuTeT uMeHu FO.A. Iarapuna ISSN: 2312-5535 JocTymHblit
apxuB: 2019-2023Pexxum ngoctyna: https://www.iprbookshop.ru/98831.html

3. AxTyanpHBIC TIPOOJIEMBI POCCUICKOTO TpaBa (KypHai). — Mocksa: M3natenbcTBo: MOCKOBCKHIA
rocyaapcTBeHHbIN topuaudeckuii yHuBepcuter umenu O.E. Kyrapuna (MI'FOA). ISSN: 1994-1471
Hocrynneiid apxus: 2020-2023. —Pexum goctyna: https://www.iprbookshop.ru/63202.html

8.3. [IporpammHoOe oOecnieyeHue
Microsoft Windows uimu Aunexc 360
Microsoft Office Professional Plus 2019
Koncynprant-Ilntoc

Google Chrome nnu Snnexc.bpaysep

8.4. ba3pl 1aHHbIX (MpodeccuoHaIbHbIE 0a3bl JAHHbIX), HHPOPMALMOHHO-CIIPABOYHbIE U
NMOMCKOBbIe cucTeMbl, UHTepHeT-pecypcehl
— «MHBecTUIIMOHHBIN TpoekT» —https://kudainvestiruem.ru/
— «CTparernyeckoe ynpaBlIeHHE U TIIaHupoBaHue» —http://stplan.ru/
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— 1C: bubnmoteka- https://www.sksi.ru/environment/eor/library/

— «MHBecTuIMOHHBIN poekT» —https://kudainvestiruem.ru/

— «Crparerunueckoe ynpasjeHHE U IUIaHUpOBaHUE» —http://stplan.ru/

— CnpaBouHo-nipaBoBas cuctema «Koncynprantlmocy — http://www.consultant.ru/
— Ludposoii obpazoBarenbublil pecypc IPR SMART - https://www.iprbookshop.ru/
— OopazoBarenbHas matdopma FOpaiit - https://urait.ru/

— DOnekrponHas Oubnmoreka «Bce yueOHuKN» - http://www.vse-ychebniki.ru/

— Ilouckoas cucrema Yandex - https://www.yandex.ru

— DoH/I MEHCHOHHOTO U COITMAILHOTO cTpaxoBanus PO - https://es.pfrf.ru/

9. MATEPUAJIBHO-TEXHUYECKOE OBECIHHEYEHHUE JJUCIHUIIJIMHBbI

Jiia peanu3anuu JUCIUTUTHHBI TPeOYyeTCs cleAyrollee MaTeprallbHO-TEXHUIEeCKOe 00ecTieueHue:

—IUTsl TIPOBENICHUS JICKIMI - ayAUTOPHs, YKOMIUIEKTOBAHHAS CICIHUATU3UPOBAHHON MeOenbio U
TEXHUYECKUMH CPEJICTBAMU O00yUYeHUs: ydeOHas MeOelb, SKpaH, IPOCKTOP, KOMIIBIOTED;

—JUTsl IPOBENICHUSI CEMHUHAPOB - ayJUTOPHS, YKOMIUIEKTOBaHHASI CIECIHATU3UPOBAHHON MeOCIbIO U
TEXHUYECKUMH CPEJICTBAMU O00yUYeHUs: ydeOHas MeOelb, SKpaH, TPOCKTOP, KOMIIBIOTED;

—JUTsI CAMOCTOSITEIbHON PabOTHI - OMOIMOTEKa, YUTATBHBIN 32l C BBIXOJIOM B CeTh MIHTEpHET;

—IUI TIPOBEJCHHS TEKYIIErO0 KOHTPOJII M TPOMEXKYTOYHOH aTTeCcTallil - ayAuTOpHS,
YKOMILIEKTOBAaHHAS CHEINAIN3UPOBAHHON MeOeTBIO: ayIuTopus, YKOMILJIEKTOBaHHAS
CHEIUATU3UPOBAHHON MEOCNIbI0 W TEXHUYECKMMHU CpEACTBAaMU OO0y4deHus: ydeOHas MmeOenb, JKpaH,
MPOEKTOP, KOMIBIOTED.

10. OCOBEHHOCTH OCBOEHMUSA JUCHUIIJIMHBI IMOAMU C O'PAHUYEHHBIMH
BO3MOXHOCTSIMHU 31OPOBbSI

OOyuarommmMcesi ¢ OrpaHUYEHHBIMH BO3MOXKHOCTSIMH 30POBBSI IPEAOCTABISIOTCS CIIELUAIbHbIC
y4eOHUKH, y4eOHbIE MOCOOMS M JUIAKTHYECKHE MaTepHajbl, CIECHUATbHBIC TEXHHYECKHE CPENICTBA
0o0y4eHHMs KOJUIGKTMBHOTO U WHIMBHIYaJIbHOTO IIOJIb30BAHMs, YCIYT'M AacCUCTeHTa (ThIOTOpA),
OKa3bIBAIONIETO  OOy4aromMMcs  HEOOXOOMMYIO  TEXHMYECKYI0 TIOMOIIb, a TaKkKe  YCIyrd
CYPJIOTIEPEBOAUYMKOB U TU(IIOCYPIOTIEPEBOTUNKOB.

OcBoeHHE MUCHMIUIMHBI OOYYAIONIMMHUCS C OTPAaHMYCHHBIMH BO3MOXKHOCTSIMH 3JI0OPOBBSI |
WHBINJAMUA MOXET ObITh OPraHU30BaHO COBMECTHO C JPYTUMH OOYYaIOLIMMHUCSA, a TAKXKE B OTIEIbHBIX
rpymnmax.

OcBoeHHre JUCHUIUIUHBI OOYYalOMIMMHUCS C OrPAaHWYECHHBIMH BO3MOXKHOCTSIMH 37I0POBbS U
MHBAJIMJIAMH OCYIIECTBIISIETCS C YYETOM OCOOCHHOCTEH IMCUXO(PHU3UYECKOTO PAa3BUTHSI, HHANBUAYAIbHBIX
BO3MOKHOCTEH U COCTOSIHUS 30POBBSI.

B  memsx OCTYTHOCTH  TIONydeHHS CPEAHEro  NpodecCHOHATBHOrO  00pa3oBaHHA  II0
00pa3oBaTeNbHON HpPOTrpaMMe JIMIAMH C OTPAHWYCHHBIMHA BO3MOXKHOCTSIMH 3/I0pOBBSI IPH OCBOCHUU
JAMCIUIIIMHBI 00eCIeYNBACTCS:

1) st UL ¢ OrpaHUYEHHBIMHE BO3MOKHOCTSIMU 3/10POBBSI 110 3pEHUIO:

— MIPUCYTCTBHE THIOTOPA, OKA3bIBAIOIINI CTYJCHTY HEOOXOIMMYIO TEXHUYECKYIO ITOMOIIb C YUETOM
WH/IMBUYAIIbHBIX OCOOEHHOCTEH (ToMoraer 3aHATh paboyee MECTO, IMEpPeIBUTaThCs, NMPOUYUTATH U
0(hopMHTH 3a/1aHKE, B TOM YHCIIE, 3aIMCHIBAs IO/ IUKTOBKY),

— MUCbMEHHBIE 33JaHus, a TaKKe HHCTPYKUHUU O TOPSJIKE HUX BBIIOIHEHUS OQOPMIISIOTCS
YBEIIMUYCHHBIM MIPUPTOM,

— clielUalibHble y4eOHUKHU, YUeOHbIC TTOCOOUS M JUIAKTUYECKHE MaTepHalibl (MMEIOIUe KPYITHbIH
mpudT WK ayanodaiiie),

— UH/IMBUIyaJIbHOE paBHOMEpHOE ocBellieHne He MeHee 300 mrokce,

— TP HEOOXOAWMOCTH CTYJACHTY IJISi BBIMOJIHEHHS 3aJaHHUS IPEIOCTABISCTCS YBEINYMBAIOIICE
YCTPOWCTBO;

2) U1 AT ¢ OrPaHNYEHHBIMHA BO3MOKHOCTSIMU 370POBBS TI0 CIYXY:
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— IPUCYTCTBHE ACCUCTEHTAa, OKA3bIBAIOIIUN CTYIACHTY HEOOXOAMMYIO TEXHHYECKYIO IMOMOIIb C
Y4€TOM MHJMBHUIYaJbHBIX OCOOCHHOCTEH (IIOMOraeT 3aHsATh pabouee MECTO, MepeaBUTaThCs, IPOUUTAThH
1 oOpMUTH 3a/I1aHKE, B TOM YHCIIE, 3aMICHIBAs IOl AUKTOBKY),

— o0ecrnieurBaeTcs HAIMYUE 3BYKOYCHJIMBAIOIIEH armaparypbl KOJJICKTUBHOTO MOJIb30BaHUS, MPU
HEO0X0AMMOCTH 00ydaroUIeMycsi IPEOCTaBIISETCS 3BYKOYCHIIMBAIONIas anmnapaTypa MHIUBUAYaTIbHOTO
MI0JIb30BAHUS;

— obecnieunBaeTcsl HaIICKALUMH 3BYKOBBIMHU CPEJICTBAMH BOCIIPOU3BEACHUS HH(OPMALIUK;

3) ans AMI ¢ OrPAaHUYEHHBIMU BO3MOXKHOCTSIMU 370pPOBbS, HMMEIOUIUX HapYIICHUS OMOPHO-
JIBUTATEJIBHOIO anmnapara:

— MUCbMEHHBIE 3aJ]JaHUs BBIMOJHIIOTCS Ha KOMIBIOTEPE CO CHEIUAIM3UPOBAHHBIM MPOTPAMMHBIM
o0ecrieueHrneM I HaJUKTOBBIBAIOTCS THIOTOPY;

— 10 KETIAaHUIO CTYACHTA 3a/IaHUsI MOTYT BBITIOJTHATHCS B YCTHOU (hopme.

[Iporpamma coctaBieHa B cootBercTBUM ¢ TpeboBanusimu ®I'OC mo cmeuumansHoctu CIIO 40.02.01 IlpaBo u
OpTaHu3alys COLHAIBHOT0 o0ecredeHus (6a30Basi MOArOTOBKaA).
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Jlonmo/IHEHHs H H3MEHEHHUs! K padoyeil nporpaMMe JHCUHILTHHbI
«/lokyMeHTAHOHHOE oDecneyeHHe YIIPABJIeHUS»
Cneunaabnocth 40.02.011IpaBo 1 opraumsamus counaibHoro obecnevenus Ha 2024-2025
AP W E P S
y4. roj PO

B paGouyto nporpamMMy BHOCATCS CIIEAYIOMINE H3IMCHEHUS!
1)OcnoBHas JHTEpaTYpa
1. Jopounna, JI. A. JIokyMeHTAaLHOHHOE obecreyeHne ynpaBjieHns : y4eOHUK H MPAKTHKYM

ans cpeanero npodeccuonanbHoro odpasosanus / JI. A. Jlopornna, B. C. Vputnkosa. — 2-¢
W3, nepepa6. um gom. — Mocksa : H3sgatensctso [Opaiit, 2023. — 2710 & —
(Tpodeccronansoe obpasosanne). — ISBN 978-5-534-16017-8. — Texer : 31CKTPOHHBIN //
OGpasosatenbHas miatdopma lOpaiit [caiit]. — URL: https://urait.ru/bcode/530252

2. Kysnenos, M. H. JlokymeHTallMOHHOE 00€CreUeHUE YIPABICHHA NEPCOHATIOM: yueOHHUK
W NPaKTHKYM U1 cpeauero npodeccnonanbHoro obpasosanus / M. H. Kysnenos. — Mocksa:
WUsnatenserso FOpaiit, 2022. — 521 ¢. — (IIpodreccnonansroe obpasosanue). — ISBN 978-5-
534-04451-5. — Teket: anekTponHbIit // OGpasosarenbHas miardopma Opaiit [caiiT]. — URL:
https://urait.ru/bcode/497801

8.2. lonoHuTeILHAA JHTEpATypa

1. A6ynanse, 1. I'. JlokymeHTaUHOHHOE OOecreyeHHe ynpaBJieH s IEPCOHANoM: yueOHHUK
M TPAaKTHKYM I8 cpeaHero  npodeccuonanbHoro  obpasosanus /  [1. I'. ADynanse,
U. b. Bempsxkuna, B. M. Macnosa. — 2-e n3a., nepepab. u non. — Mocksa : H3natenseTo
FOpaiit, 2023. — 370 c. — (Tlpodeccnonansroe obpazopanue). — ISBN 978-5-534-15076-6.
—  Tekcr: snektpousblit // O6pasoBatensHas miardopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/513389

2.bant, B. C. JlokymeHTaunonHoe obecricyeHue ynpasiaenus. KOpuanueckas TCXHHKA

yuyeBGHOe rocobue ans cpeanero npodeccHoHanbHoro odpasosanus / B. C. bsaar. — 3-e usa.,
nerp. u aomn. — Mocksa : UsparensctBo FOpaiir, 2023. — 89 ¢. — (Ilpodpeccuonainbroe
obpasoBanue). — ISBN 978-5-534-16132-8. — Tekct : 3nekTpoHHbli // OOpasoBaresbHas

nnargopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/530509

[lepuoanyeckue H31aHUA:
|. InternationallJournalofAdvancedStudies (MexayHapoaAHbIH KypHa/ MEePCrneKTHBHBIX
ucese10Banmil) . — Pesknm noctyna: http://www.iprbookshop.ru/71537.html
2. TpuknaaHble FIKOHOMUYECKHE HCCIe10BaHus. — Peskum nocryna:
http://www.iprbookshop.ru/74836.htm]
3. dUHAHCOBbIE HCCIE0BaHMs. — Pesknm goctyna: hitp://www.iprbookshop.ru/62033 html

8.3. [IporpammHoe o0ecneyeHune
. [laket nporpamm MicrosoftOffice(anuen3nonHoe)
. Microsoft Windows (1HLIeH3UOHHOE)
. 7zip(cBOOOAHO PacpOCTPaHIEMOE,0TEHECTBEHHOE)
. AHTHBHPYC (J1ULEH3UOHHOE, OTEYECTBCHHOR)
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8.4. Basbl JaHHBIX (npodeccHOHANbHBIE 0a3bl IaHHBLIX), HH(POPMAUHOHHO-
CIPABOYHbIE H NOHCKOBBIE cHeTeMbl, MHTEpHET-pecypebl
|. basa nauubix «KopropaTuBHbIH MeHemKkMeHT. biubanoreka ynpasiedns» www.ctin.ru
2. Basa nannbix «CTpaTernyeckoe yrnpasJieHue i mianuposanue», http://stplan.ru//
3. baza naHHbIXOUHAHCOBOTO COCTOSIHMA npearpusTus, http://afdanalyse.ru/
4.Basa nanHbIX «VHBECTHLIMOHHbIH NpoeKkT», https://kudainvestiruem.ru/
5. CripaBouHo-npaBoBas cuctema «KoncynbranT [Larocy, http://www.consultant.ru/
6. CnipaBoYHO-1IPaBOBas cHCTEMA «3aKOHOAATEIbCTBO
Poccumyhttp:/pravo.gov.ru/proxy/ips/?start_search&fattrib=1

PaGouas nporpaMma NepecMOTPEHa 1 PEeKOMCHI0BaHa Ha 3aceaHHH Kadeaphl IKOHOMHKH 1
MEHEKMeHTa 0T « [ g» masi 2024 r npotokon Ne 9
3aB. Kadeapoi E.B. Kameesa

PaGouas nporpavma nepecMoypena i on00peHa Ha 3acelaHin Y4eOHO-METOAMUCCKOH
KOMHCCHH 9KOHOMUYECKOTO (paxymnbrera oT «I 7» mas 2024 r.npotokos Ne 9
[Tpeacenarens YMK JHB Cuerupesa

COI'JIACOBAHO: |
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3aB. BbIMyCKaroLIeH Ka(ﬁeu;lpoyl YaCTHOMNPABOBBIX AUCLHTIIHH / 1.B. [Terposa
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