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1. ACHIOPT PABOYEM ITPOI'PAMMbBI YUYEFHOU JUCIUILINHBI

ﬂoxymenmauuomtoe obecneueHnue ynpaeéjileHusn

1.1. O6sn1acTh NpUMeHEHUs] POrPaMMbI

PabGouast mnporpamma y4eOHOW AUCIUIUIMHBI SIBISETCS YacTbl0 OCHOBHOM
npodeccruonansHoi 00pa3zoBaTeabHON mporpaMMbl B cooTBeTcTBHH ¢ PI'OC 110
cnenranbHocT 39.02.01 ConmansHas padoTa.
1.2. MecTo AUCHUIUIMHBI B CTPYKType OCHOBHOI mpogeccHoHAILHOIM

o0pa3oBaTeIbHON MPOrPaAMMBI:

JlucuumiHa BXOJUT B UK oO1enpodeccruonanbHbIX qucuurind — kox OI1.05

1.3. Hean u 3a7a4u JTUCHMILUIMHBI - TPeOOBAHMS K pPe3yJibTaTaM OCBOCHUS
TUCHUIIIHHBI:
[ear  w3ydyeHWss AUCHUIUIMHBI —  (GOPMHpPOBAHHWE Y  CTYJEHTOB

o0menpopecCuOHaNbHBIX U NPOPECCHOHATIBHBIX KOMIIETEHIIMM B  00JacTH
JIOKYMEHTOBECHUS U JIETONPOU3BOJCTBA ISl YCIIEUTHOTO UCIIOJHEHUS TPYIOBBIX
(GyHKUMA B COOTBETCTBUU C TPEeOOBAaHUSAMH MPOPECCUOHAIBHBIX CTAHIAPTOB
JEATEIbHOCTH CHELHAIMCTOB COLManbHOU cepbl u obecnieueHus 3(pPexKTuBHON
NEeATEIbHOCTH OPraHU3aluil COLIMAIBHOTO 00CITY>KMBaHUSI.

3agauu Kypcea:

1. O3HaKOMHUTH CTYAEHTOB C COBPEMEHHOM HAy4YHOM TPAKTOBKOW OCHOBHBIX
TEPMUHOB U TMOHSATHH JOKYMEHTOBEIEHUS, JOKYMEHTAIIMOHHOTO OOecredeHus
COIIMAJILHOM PaOOTHI.

2. Hcnosb3ysi COBPEMEHHYIO 3aKOHOAATEJIBHYI0O M HOPMATHUBHO-METOJINYECKYIO
0a3y mo BompocaM JOKYMEHTAallMOHHOTO OOECHEeYeHHs, HAyYUThb CTYyJIEHTOB
COCTaBIATh M O(OPMIIATH OQUIMANIBHBIE JOKYMEHTbI, NMPUMEHSATh MpaBuUia |
METOJMKY OpraHu3aluu paboThl KaK C TPAJAULMOHHBIMU JOKYMEHTaMH, Tak U C
JOKYMEHTaMH, CO3JaHHbIMU C IMOMOUIbI0 HOBEWIIMX TEXHOJIOTUH, paboTaTh ¢
0a3zaMu JaHHBIX U UTHBIMH HUHPOPMALIMOHHBIMHU CUCTEMaMHU.

3. CdopmupoBaTh y CTYIEHTOB II€pBUYHbIE HABbIKW B MPUMEHEHHUH
WHHOBALlMOHHBIX TEXHOJIOTMM OpraHu3aluyd JIOKYMEHTOOOO0pOTa YUYpPEKICHUS
COLIMAJIBHOTO OOCIIy’KMBaHHUS, BKJIIOYAs JJIEKTPOHHBIM JOKYMEHTOOOOPOT H
BBINIOJIHEHUU TpeOOBaHUM, MpaBUIl XpaHEHUs U 00paboTku uHPOpPMAIUU O
MOJIy4aTeNaX COIMAIbHBIX YCIYyr € Y4YeTOM TpeOOBaHUN 3aKOHOJATENbCTBA
Poccniickonn @exeparuu O 3alMTE IEPCOHAIBHBIX JAHHBIX IIOJy4yaTelen
COLIMAJIBHBIX YCIYT.

B pe3ynbTaTe ycrnemHoro OCBOCHUs TUCUUIIIIMHBI CTYACHTBI JOJIKHBL:

3HATh:

- OCHOBBI JJOKyMEHTOBEICHHS.

- OCHOBBI JOKYMEHTAIIMOHHOTO OOECHEeYEHHUsI JEATENbHOCTH YUPEKICHHUS
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COLIMAJILHOTO 00CTYKUBaHUS

- 3aKOHOJATENBCTBO M HOPMATHUBHBIE MPaBOBbIe akThl Poccuiickoit denepanuu B
00JIaCTH TOKYMEHTAIIMOHHOTO 00€CIeUeHus yIpaBICHHUS

- Ctangaptsl ¥ npasuiia 0OpMIICHUS JTOKYMEHTOB, JI€OBBIX OyMar, 3arpocoB, B
TOM YHCJIE B AJICKTPOHHOM BHUJIE, IPABUII UX XPAHEHUS.

- CoBpeMeHHble TpeOOBaHUS K IUIAHUPOBAHUIO, OTYETHOCTH M KAauyeCTBY
NPENOCTaBICHUSI JOKYMEHTAIlMH, BEJCHHE KOTOPOM OTHOCHUTCS K KpYyry
MOJTHOMOYHH CIICIIHATIUCTA TI0 COIMAIBHOM padoTe.

- Opranmzamuio cbopa, 00pabOTKM U XpaHEeHHUA HHPOpPMAINH, BKIIOYAs
HOpPMATHBHBIC TpPEOOBaHWS K 3alllUTe TMEPCOHATBHBIX JAHHBIX TpaKIaH,
OOpaTUBIIUXCS 32 TIOJYYCHUEM COITMATBLHBIX YCIIYT U COIUATBHOU MOAICPKKOH.

- Opranu3anuio JOKyMEHTO000pOTa B YUPEKIECHUH COLIMAIBHOTO 00CITY>KUBaHMUS.

- Bugel m 00beM JOKyMEHTAIIMU YUPEKACHHS COIMAIBHOTO OOCITY)XKUBAaHUS H
CIIOCOOBI €€ BEJICHUS.

- DTUYECKHWE OCHOBBI JIEJIOBOTO OOIIEHUS, MEPENUCKU, PabOThl C OOpalleHUsIMU
rpaxkaaH.

yMeTh:

- PazpabarbiBaTh JOKaJbHBIE HOPMATUBHBIE AKTHl YUYPEXKICHUS COIMAIBLHOTO
oOcCTy>KMBaHUs, HEOOXOIUMBIE JJisi 00€CTIeueHNsI OCHOBHOM JIeATETLHOCTH.

- Bectu nmokyMeHTanui B COOTBETCTBUM C TPeOOBAHUSIMH JICHCTBYIOIIETO
3akononxarenscTBa PO 1 HOpMaThBHBIE paBoOBbI€ akThl Poccuiickon denepanuu B
o0JacTH  JOKYMEHTAIITMOHHOTO  OOECIEYCHHUS  YOPABICHHS  YUPESKICHHUS
COI[MAJILHOTO OOCITY>KUBaHUS.

- OcymecTBiusaTh  TMEPBHYHYIO  TMPOBEPKY W aHAIU3  JIOKYMEHTOB,
CBUIETEIBCTBYIOIIMX O MpOOJIeMax TpakIaH, OOpAaTHUBIIHUXCS 3a IMOJyYCHHUEM
CONMANTBHBIX YCayT. OQopMIISITH TOKYMEHTHI, HEOOXOIUMBIE JJISI OCYIICCTBICHUS
COIIMAJIBHOTO OOCITY>KHBaHUS TPAXK/IaH.

- Bectu ydyer rpaxnaH, HaXOASIIMXCA Ha COIMAIBHOM OOCIYy)XHBAaHUU B
YUPEXKIACHUU  COIMATIBHOTO  OOCHYXMBAaHUSA W  BHOCHUTh  HEOOXOIUMYIO
uH(OPMAITUI0O B COOTBETCTBYIOIIUME Oa3bl JaHHBIX W WHbIE WHGOPMAIIMOHHbBIE
CUCTEMBI.

- Brnagerb COBpeMEHHBIMU TEXHOJOTUSIMH PabOThl ¢ uHPOpManuend Oazamu
JAHHBIX W WUHBIMU WHOOpMaIMoHHBIMU cuctemamu (mporpammbl Word, Excel,
UH(OPMAITMOHHO-TTOMCKOBBIE CUCTEMBI U

np.).

- T'oToBuTh WMH(pOPMAIMOHHO-aHAIUTUYCCKAE MaTepUalibl, CTaThH, CIPABKUA O
NEATEILHOCTH OpPTaHU3AIMKM COIMAIBHOTO OOCITY)KMBaHUSA, B TOM YHCIC IS
MEYaTHBIX M DJIEKTPOHHBIX CPEJICTB MAacCOBOW MH(OpMaIUH.

- 3aKJIfo4aTh JIOTOBOPBI O MPEIOCTABICHUU COIMAIBHBIX YCIYT, MO peau3aliu
WHIUBUTyaJIbHBIX IPOTPAMM MPEAOCTABICHUS COIUATBHBIX YCIYT.

- CocTaBisaTh  CHyXeOHbIE JIOKYMEHTH aHAJIUTUYECKOTO, JEJIOBOTO |
CIIPaBOYHOMH(OPMAIIMIOHHOTO XapaKkTepa v padoTaTh C HUMHU.

- Bectu ciyeOHy0 IepenucKy B COOTBETCTBUU C JACHCTBYIOIIMMU TPEOOBaHUSIMHU
B Hnemsx ooOecrnedeHuss 3(PPEKTUBHOIO MEKBEIOMCTBEHHOTO B3aMMOJCHCTBHS B
MPOIIECCE PeaM3aIlii COMMAIIBHOTO 00CITy)KUBAHUS.



- CocraBnsaTh 3ampochl HEOOXOIUMBIX CBEACHMM, WHGOpMAlMU B OpraHax
roCy1apCTBEHHOM BJIACTH, OpraHax MECTHOTO CaMOYIpaBJICHUS U  Jp.
OpraHu3alygax B LEJAX MPEOIOJCHUS TPYAHON KU3HEHHON CUTYAIluU TPa’kJIaHUH
U IPpOUITIAKTUKH €€ YXYIIICHHUS.

- OOecneunBaTh BBITIOJHEHHWE TPeOOBaHUN 3aKOHOMATENbCTBA Poccuiickoit
denepanyiu Mo 3aIUTE NEPCOHAIBHBIX JAHHBIX MOJIy4YaTeJIel yCIyr YUpeKICHUs
COITMAJILHOTO 0OCITY)KUBaHUS UMETh HAaBBIKU:

- ITlpumeHeHHs COBPEMEHHBIX HWH(POPMAIMOHHBIX TEXHOJOTHW, B TOM YHCIIE
WH()OPMAITMOHHO TEJICKOMMYHHUKAIIMOHHYIO CeTh WHTepHET misa pa3paboTKu
TEKYIIHUX U MEePCIEKTUBHBIX MJIAHOB Pa0OTHI OpraHU3allUH.

- Benenuss JOKyMeHTalluu, CIOy>KEOHOM TEPENUCKM B COOTBETCTBUU C
YCTAaHOBJICHHBIMA TPEOOBAHUSIMU 3aKOHOJATENLCTBA M JAPYrHe HOPMATUBHBIC
npaBoBbIe akThel Poccuiickoit denepanyu.

- BeneHue »1meKTpOHHOrO JOKYMEHTOOOOpOTa W paboThl ¢ 0a3aMu JaHHBIX H
WHBIMU

UH(OPMAITMOHHBIMUA CUCTEMAaMH.

- COopa, xpaHeHust u 006paboTku MHGOPMAIIMH O TIOTyYaTEIAX COIUATBHBIX YCIIyT
Cc yueroM TpeboBaHMI 3akoHOAaTelbcTBa Poccuiickoit denepaiuu Mo 3amuTe
MEPCOHAIBHBIX IAHHBIX MOJTyYaTeJIeH COUAIbHBIX YCIIYT.

- Benmenuss u JOKyMEHTAJIbHOTO O(OPMIICHHUS JIMYHOTO TpUEeMa TPaK/IaH,
coOroieHus PodheCCUOHAIBHO-ITUYECKUX TPEOOBAHUIA.

- Odopmnenuss AEATEILHOCTH IO MPEJOCTABICHUIO COIMUAIBHBIX  YCIYyT
MOJy4yaTeIsiM COIMAIbHBIX YCIyT (IOTOBOPOB W aKTOB O MPEAOCTaBICHUU
COIIMATILHBIX YCIYT, pealu3allid WHAUBUIYAJTbHBIX MNpOrpamMM MpPea0CTaBICHUS
COIIMATIBHBIX YCIYT U JIp.).

- [loaroToBKU U mpeacCTaBiICHUS JOKYMEHTAIMU MO MJIaHUPOBAHUIO U OTYETHOCTH
JEATEIIbHOCTH CHEUAINCTa, OPraHU3alNH.

- OdopmieHusi JOKYMEHTOB, JEJIOBBIX Oymar, 3ampocoB, B TOM 4YHCJIE B
AJIEKTPOHHOM BHJI€, COXPAaHEHUS HUX B COOTBETCTBUU C YCTAaHOBJIEHHBIMU
TpeOOBaHUSIMHU.

B pesynbraTe M3ydeHUs IUCIHMILIMHBI OOYYAIOIIUICS JODKEH 00J1a1aTh
00IIMMHM KOMIIETEHIIUSIMH, BKIIOYAIOIIUMH B c€0s CIIOCOOHOCTD:

OK O01. Beibupatre cmocoObl pemieHus 3amad  1podecCHOHaTBLHOM
NESATeTLHOCTH MPUMEHUTETFHO K Pa3IMYHBIM KOHTEKCTAM;

OK 02. Hcnonp3oBaTh COBPEMEHHBIE CpEJCTBA MOWCKA, aHAIW3a U
WHTEpIpeTauu HHPOPMAINH, U HHPOPMAIIMOHHBIC TEXHOJIOTHUH JIJIS1 BHITTOJTHCHHSI
3a/1a4 MpoheCCUOHAIBHOM JIeSITEIbHOCTH;

OK 03. IlnanupoBaTh U peann3oBbIBaTh COOCTBEHHOE NMPOPECCUOHAIBHOE U
JMYHOCTHOE pa3BUTHE, MPEANPUHUMATEITECKYIO NEeATEIBLHOCTD B
npodeccuoHabHOU cdepe, UCTIOb30BaTh 3HAHUS 10 (PUHAHCOBOW TPAMOTHOCTH B
Pa3IMYHBIX KU3HCHHBIX CUTYaIUsX;

OK 04. DddexTuBHO B3auMOJeHCTBOBaTh U pabOTaTh B KOJJIGKTUBE U
KOMAaH/Ie;



OK 05. OcymecTBiasiTh YCTHYI0O M NHCBMEHHYIO KOMMYHHMKALMIO Ha
rocyJlapcTBeHHOM si3bike Poccuiickoit deaepanuu ¢ y4eToM OCOOEHHOCTEH
COIIMAJIBHOTO U KYJIbTYPHOTO KOHTEKCTA;

OK 06. [IposBnsATh IPaXXJaHCKO-TTATPUOTUYECKYIO MO3UIIHIO,
JEMOHCTPUPOBAaTh  OCO3HAHHOE TMOBEACHUE Ha OCHOBE  TPAJUIIMOHHBIX
OOIIEYEIOBEYECKUX I[EHHOCTE, B TOM YHCIE€ C Y4YE€TOM TapMOHU3AINH
MEKHALIMOHAIBHBIX M MEKPEIUTHO3HBIX OTHOIICHUM, MPUMEHSTh CTaHAAPThI
AHTUKOPPYHIIMOHHOTO MTOBE/ICHHUS;

OK 07. CopnelcTBOBaTbh  COXPAHEHHIO  OKPYXKAaOIIEd  Cpesbl,
pecypcocOepexeHnto, MPUMEHITh 3HaHUS 00 W3MEHEHUHW KIMMaTa, TPHHIIUIIBI
OCpe)ITMBOTO MPOM3BOACTBA, A((DEKTUBHO JEHCTBOBATH B YPE3BBIYAMHBIX
CUTYyalusX;

OK 08. Mcnons3oBath cpeAcTBa (HU3MUECKON KYJIbTYpPbI ISl COXPAHEHHS U
YKpEIUICHUsI 3J0pOBbSl B MpoIlecce MPOPECCHOHAIBHON NIeATEIbHOCTH U
noiJIep>KaHusi HEOOXOIMMOTO YPOBHS (PU3NYECKON TTOATOTOBICHHOCTH;

OK 09. [TIlonb3oBaTbcsi mpodeccHOHATBLHOM — JOKyMEHTalued  Ha
rocyJJapCTBEHHOM Y HHOCTPAHHOM SI3bIKaX..

ITpodeccuoHANBHBIMEA KOMIIETCHUMAMM:

I[IK 1.1. BeisBaste npoOiembl JUI[ TOXKUIOTO BO3pacTa, WHBAIHUJIOB,
pa3IMYHBIX KATEropuil ceMeil u jieter (B TOM 4YuCie JeTel-UHBAIUIOB), TPaXIaH,
HaXOJSIIMXCS B TPYAHOM >KM3HEHHOW CHUTyallud W/ WIA B COIMAJIBLHO OMAacHOM
MOJIOXKEHUH, OOYCJIOBIMBAIOIIME HYXIAEMOCTh B COLMAIBHOM OOCITYKHMBaHUH,
OMPENENATh MX TMOTEHLIHUAT B MPEOAOJCHUH OOCTOSITENLCTB, YXYIIIAIOMINX WU
CIIOCOOHBIX YXYAIIUTh YCJIOBUS UX )KU3HEIESITEIHHOCTH.

[IK 1.2. Onpenensite mOCIEA0BATEIBHOCTD JIEUCTBUI 110 MPEIOCTABICHUIO
COLUMAIIBHBIX YCIyr JIMIAM TOXHUJIOTO BO3pacTa, WHBAIUAAM, pPa3JIUYHBIM
KaTeropusiM cemMel u jeredt (B TOM 4YHCIE JeTAM-WHBAIWIAM), TpakKIaHam,
HAXOJSAIUMCA B TPYIHOM >KU3HEHHOW CUTYyallUd W/WIA B COIMAIBLHO OMAacHOM
MOJIOKEHUH.

IIK 1.3. IIpenoctaBisiTh KOMIUIEKC COILMAIBHBIX YCIYT B COOTBETCTBHUH C
WHJVMBUAYAJIIBHOW MPOrPaMMON MPEIOCTABICHUS COLMAIBHBIX YCIYr JIHIAM
MOKUJIOTO BO3pacTa ¥ MHBAJIMIAM, PAa3JIMYHBIM KaTErOPUsAM CEMEN U JieTei (B TOM
yucie AETAM-WHBaIWAAaM), Tpa)KJaHaM, HAXOISALIUMCS B TPYIHOW >KU3HEHHOU
CUTyalldd W/WIKX B COIMAJIBLHO OMNACHOM IOJIOKCHUHU, NPUMEHSS pPa3IudHbIC
METO/IbI U TEXHOJOTUH COLIMAIBLHOMN paOOThI.

I[IK 1.4. OcymecTBiasiTb COUMATBHOE COMPOBOXKIACHUE JHUIl TOMKHUIOTO
BO3pacTa, UHBAINUJIOB, PA3JIMYHBIX KATEropuil ceMeil u aeTei (B TOM YHclie IeTeu-
WHBAJIUJIOB), TPaXIaH, HAXOSAUIUXCS B TPYJAHOM >KU3HEHHOW CUTyallUW W/WIN B
COIIMAJTILHO OITACHOM IMOJIOKEHUHU.

I[IK 1.5. IlpoBoguth MepompusaTusi MO NPOYHUIAKTHKE BO3HUKHOBEHUS
OOCTOSITENBCTB,  YXYAIIAIOMIUX  WIH  CIOCOOHBIX  YXYAIIUTh  YCJIOBHS
KU3HEJEATEIBHOCTH JIUI MOKUJIOIO BO3PACTa, MHBAIHUIOB, PA3IMYHBIX KaTEropui
ceMeil u nered (B TOM 4YHCIe AETEH-UHBAIMIOB), TPpaKaaH, HaXOJIAIIUXCS B
TPYJIHOM >KU3HEHHOMN CUTYallUX W/UITU B COIIMAIIBHO OMTACHOM TOJIOKEHUMU.



I[IK 1.6. Ob6ecneunBath BeACHUE JOKYMCHTAlMM B  IPOIECCE
MPENOCTABIEHNS COLUMAIBHBIX YCIYr JIMIAM [OXWJIOTO BO3pacTa, HHBAJIUIAM,
pa3IMYHBIM KaTEropusiM ceMe u Jered (B TOM dYHcCIe AeTSIM-WHBAIUAIAM),
rpakaaHaM, HaXOSIIMMCSL B TPYIHON KU3HEHHOW CUTYyalluu W/WJIM B COIIMAIBHO
OMAaCHOM ITOJIOKEHHH.

[IK 1.7. ITpoBOAUTE MEPOMPUATHS N0 KOHCYJIBTUPOBAHUIO JIUI] TOKHUIIOTO
BO3pacTa M WHBAJIUJOB, PA3JIMYHBIX KaTeropui ceme W nerei (B TOM YuUCIeE
JeTeN-UHBAJIUAOB), TPa)JaH, HAXOIAIIMXCS B TPYAHOM >KMU3HEHHON CHUTyalud
W/WIA B COLMAIBHO OINACHOM TIOJNOKEHWU B 00JIacTH pa3BUTUS LU(POBOH
TPAMOTHOCTH.

IIK 2.1. qunarnoctuposats TXKC y nun u3 rpynm pucka.

[IK 2.2. KoopaunupoBath padoty no npeodpasoBanuto TKC y nun u3
TPYII PUCKA.

[IK 2.3. OcyiecTBasaTh NaTpOHAT JIMIl U3 TPYIIN PUCKa (COMPOBOXKICHUE,
OTIEKYHCTBO, IMONIEYUTENIHCTBO, TATPOHAK).

IIK 2.4. Co3naBath HEOOXOAUMBIE YCIIOBHS ISl adanTalldd U COLMAIBHOM
peabWIUTaIMK JTUI] U3 TPYII PUCKA.

[IK 2.5. TlpoBoauth mpoduiiakTUKy BO3HUKHOBeHU HOBBIX T)KC y muir u3
TPYIII pUCKA.

1.4. Komm4ecTBO 4aCOB HA OCBOCHHE MPOIrPAMMBI M CIUIIHHbI:

MaKcUMallbHas ydeOHas Harpy3ka ooydaromerocs 116 yacoB, B TOM UucIe:
oOs3aTeNnbHas ayuTOpHas yueOHast Harpy3ka ooyuaromerocst 108 wvacos;
caMocTosiTeNbHas paboTa oOyyaromierocs _4 _ yaca.

2. CTPYKTYPA U COJIEP’KAHUE YYEBHOM JUCIHUITIJIAHBI

2.1. O0bem yueOHOM AUCHMINIMHBI U BHAbI Y4e0HO padoThI

Bua yueOHoit padoThl Oobvem uacos

O0bemM yueOHOH HATPY3KH 116
CymmapHas yyeOHasi HATpy3Ka 108

B TOM YHCJIE:

TEOPETUYECKOE 00yUCHHE 72
PAKTUYECKUE 3aHITHUS 36
VHMBHUIYAJIBHBIN POCKT -
CamocrosiTeibHast pad0oTa 00y4aroImerocst 4
KouncyabTanumu 4

HNroroBasi arrecranus ¢ popme ougghepenyuposannozo 3auema




2.2. TemaTuueckuii miaH u cojepxkanue yaueoHou nucuurinael OI1. 05 OcHOBBI TOKYMEHTOBEICHUSI U IEJIONTPOU3BO/ICTBA B

COLIMAJIbHOM paboTe

HaumeHoBaHue pa3iesioB u Conep:xanue y4eOHOro MaTepuasia, NpakKTHYeCKHe O0bem yacoB | YpoBeH
TeM paboThl, caMOCTOsITeIbHAS padoTa 00yYaloIINXCs b
BBenenue
3HadeHue n [ToHsITHE TEPMUHOB «IOKYMEHT», <JIOKYMEHTOBEICHHE, 2 1
coJiepKaHue «JIOKyMEHTAIIMOHHOE Oo0ecrieueHne ynpasieHus». Mctopus pa3Butus
mucuuIniel J10Y Hay4dHbIX IIpencrasiaeHnii o J1OY. Cospemennoe cocrosiaue JI0OY.
Paszpen 1
JlokyMeHTHpOBaHHE YIIPABJICHYECKOM 1eATeJTbHOCTH

Tema 1.1 [TonsiTHE O JOKYMEHTaX, CIoco0ax TOKYMEHTUPOBAHUS, HOCUTEIISAX 2 2
['ocynapcTBeHHas cuctema uHbopMaru 1 QPyHKIMSIX JOKyMeHTa. EnuHbie TpeOoBaHUsA

JTOKYMEHTAI[HOHHOTO K JIOKyMEHTHPOBAHHIO YIIPABICHUYECKOU MEATEITHHOCTH.

obecrieueHus ynpaBiaeHUs CamocmosimenvHas paboma 06y4awuxcs— COCTaBIICHUE 4

CANTLINAYRURUTAR TAXIAIATITA
Tema 1.2 CocTtaB ympaBieHYECKUX JOKyMeHTOB. [loHsitue cucrem 2
CucremMbl TOKyMEHTAIIUU nokyMeHTanuu. OyHKIIMOHATBFHBIC U OTPACIIEBBIE CUCTEMBI
JIOKYMEHTAIlUH.

Tema 1.3 [Ipu3Haky U CTPYKTypa JOKyMEHTa. Y HupUKaus u 2 2
YHudukanus u CTaHJAPTU3ALUs JOKYMEHTOB. Y HU(UIIMPOBAHHEIC

CTaHIapTH3AIUS CHCTEMBI IOKYMEHTAIIHH.

Tema 1.4 Hopwmbl u npaBuia opopmiieHus: JOKyMeHTOB. biaHku. 4 2
3aKperuieHne OCHOBHBIX lIpakmuueckas paboma Ne 1 ]JIokyMEHTHpOBaHUE YMIPABICHUYECKON

TIOHSITHI B yIPaBICHYECKOM nestenbHocTH.bianku  mokymentoB.  KoHcTpyupoBanue — GriaHka 4

ACATCIIPHOCTHU
ACJIOIIPONU3BOACTBA.

MHUChMA.
OdopmiieHre peKBU3UTOB JOKYMEHTOB.




Pa3znen 2

Cucrema OpFaHI/I3a]_lI/IOHHO-paCHOpH)II/ITeJIbHOﬁ AOKYMEHTAaIlUN

Tema 2.1 VYHuduurpoBaHHas cucTeMa OpraHU3allMOHHO-
VYuudunupoBanHas cucrema  |pacnopsautenbHoi fokymenTaruu. [[OCTer na OPJI.
OpraHU3alOHHO- TpeboBanue k odopmienuto fokymenta Knaccudukarus OP/I.
NACTTONIITUTETEHOUTTOKVMEHTATT

Tema 2.2 Opranu3aOHHO-IIPABOBBIE IOKYMEHTBI: YCTaB, MOJOKEHUE,
Oprasnu3anmoHHO- JIOTOBOP YYPEAUTEIIEH, ITPaBUIJIa BHYTPEHHETO TPYAOBOTO

IIPaBOBLIC TOKYMCHTDI

pacropsJika, MoJI0KEHUE 00 yUpEXIEHUH, TTOJIOKEHUE O

CTPYKTYPHOM MOJIpa3AesICeHUH, JOKHOCTHAS MHCTPYKLHUSA,

pernamenT. [Ipennasnauenue, TpeOoBaHUs K OQPOPMIICHUIO

TOKyMEHTA.

Ipaxmuuecxkas _paboma Ne2  CocraBneHue u  odOpMICHUE
OpraHU3alMOHHON JJOKYMEHTAlluu

Tema 2.3
PacriopsiautensHbie TOKYMEHTBI

PacnopsiaurenbHble  JTOKYMEHTHI: MOCTAaHOBJICHUS, IPUKA3BI,
pacniopsbkeHus1, ykazaHus, pemieHus. [IpeqHaznauenue, TpeOOBaHUS K
odopmIIeHHIO AOKyMeHTa. [Ipakmuueckas paboma Ne 3CocTaBieHue
1 ohopMIICHUE PACTIOPSAUTEIBLHON JOKYMEHTALIUU
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Tema 2.4 CrnpaBo4HO- HHPOPMAITMOHHBIC JOKYMEHTHI: aKT, TOKJIa HAs
CnpaBo4HO- (cmyxeOHast) 3anucka; 00ObsICHUTEIbHAS 3alIUCKA; PEJICTABIICHHE,
WH(OPMAITMOHHBIC MIPOTOKOJI, 3asIBJICHUE, CIIY)KE€OHOE MUChMO, CTIPABKa, TeJlerpaMmMa.
JTOJIKYMEHTBI Tenexkc, ¢pakcorpamma, TenedhoHOrpaMMa, JIEKTPOHHOE COOOIICHHUE.

CBoJika, OT3bIB, 3aKJIIOUCHHE, TIEPEUYCHb JOKYMEHTOB, CITUCOK.

[Ipennaznauenue, TpeboBaHus K 0(OPMIICHHIO TOKYMEHTA.

IIpakmuueckas paboma Ne4  CocraBieHue u oQpopMiieHUE
CIIPaBOYHO-UH(OPMAIIMOHHON JJOKYMEHTAIU!
Paznen 3
JlokyMeHTOBeIeHHEe B COIMAJILHOM padoTe

Tema 3.1 ®denepanbHbIi 3akoH 0T 28.12. 2013 Ned42 «O06 ocHOBax
3aKkoHOAATEILHOE U COITMAJILHOTO 00CTY)KUBaHUA rpaxkaad B PDy», HopMaTUBHO-TIpaBOBBIC
HOPMaTHBHO- aKThI COIMAJIBHOTO OOCTYKMBaHMS HaceleHus. ['ocynapcTBeHHbIE
METOJNYECKOE PEryJIMPOBAHUE |CTAaHIAPTHI B 00JACTH COIMAILHOTO O0CTYKMBAaHUS HACCIICHUS.
JIOKYMEHTAIIMOHHOTO OO6mue TpeOoBaHUS K JOKYMEHTAIIMK YUPESKIACHUN COITUATBHOTO

oOecrieueHus yrpaBJICHUS B

o0OCTTy>KUBaHUS: YCTaB, MOJOKEHUE 00 YUPEKICHUH, TIPABHUIIA

Tema 3.2

Cucrembl TOKyMEHTaIlUU
OpraHU3aIHH

COLIMAJIBHOTO 00CITY>KMBaHUS

JIOKYMEHTHI 110 TIJIAaHUPOBAHUIO JEITEILHOCTH CIICMAINCTA,
OpraHU3aIMU: TOJOBOM, MECSIUYHBINA, HEJCIIbHBIN TIAHBI.
TpeboBanus k iaHUpoBaHUO. OTYETHAS JOKYMEHTAIUS
CIICIIMANIMCTA, OPTaHU3aLMU: OTYET 3a TOJl, MECSII, HEAEIO, IO
OT/ICJIbHBIM HAMpPaBJICHUAM ACSITEILHOCTH. JlOKyMeHTalus 1o
paboTe C pa3IMYHBIMU KaTETOPUSMU IpakaaH, TOKYMEHTAIUS
10 MEKBEJOMCTBEHHOMY B3aUMOJICHCTBUIO U JIp
lIpaxmuueckas paboma NeSohopmieHue MIaHOBON U OTYETHOM
JOKYMEHTAIUU

CamocmosamenvHas paboma 00yuarOwuxcs
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Tema 3.3

Opranu3aiust paboTHI C
MUChMEHHBIMU
oOpalIieHUsIMU TPaXaaH.
DTHUYECKHE OCHOBBI JIEJIOBOTO
OOILIEHUS U IEPENUCKU

OcoOeHHOCTH BeZeHHs 1€TO0MPOU3BOICTBA MO 0OpaIleHUsIM
rpaxaaH. PaccMoTpeHne nucbkMeHHOro ooparnienus. TpeGoBaHus
K MMCbMEHHOMY oOpatieHuto. Hanpasnenue u perucrpamus
nuckMeHHOro obpaimienus. O0s3aTebHOCTh MPUHATHUS
oOpallleHHs K pacCMOTpeHUI0. PaccMoTpenue oopalieHusl.
OtBet Ha obparmienue. [lopsaok paccMOTpeHHsT OTAETBHBIX
oOparnienuii. Cpoku pacCMOTPEHMSI MUCbMEHHOTO OOpallleHHUs.
KoHTpoiib 3a cobnogeHremM nopsijika pacCMOTPEHUS
oOpamienuii. [lonoxkenue 06 opranuzanuu paboThI 1O
PaccMOTPEHUIO OOpaleHU rpakaaH. AHOHUMHBIE
IIpakxmuueckasa paboma Ne60OdbopMiaeHre TOKVMEHTOB C

Tema 3.4

Opranuzanus paboThI €
JIOKYMEHTaMH,

COJIEp KaIllMMU MIEPCOHAIIbHbBIC
JTAHHBIE TPaXK]IaH.
OOGecnieueHne 3amMThI
MEePCOHAIBHBIX JaHHBIX
MOJIy4YaTesied COUAIbHBIX

YCIyT

CocTaB nmepcOHaNBHBIX TAaHHBIX TPAXIaH B PaMKaxX
®enepanbHOro 3akona ot 28.12.2013 r. Ne 442-03 «O06 ocHOBax
OpraHu3aliy COUATBHOTO OOCITYKUBaHUS rpaxkiad B PDy.
[Tommyuenune nepcoHaANBHBIX JAHHBIX OT CYObEKTa MEePCOHATBHBIX
naHHbIX. [luceMeHHOe coriacue cyobekTa Ha 00pabOTKy ero
nepCcoOHANbHBIX JaHHBIX. [lepenaya mepcoHambHBIX TaHHBIX
cyonekToB. [lopsiok 00paboTKM MEePCOHANBHBIX JaHHBIX B
opranuzaimu. O6paboTka MepcoOHaNTbHBIX TaHHBIX 0€3
UCIIOJIb30BaHUs CPEJCTB aBTOMaTu3auuu. JlocTym Kk
NEePCOHAJIbHBIM JIaHHBIM. XpaHEHUE, apXUBUPOBAHUE U
00e31MYMBaHKE TTE€PCOHANBHBIX TAHHBIX. Y HUUTOXKEHHE

Pa3zngen 6

Opranuszanusi padoTsl ¢ JOKYyMEHTanel

Tema 6.1

Caiyx0a
JTOKyMEHTAI[HIOHHOTO
oOecrnieueHus ynpaBiIeHUsI.

Crpykrypa u pyukiuu ciryx6 JJ0Y. HopmatuBHO-MEeTOIUYECKHE
nokymeHThI 110 JIOY 1 apXuBHOMY XpaHEHUIO JOKYMEHTOB.
TpeboBanus u npaBuia I'CJIOY no opranusanuu paboThI ¢
JTOKYMEHTaMHU.

[TpaBuia oopMiIeHHS 3aMKCEH B TMYHBIX KAPTOUKAX, TUIHBIX JIENIAX,

TPYAOBBIX KHMIKKAX.
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Tema 6.2 CoctaB 1 yuer o0bemMa JOKyMEHTO000pOTa NPEANPUATAN U 2
Howmenknarypa nen opranuzanuii. Opranuszanusi paboThl C TOKYMEHTAIUEH,
OopraHuszanuu ITOCTYTAOIIEH B yUpPEXKACHHMs, HAa TpeanpuAaTus. Kontponsb
UCIIOJIHEHUS JOKyMeHTOB. CrcremMaTi3anus JOKYMEHTOB U X 2
XpaHEHHE.
IIpakmuuecxas pabomaNe7 CocraBnenue u opopMacHIE 4
HOMEHKJIATYpHhI JIe]l OpraHu3alluu.
TTon ceznsnnnese v nzncecs snce/S nann oo AMNO "Ny nverman nvyyvyy x3% vovexrasovyymaonS o om
lughdpepenyuposannuiii 3auem 2
Bcero: 108
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3. YCJIOBHUA PEAIMBALIMU ITPOI'PAMMBI AUCHUIIVINHBI
3.1. Mamepuanvho-mexnuueckoe obecneuenue

Peanuzanus nporpaMMbl AUCIUIUIMHBI OCYIIECTBISIETCS B yueOHOM KaOuHeTe
Ne 2.2.3 Kabunet MenemxmenTa, JJOKyMEHTallMOHHOTO OOECIIEYEHUs yIIPaBIICHHUS .

O6opynoBanue yueOHOro kabuHeTa U paboYnuX MECT:
Komnsiorep, MylbTUME 1A POSKTOP, UHTEPAKTUBHAS JIOCKa, OOydYaromiue
MeANaAPECYPCHI.

JIeMOHCTpallMOHHBII Y4eOHbI MaTepua (TaOIHLbl, CIIOBAPH, U JIp.)

3.2. Hugpopmayuonnoe odecneuenue od0yuenus

OcHogHble UCMOYHUKU

1. ObC 3nanuym:I'naguii, E. B. JlokymeHTalmoHHOE oOecriedeHre ynpaBiaeHus : ydeOHoe
nocobue / E.B. I'maguit. — Mocksa : PUOP : UHOPA-M, 2022. — 249 ¢. — (Cpennee
npodeccronansHoe odpasosanue). — DOI: https://doi.org/10.12737/14202. - ISBN 978-5-
369-01042-6. - Tekct : AIEKTPOHHBII. - URL:
https://znanium.com/catalog/product/1065817— Pexxum mocTyIa: o MOAMUCKE.

beikoBa, T. A. JlokyMeHTallMOHHOE OOecreueHue YIpaBieHus (IeIONPOU3BOJICTBO) :
yuebHoe nocooue / T.A. boikoBa, T.B. Ky3nenona, JI.B. Cankuna ; nox obm. pen. T.B.
Ky3nenoBoit. — 2-e¢ u3f., nepepad. u gon. — Mocksa : UHOPA-M, 2022. — 304 c. +
Hon. matepuainbl [DnexkTpoHHbI pecypc]. — (Cpennee npodeccuoHalibHOE 00pa30BaHUE).
- ISBN 978-5-16-013913-5. - Tekct : AIIEKTPOHHBIH. - URL:
https://znanium.com/catalog/product/1141796— Pexxum mocTyma: 1o moarucKe.

HononnumenvHnas iumepamypa:

1.bacakos M.U. , 3ambiukoBa O.M. JlenonpousBonactBo: yueOHUK- u3ganue 11-e.-Poctos
H/]1: ®enukc, 2012

2. Jlenkeuu JI.A. Jlemonpoun3BocTBO: yueOHUK- 3-¢ u3a.nepepad.- M:Axanemus, 2009

3. JlomaTHuKOBa E.A. Jlenonpou3BoICTBO O6pa3ipl JIOKYMEHTOB Cc
KOMMEHTapusMu. 5-¢ u3j., crepeotunnnoe M: OMEI'A JI- 2008.

4. Pympinnna  JI.A.JlokyMeHTallmoHHOE  OOCCTIEUYCHHE  YIpaBiCHHUS: y4eOHUK IS
CTyI.yupexeHui cpen.mpod.odpazoBanus- 6-¢ uz., crep. M: Axagemus, 2008.

5 T'OCT P 6.30- 2003 «YHubuupoBaHHbIE CUCTEMbI TOKYMEHTAIUU. Y HU(DUIIUPOBAHHAS
CUCTEMa  OPTaHHW3AIMOHHO-PACTIOPSIUTEILHON  JOKyMEHTanuu.  [peboBaHus K
0(OPMIIEHUIO TOKYMEHTOB

6 TOCTP UCO 15489-1-2007« Cuctema ctaHAapToB Mo uHGOpMaIHK, OMOITUOTEUHOMY U
U3JIaTeILCKOMY JIelTy.  YTpaBiieHue JokyMeHTamu. OOmiue TpeOoBaHUs»

7 TOCTP51141-98« Jlenonpon3BoACTBO U apXUBHOE J1e710. TepMUHBI U OIPEICTICHUS »

8 M.B.CtentokoB  (IIpakTnueckoe mnocoOue MO JTOKYMEHTAllMOHHOMY 00€CIeUEHHUIO
NEeATETLHOCTH TIPEATIPUSTHSL. )

Humepuempecypcowi:
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https://znanium.com/catalog/product/1065817
https://znanium.com/catalog/product/1141796

1. CoumanpHas pabota [DnekTpoHHbIH pecype]. — Pexxum noctyna: http://soc-work.ru

2. CCOIIuP [DOnexTpoHHBIN pecypc]: CO3 COLHAIBHBIX IEIaroroB M COLUAIbHBIX
paboTHHKOB. — Pexxum moctyna: http://ssopir.ru

3. ObC 3nannym,EDOU.RU

4. KOHTPOJIb 1 OIEHKA PE3YJIBTATOB OCBOEHUA JUCIIUITJIMHBI

KoHTpoIb M oOLEHKa pe3yslbTaTOB OCBOEHUS JUCLUIUIMHBI  OCYIIECTBIIIETCS
IIPENOAABATENIEM B IIPOLIECCE IPOBEACHUs MPAKTUYECKUX 3aHIATUH, TECTUPOBAHHUS, a
TaKKe BBITIOJHEHUSI 00yYaroIUMUCS BHEAYAUTOPHONU CaMOCTOATEIbHOM pabOTHI.

Pe3yabTaThl 00y4eHus DopMbI M METOIbI KOHTPOJISI M
_LD.“RﬂP““LIP VYMEeHUd. VCROAHHEIS NeRVIETATOR ﬂﬁVqPH“ﬂ
YmMenus
o(hopMIIATH JOKYMEHTALIUIO B AHann3 1 oIleHKa NSUCTBUI
C HOPMAaTUBHOM 0a30M, B T.d. Xo0Je COCTaBJICHUS u
MH(}OpPMAMOHHBIE TEXHOJIOTUN YIPaBJICHIECKON AOKYMCHTAlMNA

ga [IK
OCBaMBaTh TEXHOJIOTUU HaOmronenune 3a qeficTBUSIMU
aBTOMATH3UPOBAHHONM 00paOOTKH OILICHKA UX YPOBHS OCBOCHHUS
JIOKyMEHTALMH aBTOMATH3UPOBAHHON 00pa0OTKHU

, JOKYMEHTAIMH B X0OJI€
BBLIITOJIHEHUS TPAKTHYESCKUX PAdOT

HCTOIL30BaTh YHU(DUIINPOBAHHEIC AHanu3 1 oIleHKa pe3ybTaToOB
TOKVMEHTOR COIMTUAIIKRHEIX (‘]TV')Kﬁ (‘ﬂMO(‘TOﬂTGHBHOﬁ ﬂ?lﬁ()TFJ
OCYIIECTBJISITh XPAHEHHUE U TIOMCK AHanu3 U o1eHKa JeCcTBUI
ITOKVMEHTOR XOoe BRIMTIOMTHEHUI TTNAKTUUYCCKUX nnﬁm*
HCIIOJIB30BaTh TEJICKOMMYHHKAIIMOHHEIC |McITonp30BaHNe TOKaILHOM CETH
TEXHOJIOTUU B DJIIEKTPOHHOM TEXHOJIOTUH TUCTAHIIMOHHOTO O0OYVUECHUS
JIOKyMEHTOO0O0POTE MOJICJTMPOBAHUY YCIIOBUI
SJIEKTPOHHOTO JIOKYMEHT0000pOoTa
3Hanusg
TIOHSTHE, LIEJIH, 3aJa41 U TPUHIIUIIBI Ol1eHKa YCTHBIX OTBETOB B X0J1€
IEeTOTNOURROICTRA NabOTEL
KJIacCU(MUKAIINIO JOKVYMEHTOB: Y CTHBIA 0IPOC. TECTUPOBAHUE
TpeOOBaHUA K COCTABJIEHUIO U - OLICHKAa COOTBETCTBUSA O0(DOPMICHUS
0(OPMIIEHHIO JOKYMEHTOB COLMAbLHOM |PEKBU3UTOB ToKyMeHTOB 'OCT 6.30-
paGoTHI 2003; -aHau3 U OIE€HKA BELIITOJIHEHHUS
PAKTHYECKUX PA0OT B COOTBETCTBUU C
OpTaHU3AIMIO0 JOKYMEHTO000pOTA: - aHaJIU3 U OLICHKA Pe3yJIbTaTOB
00PabOTKY., PETHCTPAITHIO, KOHTPOJIb, pabOTEI B COOTBETCTBUH C
XpaHEHHUE JOKYMEHTOB, HOMEHKIATypy |KPHUTCPUAMHM OICHKH; . .
nen - aHaJW3 YCHEIIHOCTH JCHCTBUI
00yJaroIIMXcs B X0JI€ POJICBOM AEI0BOM
WT'DBI;
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