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YCJIOBUS PEAJIM3ALIMU YUYEBHOUN JUCIATIIVHEI

KOHTPOJIb Y OLIEHKA PE3VJIbTATOB OCBOEHUS YUEEHOU JUCIIUTIIVHBI



1. OBIIASI XAPAKTEPUCTUKA PABOYEN TPOT'PAMMBI YYEBHOM JUCITATLIAHBI

OI1.04 loxyMeHTALIMOHHOE O0ecledeHue yIpaBIeHUs

1.1. MecTO TUCHMILIMHBI B CTPYKTYpe OCHOBHOM 00pa3oBaTe/ibHOM NMPOrpaMMbl:
VYyeOnas nucuuruinHa «JlokyMeHTalmoHHOe oOecrieyeHre YMIpaBICHUS» SBISETCS 00s3aTeNbHOM
4acThi0 00IIEnpoeCcCHOHATBPHOIO LHKIAa OCHOBHOW 00pa3oBaTeIbHOM MPOrpaMMbl B COOTBETCTBHU C

®I'OC CIIO mno cnermuanpHOocTH. Oco00€ 3HAYCHHUE JAUCIUIUIMHA UMEET NpU (POPMUPOBAHUU U PA3BUTHH
K 1.1, I1K.1.3, OK 01, OK 02, OK 03, OK 04, OK 05, OK 09.

1.2. leab ¥ IuIaHMpyeMble Pe3yJbTAThl OCBOEHUS TUCHMIIUHBI:

B pamkax nporpamMmbl yueOHON AUCIUTLIMHBI 00yYaIONUMUCS OCBAUBAIOTCS YMEHUS
Y 3HaHUs

Kon IIK,
OK YMennst 3uanus
TIK.1.1 0OpPMIIATH JOKYMEHTAIIHIO B TOHATHE, LY, 3a0a491 U TIPUHIIUIIBI
IIK.1.3 COOTBETCTBHH C HOPMATHBHOH 0a30ii, B JIeTOTPOH3BO/ICTRA;
OK 01 T.4. MCTOMB3Ys MHOPMAIHOHHEIE OCHOBHBIC TTOHATHS JOKYMEHTAITMOHHOTO
OK 02 TCXHOJIOTHH, o0ecIIeUeHUs yIPABICHUS;
HUDUITUPOBATH CUCTEMBI
OK 03 yHuump CUCTEMEI JIOKYMEHTAI[HOHHOTO
OKYMCHTAIVH;
OK 04 JOKY T, o0ecrieyeHusl ynpasIeHuUs; KIacCU(PUKALHIO
OCYIIECTBISATh ~ XpaHEHHWEe W TOUCK
OK 05 yi p JIOKyMEHTOB;
OKYMEHTOB;
OK 09 JOKY ’ TpeGoBaHMs K COCTABJIEHHIO U
JIP 13 OCYIIECTBIISITh ABTOMATH3AIUIO
0 OPMIICHUIO JOKYMEHTOB;
JIP 14 00pabOTKH TOKyMEHTOB,
OpraHMU3aIMIO0 JOKYMEHTO000pOTa: IPUEM,
HCIIOJIb30BaTh TEJICKOMMYHHUKAI[IOHHBIC
JIP 15 00paboTKa, perucTpaius, KOHTPOJIb,
TEXHOJIOTHH B 3JICKTPOHHOM
XpaHEHUE JOKYMEHTOB, HOMEHKIIATypa JIe
JIOKYMEHTO000POTE




2. CTPYKTYPA Y COJAEP)KAHUE YUEBHOM JUCIIUILINHBI

2.1. O0beM yueOHOI JMCHMIIJIMHBI M BUABI Y4e0HOH padoThl

Buna yueOHoii padoThI O0bem B yacax

O0bem o0pa3oBaTeIbHOM NPOrpaMMbl y4eOHOM U CUMIIINHBI 80

B T.4. B JopMe NpaKTHYECKOH MOATOTOBKH -

BT. 4.:

TEOPETHYECKOE 00yUueHUe 4
IPAKTUYECKHUE 3aHSITUS 5)
CamocmosmenvHas paboma 70

IIpome:xyTOUHASI aTTECTALUSA 1




2.2. TemaTnyeckuii IJIaH U coAepKaHUe y4eOHOMH TUCHUTITIHHBI

Konap1
KOMIIETCHIUH H
O0bem, akaja. 4/ B TOM JHHOCTHBIX
HaumenoBanue Copep:xanue yueOHOro MaTepuaJia u GopMbl OPraHu3aluu AesiTeJbLHOCTH yucie B popme pesyaLTaros,
pa3aeioB U TeM odyuyaroumuxcst NPaKTHYeCKOoi (opmuposanmio
HOArOTOBKH, aKa/. 4 KOTOpBIX
crnocoo0cTByeT
3J1eMeHT
NPOrpaMMbl
1 2 3 4
Pa3nen 1. Opranusanusi JOKYMeHT0000pOTa Ha NPeANPHUATHH
Tema 1.1. Conep:xanue y4eOHOro MaTepuaJia 1
JoxymeHT u 3HayYEHHE U CONEPIKAHMUE TUCIUILTUHBI «JI0KyMEHTAMOHHOE 00ECTIEYEHUE YITPABIICHHS. HK.1.1, TIK. 1.3,
CucTeMa [ToHsTHE TEPMUHOB «JOKYMEHT», «I0OKYMEHTHPOBAHHEY, «TOKYMEHTAI[HOHHOE OK 01, OK 02,
AOKyMEHTAINH oOecrieyeHue ynpasieHUs». Y HUQUKALUS U CTaHAAPTU3AIMH YIIPABICHYECKHX OK 03, OK 04,
nokyMeHTOB. OCHOBHBIC MOHATHS JCIONPOU3BoACTBa. Kiaccudukariys TOKyMEHTOB 1 OK 05, OK 09,
oprannzanuu. @yHKIUN JOKyMEHTOB. [loHATHE U cOCTaB PEKBU3UTOB JOKyMeHTa. CXeMBbl JIP 13, JIP 14,
pacroioxkeHus: pekBU3UTOB. [IoHsTHE 1 BUABI GJIAHKOB JOKYMEHTOB. JIP 15
HopmatusHO-TipaBoBoe obOecriedeHne JeIonporu3BO/ICTBRA.
Tema 1.2. Copaepxanne yueOHOr0 MaTepHuaJia 1 TK.1.1, TIK.1.3,
Opranusanus [lonsiTHe ¥ MPUHIMITEI OPraHU3aIUK JOKyMeHT000opoTa. CocTaB u y4eT o0beMa OK 01. OK 02
JIOKYMEHT0000POTa | 10KyMEHTO06OPOTA MpeNpuATHii. Opranusaius paboThl ¢ BXOAIIEH, HCXOAIIeH 1 ’ ’
Ha NpEANPUATHN BHYTpEHHEH JokyMeHTalred. KOHTposb UCIoHeHUs TOKyMEeHTOB. Pabora ¢ OK 03, OK 04,
BHYTPEHHUMH JOKyMEHTaMu. ba3bl TaHHBIX JUIsl XpaHEHUs] TOKYMEHTOB. 1 OK 05, OK 09,
3aKO0HOAATEIHHBIE aKTHl 1 HOPMAaTHBHO-METOJMYECKHE JOKYMEHTHI II0 ApXUBHOMY JIP 13, JIP 14,
XpaHeHUI0 T0KyMeHTOB. PaboTa ¢ 3anpocamu. PaboTa ¢ 31eKTpOHHBIMU JOKYMEHTAMHU. JIP 15
Pa3jaen 2. Buabl 10KyMeHTOB U MOPSIA0K PadoThI ¢ HUMH
Tema 2.1. Copaeprxxanue yueOHOr0 MaTepHuaJia 4 IK.1.1, IIK.1.3,
Opranu3anmoHHO- OpraHu3aIioHHbIE TOKYMEHTHI — YCTaB, YIPEIUTEIBHEIE TOTOBOD, ITOJI0XKEHHUE. OK 01, OK 02,
pacnopsiguTenbHble | PacmopsauTenbHbie JOKYMEHTHI — IPUKa3, PAcIOpsHKeHNe, YKa3aHHe, TOCTaHOBJICHHE, 1 OK 03, OK 04,
JOKYMEHTBI pelieHre, HHCTPYKIs, TpoTokos. CripaBOYHO-MH(POPMALIMOHHBIE TOKYMEHTBI: OK 05, OK 09,

ciTykeOHas 3armrcka, OOBSICHUTEbLHAS 3aIMCKa, aKT, CIIpaBKa, CIIy>KeOHbIC MIChMa

JIP 13, JIP 14, JIP




B ToM yuc/Ie MpaKTHYECKUX 3aHATHI 3 15
[Ipaktuueckoe 3ansitue Ne 1. CoctaBneHue u opopMIIeHHE PaCIIOPSKEHUS
[Ipaxtrueckoe 3ansatue Ne 2. CoctaBieHue B 0hOpMIICHUE ACTOBBIX ITHCEM 3
[IpaxTiaeckoe 3anstre Ne 3. Odhopmienne cripaBoK, JOKIaIHOW 1 CITy:)KeOHON 3aIICKH,
aKTa.

Tema 2.2. Coaeprxanue yuedOHOro MaTepuasia 3

Kanposas JloKyMeHTHpOBaHHE TPYAOBBIX MpaBooTHOMEHHH. CocTaB 1 0COOEHHOCTH O(pOPMITEHUS MK.1.1. TK.1.3

AOKYMEHTALHUs JIOKYMEHTOB TI0 JINYHOMY cocTaBy. KoMIuiekToBaHHE JTUIHOTO Jenia. ABTOOHOTrpadusi. ST
Pesrome. 3asBnenue o npueme Ha padory. [Ipukassl mo muaaomy cocrtaBy. LlltaTHOE 1 OK 01, OK 02,
pacrucaHue. OK 03, OK 04,
B Tom unciie npakTHYECKUX 3aAHATHH 2 OK 05, 0K 09,
[IpakTudaeckoe 3ansatue Ne 4. OdhopmMieHre TPUKA30B IO TUTHOMY COCTaBY. TP 13, JIP 14,
[paktudeckoe 3anstre Ne 5. OdopmiieHue TpyAOBOTO IOTOBOPA, IPHKa3a O MpUeMe Ha 2 AP 15
paboty, opopmMiIeHHE TPYAOBON KHIKKH.

Tema 2.3. CamocTrosiTeqibHasi paboTa 00y4aromerocs 40

HorosopHo- [Nonstus noroBopa. Bupl noroBopos. O0s3aTelIbHBIC PEKBU3UTHI JOrOBOpOB. [IpaBuiia IK.1.1, I[IK.1.3,

lpaBoBas oopmienus noroopos. [IpaBuia odopmiteHHs TPETESH3UOHHBIX ceM. DopMysip 10 OK 01, OK 02,

AOKYMEHTAIHA WCKOBOTO 3asIBJICHHsI, TpeOOBaHUS K ero 0(hopMIIeHHIO. 3aKOHOIaTeNIbHbIE aKThI U OK 03, OK 04,
HOPMAaTHUBHO-METOIMYECKHE JOKYMEHTHI 110 IOTOBOPHBIM JOKYMEHTAM. OK 05, OK 09,
CamocTosiTe1bHAas paboTa 00y4alomerocs 30 JIP 13, JIP 14,
Odopmienne 10roBopa KyIuii-Ipojaku JIP 15
Odopmnenne u 00padoTKa MPETEH3NOHHBIX THCEM 30

IIpome:xxyTouHnasi aTTecTanus 1

Bcero:

80




3. YCJIOBUSA PEAJIU3ZALIUA YUYEBHOM JANCHUITIMHBI

3.1. [asa peaau3aumu NPOrpamMMbl Yy4eOHOHl JUCHMIUIMHBI TNPEeIyCMOTPEHbI
cjefylolUe crenuaibHble MOMelleHus:

Kabuner  «/lokymeHTanmoHHoro  oOecre4eHHs]  YIpaBIICHUS»,  OCHAILEHHBIH
o0opyaoBaHueM: Jocka yueOHasi, pabouee MeCTO MpenojaBaresi, CTOJNbl, CTyJbi (110 YUCIY
00y4aromuxcs), TEXHUYECKUMU CPEACTBAMU: KOMIIBIOTEP C TOCTYIIOM K MHTEPHET-pECcypcam,
CpeCTBa BU3yaAJIN3AIlUH, HATJISIIHBIE TOCOONSI.

3.2. UnpopmannoHHoe obecrniedeHne peajn3alui NPOrpaMMbl

Jis peanu3anuu mnporpammbl OMONIMOTEUHBIH (QOHA 00pa30BaTENbHOM OpraHU3aLUU
UMeeT IeYaTHbIe W/MIM 3JEKTPOHHBbIE 0Opa3oBaTelibHble M MH(DOPMALMOHHBIE PECYpCHl AN
UCMOJIb30BaHUsl B oOpazoBarenbHOM mpouecce. Ilpu ¢dopmupoBanun 6ubinoredHoro Qonzaa
o0pa3oBaTebHONW OpraHu3alueil BbIOMpaeTcs HE MEHee OJIHOTO M3JaHUs M3 IEepedHCICHHBIX
HUKE IEYaTHBIX W (MJIM) AJIEKTPOHHBIX W3/IaHUN B KAa4€CTBE OCHOBHOTO, IPH 3TOM CIIHMCOK
MOYET OBITh IOTIOJIHEH JIPYTHUMHU U3TaHUSIMHU.

3.2.1. OcHOBHbIE TleYaTHbIE U JIEKTPOHHbIE U3AaAHUS

1. I'posoBa, O. C. JenonpousBoAcTBO:  y4eOHOe TocoOue Uil  CpeaHEro
npodeccuonansHoro obpazosanus / O. C. ['pozoBa. — Mocksa : U3natenbctBo FOpalidr,
2021. — 126 c¢. — (Ilpodeccuonansuoe obpazopanue). — ISBN 978-5-534-08211-1. —
Texkct : snextpoHHbli // OOpazoBatenbHas mnatgopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/472842.

2. JlokymeHTarnioHHoe obecrieueHue yrpanieHus. CocTaBieHne U 0(QOpMIICHUE JEIOBBIX
nokyMeHTOB: yueOHoe nocodue it CIIO / cocraButenu E. Y. bammakosa. — Capatos,
Mocksa: [Ipodobpaszosanue, At [Tu Ap Meaua, 2021. — 144 ¢c. — ISBN 978-5-4488-
1080-0, 978-5-4497-

3. 0964-6. — Tekcr : 3neKTPOHHBIH // DIEKTPOHHBIN pecypc nudppoBoii 06pazoBaTeabHOMN
cpennt CITO PROFo6pa3oBanue : [caiit]. — URL: https://profspo.ru/books/103343

4. Jloponuna, JI. A.  JIoKyMeHTallMOHHOE OOecleUYeHUe YIpaBlIeHUs @ Y4eOHUK WU
NOpPaKTUKYyM Ui cpeHero npodeccuonaibHoro oopasosanus / JI. A. loponuna, B. C.
UputukoBa. — MockBa : MWsnarensctBo IOpaiit, 2021. — 233 c. —
(ITpodeccuonanbuoe obpa3oBanue). —

5. ISBN 978-5-534-05783-6. — Tekcr : anekTponHbIH // OOpa3zoBaTenbHas matopma
FOpaiir [caiit]. — URL: https://urait.ru/bcode/473802

6. Kopnees, U. K. JlokyMeHTalmOHHOE OOecriedeHne yrpaBieHHs : yUeOHUK U MPAKTHKYM
Ui cpenHero npodeccuonaibHoro oopasosanus / U. K. Kopuees, A. B. ITmenko, B. A.
MarrypreB. — 2-e uzfl., nepepad. u nomn. — Mocksa : U3narensctBo HOpaiir, 2021. —
384 ¢. — (IIpodeccuonansuoe odbpazopanue). — ISBN 978-5-534-05022-6. — TexcrT :
anexkTpoHHbd //  OOpaszoBarenbHass mnatdopma  HOpaitr  [caiit]. — URL:
https://urait.ru/bcode/472550

7. Kysnenosn, U. H. JlokymeHTammonHoe obecrnieueHne yrpasieHus. JJokyMeHTOO00pOT 1
JIENTOTIPOU3BOACTBO : YYEOHMK H TPAKTUKYM JUISI CPEIHEro TmpodecCHOHATBHOTO
obpazoBanus / U. H. Ky3nenos. — 3-e uzj., nepepad. u gorn. — MockBa : M3naTenbeTBo
IOpaiit, 2021. — 462 c. —


https://urait.ru/bcode/472842./
https://urait.ru/bcode/472842./
https://urait.ru/bcode/472842./

8. (Ilpodeccumonanbroe obpazopanue). — ISBN 978-5-534-04604-5. — Tekcr :

9.

anekTpoHHbIH // ObpaszoBatenbHas miardopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/470020

Kysnenosa, . B. JlokyMeHTaImoHHOEe oOeCIieUYeHrEe yIpaBlieHUs : ydeOHOe mocobue
Uit

CIIO / W. B. Ky3nenosa, I'. A. Xauatpsin. — 2-e¢ u3a. — Caparos : [IpodoOpazoBanue,

Aii ITu Op
Menua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — TekcT :
9JIEKTPOHHBIH // DJIEKTPOHHBIN pecypc udpoBoit

oOpazoBatenbHOil  cpeabl CIIO
PROFo6pa3zoBanue : [caiit]. — URL.: https://profspo.ru/books/80326



N

3.2.2. JlonoJTHUTEIbHbIE HCTOYHUKH

Koncturynusa Poccuniickoit denepanuu

I'paxxnanckuii kogexc Poccuiickoit @enepanuuu, u. 1, 2, 3, 4 (B AecTBYOIIEH pelaKIiN)
Tpynosoit koaekc Poccutickoit ®eneparuu ot 30 gexadpst 2001 r. N 197-03 (TK PO) (B
JIEUCTBYIOILIECH PEIAKIIN)

HNHTepHET-pecypcenl:

DOnekTpoHHass OubnIMOTeuHass cucTeMa «YHHUBEpCUTETCKas OuOInoTeka OHIAWH» -
http://www.biblioclub.ru.

CrpaBouno-npaBoBas cucrema «Koncynsrant [Tnroc» - www.consultant.ru.


http://www.biblioclub.ru/

4. KOHTPOJIb 1 OLIEHKA PE3YJbTATOB OCBOEHMS YYEBHOM

TACIHATITAHBI

Pe3yabTaThl 00yuenus

Kpurepun onenku

MeToabl OLIeHKH

Hepeqeﬂb 3HaHI(l171, OCBaHBA€MbIX B paMKaX ITUCHUIIJIMHBI

3HaTh: MOHATHE, LM, 3aJa4H 1
NPUHIUIIBL JeTONPOU3BOJICTBA;
OCHOBHBIC MOHATHUS JOKYMEHTAIIHOHHOTO
obecrieueHHs: ypaBJIeHHS;

CUCTEMBI JOKyMEHTAI[HOHHOTO
obecrieueH s yIpaBIeHHS;
KJIacCU(UKaIHIO JOKYMEHTOB;
TpeOOBaHUs K COCTABIICHUIO U
0(opMIIEHHIO TOKYMEHTOB; OPraHU3aLHI0
JOKYMEHTO0000pOoTa: mpreM, 00padoTka,
perucTpanys, KOHTPOJIb, XpaHECHHE
JOKYMEHTOB, HOMEHKJIaTypa e

JIEMOHCTPHPYET 3HAHUE OCHOBHBIX
TOHSTHA, IPHMEHSEMBIX TIPH
OpTraHmM3aIM| JOKYMEHTO060pOTa Ha
MPEANPUATHY,

JIEMOHCTPHUPYET 3HAHUE LENEH, 3a1a4 U
MIPUHIIUTIOR

JIETIOTIPOU3BO/ICTBA; IEMOHCTPHUPYET
3HAaHUEC CUCTEMbI JTOKYMCHTAlUOHHOT'O
o0ecrieueHns yIpaBJICHNUS;
JIEMOHCTPHPYET 3HAHHUE
KITaCCH(PHKAIINHN JTOKYMEHTOB,
TpeGOBaHMU K COCTABJICHUIO U
0(hOpPMIICHHIO TOKYMEHTOB;
JEMOHCTPHPYET 3HAHUE OPTaHU3AI[MH
JIOKYMEHT0000pOTa: ImpueM, 00padoTKa,
perucTpaIys, KOHTPOJIb, XpaHEHHE
JIOKYMEHTOB, HOMEHKJIATYpa e

VYcrHbIl onpoc.
TectupoBanue.
KontpombHble paboTHI.
[IpoBepouHbIe pabOTHI.
O1neHKa BBINOIHEHHS
MPAKTUYIECKOTO 3a1aHHs.

IlepeyeHb yMeHUii, 0CBAMBAEMbIX B PAMKAX IM CLMILI

HHbI

YMers:

0(hOpPMIIATH TOKYMEHTAITUIO B
COOTBETCTBUH C HOPMAaTUBHOH 0a30if, B
T.4. UCTIONB3YsI HH(OPMAIIHOHHEIE
TEXHOJIOTUH;, YHU(PHUIIUPOBATH CUCTEMBI
JOKYMCHTAITUH;

OCYIIECTBISITH XPaHEHUE U TIOUCK
JOKYMEHTOB; OCYIIIECTBIIATH
aBTOMATH3AIIHIO

00paboTKH TOKYMEHTOB; MCTIOJIh30BaTh
TEIeKOMMYHHUKAI[OHHBIE TEXHOJIOTHH B
3NEKTPOHHOM

JIOKYMEHT0000pOoTe

JIEMOHCTPHUPYET yMeHHe 0(pOPMIIATh
JOKYMEHTAIUIO B COOTBETCTBUU C
HOpPMAaTUBHOMN 6a30i1, B T.4. HCHIOJB3YA
WH(POPMAIMOHHBIC TEXHOJIOTHH;
JEMOHCTPHPYET YMCHHE
YHADUITUPOBATH CUCTEMBI
JIOKYMCHTAITUH;

JEMOHCTPHPYET YMEHHE OCYIIECTBIATh
XpaHEHHUE U ITOUCK TOKYMEHTOB,
JIEMOHCTPUPYET YMEHHE OCYILIECTBIATh
aBTOMATH3AINIO 00PabOTKH
JIOKYMEHTOB; JIEMOHCTPHUPYET YMEHUE
HCIOJIB30BaTh TCIICKOMMYHHUKAITMOHHBIC
TEXHOJIOTHH B
JIOKYMEHTO0000pOTe

3JICKTPOHHOM

DKCnepTHOE HAOMI0ICHHE U
OLICHMBaHHE BBITIOJIHEHUS
WH/IUBHYJIbHBIX 1
TPYIIIOBBIX 3a/IaHUN.
OreHka pe3ynbrara
BBINOJTHEHUSI IPAKTHYECKUX
pabor.

Texymuii KOHTPOJIb B hopMe
cobecetoBaHMs, pEIICHNS
CUTYalMOHHBIX 3a]1au.







