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1. Ilean ocBOEHMSI AUCHUILINHDBI

Ilenpto ocBoenmst mucruiuinHbl (Moayns) b1.0.17  JlokymMeHTalmoHHOe oOecreueHune

YOPABJICHUSA SBIISICTCA TPHOOpPETEHHWE CTYACHTAMH TEOPETUYeCKMX W TPAKTUYECKUX 3HAHUU K
O(OPMIICHUIO U COCTABJICHHIO OPTaHU3AMOHHO-PACTIOPSIIUTEIBHBIX JOKYMEHTOB KaK 0a30BOMY IpoOIIecCy B

peanu3anry BcexX ynpaBleHUYSCKUX QYHKIUH.

3agaum:

° IIO3HAKOMUTL CTYIACHTOB C CHCTEMOM COBPEMECHHOI'0 TOCYAApCTBEHHOI'O PETYJIUPOBAHUA
ACJIOMPOU3BO/ICTBA,

L HU3YyUYUTH 0COOEHHOCTH O(bOpMJ'IeHI/Iﬂ Pa3JIMYHBIX BUAOB IOKYMCHTOB I€JI0BOI'0 O6HICHI/I$I.

L Bpra60TaTb MPAKTUYCCKUC HABBIKW IJId O(bOpMJ'IGHI/ISI OpraHu3alMOHHO - PaCropAaAUTECIbHBIX
JAOKYMCEHTOB U HAIIMCAHUA OCJIOBBIX IMTUCEM

2. Mecrto qucuumiannbl B cTpykrype OITOII 6akanaBpuara

Hucuummuaa b1.0.17

«JIOKYMEHTAIIMOHHOE obecrieueHue YIIPaBJICHHUA» OTHOCHTCA K

JTUCIUILIMNHAM o0s3aTenbHoN YacTu broka 1 yuebHoro miana.

B cooTBeTcTBHU C y‘le6HbIM IJIaHOM IIE€PpHUOJ O6y‘IeHI/I$I 10 AMCHHUIIIINHE — 5-i CCMCCTP.

Jucnummna «JlokyMeHTalMOHHOE 00eCTIeYeHNE U ICTOMPOU3BOICTBO B TOCYIAPCTBEHHOM H

MYHMIMIIAJBHOM YIIpaBICHUM» B cwily 3aHuMaeMoro e mecra B @I'OC BO, OIIOII BO u
y4eOHOM IUIaHe 10 HarpaBieHuto noaroroBkd 38.03.02 MeHeKMEHT npernonaraeT B3auMOoCBs3b
C IpyT'MMHU U3y4aeMbIMH JUCHUILIMHAMHU.

B kadecTBe «BXOJHBIX» 3HAHMH JUCHMUIUIMHBI «JIOKYMEHTAIIMOHHOE obecreyeHne

YIPABJICHUA» UCIIOJIB3YIOTCA 3HAHUA W YMCHHA, IIOJYUCHHBIC 06yanOIJ_II/IMI/IC}I pu H3YyUYCHUU

JUCHUILIMH BBeneHue B npO(I)eccmo, HepCOHaHLHLIﬁ MCHCIPKMCHT.

JucuuniamHa
NPEAIIECTBYIOIEN MNpPU HU3YyYEHUM JUCUMIUIMH Teopus opraHusauuu, Metonbl

«IOKYMEHTAIIMOHHOE

obecrneuenue

YIIPaBJICHU A

MOXKET ABJIATHCA

YHOPABJICHUYCCKHUX peI.HeHPIIZ, I[GJ'IOBBIC KOMMYHUKAIIUH.

3. Pe3yabTaThl

OCBOCHHUHA

o0ecreyeHye yupaBJaeHus»

JTUCIHUIITNHEI

(Mmonmy.Jist)

IMPUHATHUA

Bb1.0.17 «JIoOKYMEHTAIHOHHOE

[Ipouecc wm3y4yeHMs] AMCLUMILUIMHBI HaIpaBieH Ha (OPMUPOBAHUE DJIEMEHTOB CIEAYIOLIUX

koMmreteHuii B coorBerctBrM ¢ ®I'OC BO 1o nanHOMy HanpaBJIeHUIO:

KOMMYHUKAIIUIO B
YCTHOW U MUCbMEHHOU
dopmax Ha
rocyJJapCTBEHHOM
s3pIKe Poccuiickoit

KOMMYHHUKATHBHO MPUEMIIEMbIE
CTHJIb M CPEJICTBA
B3aUMOJICHCTBUS B OOIIEHUH C
JIEJIOBBIMU MTapTHEPaAMU

Kon HanmenoBanue Nunnkarop AoCTHXEHUS B pe3ynbTare ocBoeHUs
KOMIIETCHIIUU KOMIIETCHIIUU KOMIIETEHIIUU JUCHUTUIMHBI 00yYaromuncs
(3aKpenyienHblll 3a OUCYUNTUHOLL) JIOJDKEH
VK-4 Cnocoben YK-4.11-1. BriGupaer Ha 1-1.3-1. 3naeT HOpMBI yCTHOU
OCYHICCTBJIATD roCyapCTBEHHOM si3blke PO 1 peun, mpuHATHIE B
ACTIOBYIO HMHOCTPAaHHOM(-BIX) SI3BIKAX rpodeccroHabHOI cpese

N-1.Y-1. Ymeer BIOUpaTh
CTHUJIb OOIIEHUS Ha
rOCYIapCTBEHHOM s13bIKe PO
1 UHOCTPAHHOM SI3bIKE

IMPUMCHUTCIILHO K CUTYallun




denepanuu u
WHOCTPaHHOM(BIX)
sI3BIKe(ax)

B3aMOJIENCTBUS

VK-4.1-2. Bexner nenoByto
MEPENUCKy Ha roCcy1apCTBEHHOM
s3plke P 1 nHOCTpaHHOM(-BIX)
A3bIKAX

1-2.3-1. 3HaeT HOpMBI
MUCbMEHHOU peyu, MPUHSTHIE
B IIpOoeCCHOHANBHOM cperie
1-2.V-1. Ymeer BecTu
NIEJIOBYIO TIEPENIUCKY Ha
rOCYIapCTBEHHOM si3bike PD
1/WJIM THOCTPAHHOM SI3BIKE

VYK-4.1-3. Ucnions3yer auaior
JUISL COTPYIHUYECTBA B
COLMAIIBHOW U
npodeccuoHaIbHOU chepax

1-3.Y-1. Bnaneer Hopmamu u
MOJIEIISIMH PEYEBOTO
MOBEJICHUS IPUMEHUTEIBHO K
KOHKPETHON CUTyalluu
AKaJEMUYECKOI0 U
pohecCuoHaTBLHOTO
B3aWMOJICVCTBHUS

MN-3.Y-2. YMmeer BoICTpanBaTh
MOHOJIOT, BECTH JIUAJIOT U
MOJIUJIOT ¢ COOII0ICHHEM
HOpPM PEYEBOTO ITHKETA,
ApryMEHTUPOBAHHO
OTCTanBaTh CBOU MO3UIIUHU U
uaeu

1IK-7

BJIa/Ie€T HaBBIKAMH
aHayM3a
uHpopmanuu o
(GyHKIMOHUPOBAHUUT
CHCTEMBI
BHYTPEHHETO
JIOKYMEHTO000poTa
OpraHHU3aINH,
BeZIeHHs 0a3 TaHHBIX
MO Pa3INYHbIM
MOKa3aTeNsIM U
dbopMupoBaHus
MH(OPMaLMOHHOTO
oOecrnieyeHus
YYaCTHHKOB
OpraHU3aIMOHHBIX
IPOEKTOB

TIK-7. U-1. Bnaneer 0CHOBHBIMH
METOIaMH, CII0OCO0aMU U
CPEICTBaMU TOJTyYCHUS
XpaHeHHUs, TepepadoTKN
uH(pOpMaInY, HaBbIKAMH PabOTHI
C KOMITBIOTEPOM KaK CPEJICTBOM
ynpaBieHus: uHpopmarmen

11-1.3-1. 3HaTh OCHOBHBIE
HOpPMAaTUBHBIE U
METOMYECKHE JTOKYMEHTHI
[0 JIOKyMEHTAIlHOHHOMY
00ECIEeYEeHUIO
yIIpaBIEHYECKON
NesITeIbHOCTH;

11-1.V-1 ymeer paboraTsb ¢
nHpopMaLueil B r1o0anbHbIX
KOMITbIOTEPHBIX CETSX U
KOPITOPAaTHUBHBIX
MH(POPMALIMOHHBIX CUCTEMAX

U-1.Y-2 Bnageer MeTo1aMu
YIIpaBJICHUS IPOCKTaAMU U
FOTOBHOCTBIO K UX
[peaTu3aIium ¢
MCII0JIb30BAHUEM
COBPEMEHHOTO MPOrPaMMHOTO

4. Ctpyktypa u cojaep:xkanue aucuuiuimabl (moayisi) B1.0.17 «/lokyMeHTAIlHOHHOE

o0ecneyeHre yupaBjaeHus»

4.1. CTpyKTypa QM CHUIIMHBI (MOAYJIs1)

O6ma51 TPYAOCMKOCTb JUCHUIIJIMHBI COCTABJIACT 4_ 3a4CTHBIX CANHUAII,

144  4acos.




Ne Bunsbl yueOHO# padoThI, BKJIIOYas @opMBI TEKYIIero KOHTPOJIS
n/n €CaMOCTOSITEJILHYIO PA0OTy CTY/I€HTOB H ycreBaeMocTH (no nedensm
TPYA0EMKOCTh (B Yacax) cemecmpa)
KonrTakTHas padora| CamocTosTe/bHA ®opMa IPOMEKYTOUHOI
s paboTa arrecrauuu (no cemecmpam)
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1. [Tema 1. lokymentupoBanue |10 6 |4 4 7
YIIPaBJIEHYECKON
JEATEIIBHOCTH
2. Tema 2. Kiaccudukanus 8 |4 |4 4 7
JIOKYMEHTOB W HOpPMATUBHBIC
MaTepUanbl o
JNIOKYMEHTUPOBaHUIO Y /]
3. Tema 3. PekBU3UTHI 1418 |6 6 7
0(pUIHATBHBIX JTOKYMEHTOB H
npaBuia uxX oHOpMIICHUS
4. Tema 4. Bujpl 0JIaHKOB U 8 |4 4 4 7
TpeOOBaHUS K HUM
5. Tema 5. [IpaBuna opopmienus| 12 | 6 | 6 6 7
OCHOBHBIX BHUIOB JOKYMEHTOB
OPJ]
6. Tema 6. DopMupoBaHue u 8 |4 |4 4 7
BEJICHHE JOKyMEHT0000poTa B
Opra’u3anuu
7. Tema 7. Opranuzanus 8 4 4 5 7
OIEPAaTUBHOIO XpaHEHUS
JIOKYMEHTOB
Kypcosas paboma (npoexm)
Iloozomoska k sK3ameHy 27 27
OO0mas TpyI0eMKOCTh, B 4acax 144 36 | 32 76 27 | 49 IIpomesxyTouyHas arTecTauus
®dopma
3auer
3aueT ¢ OUEHKOI
Ox3aMeH 27
4.2. Conepxanue aucuumianabl (MoayJsi) b1.0.17 «/lokyMeHTallHOHHOE olecrieyeHune

YIipaBJCHUA»




HaunmeHnoBanue TeMbl

Ne (pasnena) Conep:xkanue Tembl (pa3aesa)
1 2 3
Tewma 1. Hctopus nenonpoussoacrsa B Poccun. IIpenmer, conepxxanue u
JokymeHTHpOBaHHE 3agauu Kypca. JJokymentupoBanue. OCHOBHBIE IOHATHS U ONIPEACIICHHUS:
yUPaBJICHICCKON JIOKYMEHT, J€JIOIPOU3BOCTBO, JOKYMEHTAIIMOHHOE 00eCIeUEHHE
1. |ACATCIRHOCTH yHpaBieHUs, TOKyMEHTOO00POT, PEKBU3UTHI. JJOKyMEHT U uH(popManus.
®opmymsip qokyMeHTa. FOpunndeckas cuna nokymenta. Bug qokymenra.
Cucrema JOKyMeHTalUUU. YHU(DUKALUSA U CTAaHAAPTU3ALUS IOKYMEHTOB.
Tema 2. Knaccuduxanus | Buabl 1okyMeHTOB U uXx kinaccudukanus. Llens knaccudukamuu. 1o
MNOKYMEHTOB 1 HaMMEHOBAHHUIO, TI0 CIIOCO0Y (DUKCAINH, 0 CTENEHU CI0KHOCTH, 110
HOPMAaTHBHBIC CTETNEHH TJIACHOCTH, MO IOPUAMYECKON CHIIE, TI0 POMCXOKICHHIO, T10
2. | MaTepuabl 110
CpOKax XpaHEeHHS.
JOKYMEHTUPOBAHUIO Y /[ .
HopmartuBHbie MaTepyabl 1o JOKyMEHTUPOBAHUIO YIIPABICHYECKOM
JEeATENFHOCTH. 3aKOHOAATENFHOE PETYIMPOBAHKE JIETIONPOU3BOICTBRA.
Tema 3. PexBu3uTHI 30 OCHOBHBIX PEKBU3UTOB OQHUIHATBHBIX JOKYMEHTOB H MTPABHUIIA UX
3 opuLHATBHBIX pacnosnoxxeHust Ha oKkymeHnTe. CocTaB u npaBuia 0hopMIICHHS
" | mokyMeHTOB u mipaBuia | pekBu3uTOB JokyMeHTOB. [OCT P 7.0.97 — 2016. TpeboBanus k
ux ohopmIeHUS o(opMIIeHHIO PEKBU3UTOB. CXEMBI PACTIONOKEHHS PEKBU3UTOB.
Tema 4. Buasl 61ankoB | opmatel Oymaru u nossi. bianku 10KyMeHTOB U UX BUbL. OOmuni
4. |u TpeOOBaHUS K HUM 6nank. brank nrceMa. biiank KOHKpeTHOTO BUAa JOKyMeHTa. biianku Ha
JBYX sI3bIKax. PEKBU3UTHI, KOTOpPBIE JOMKHBI UCIIOIB30BATHCS TIPU
W3TOTOBJICHUH OJIAHKOB IOKYMEHTOB.
Tewma 5. [IpaBuna O6mue TpeboBaHUs K CO3/IaHUIO JOKYMEHTOB. CHcTeMa OpraHu3alMioOHHO-
5 odOpMIIEHHSI OCHOBHBIX | pacliopsiauTeNbHas JokyMeHTalus. OpraHu3aliiOHHbIE TOKYMEHTHI.
" |BumoB nokymenToB OPJ] | Pacnopsnurensubie nokyMeHThl. MTH(bOpMaIimoHHO-CIIpaBOYHbBIE
JOKYMEHTBI.
Tema 6. @opmupoBanue | OCHOBHBIE ATaMbl JOKYMeHTO0O0poTa. POopMBbI OpraHU3aIH
6 U BEJICHHUE nenornpoun3BojicTBa. [Ipuem u nepBudHas o0padboTKa BXOIAIINX
" | mokyMeHTOOOOpOTA B JIOKYMEHTOB. Perucrpanivs J0KyMeHTOB.
OpraHu3anuu
Tema 7. Opranuzamus Homenknarypa nen. @opmupoBanue aen. Opranusaius XpaHeHUs
OTIEPAaTUBHOTO XPAHEHUS | TOKYMEHTOB. XpaHEHHUs JJOKyMEHTOB B MTPOIECCE X MUCTIOIHEHHUS.
7. | JOKyMEHTOB XpaHeHUe UCTIOTHEHHBIX TJOKYMEHTOB. [ 0cyJapCTBEHHBIN apXuB,

MYHHUIMIANbHBIA apXuB. ApXuBHbII Qoug PO. Obecnieuenne
COXPAHHOCTH JIOKyMEHTOB.

5. Oo6pa3zoBare/ibHbIE TEXHOJIOTHHI

OOpa3oBarenbHBI MpOLECC O JAUCHUIUIMHE OpraHu3oBaH B (opme Y4yeOHbIX 3aHSATHH

(koHTakTHass paboTa (ayAUTOPHOM W BHEAYIUTOPHON) OOYYAIOIMIMXCS C TpernojaBareieM M

caMOCTOsITeNIbHasE paboTa oOydJaromuxcs). Y4eOHble 3aHATHS TPEICTABICHBI CICAYIOIIMMHU

BUaaMH, BKIIHOYasa y‘ICGHLIe 3aHATUA, HANPABJICHHBIC Ha IMMPOBCACHHUC TCKYIICTO KOHTPOJIA




YCIIEBAEMOCTH:

JEKIHH (3aHATHUS JEKIIMOHHOTO THTIA);

CEMHUHAapBI, IPAKTUIECKUE 3aHATHUS (3aHATHSI CEMUHAPCKOTO THUIIA);

TpyIIIOBEIE KOHCYIbTAIUH,

I/IHI[I/IBI/II[yaJIBHbIe KOHCYJ'IBTaLII/II/I nu HNHBIC y‘Ie6HBIC 3aHATHA, HpeI[YCManI/IBaIOH_II/Ie
WHMBUIYAIBHYIO pa0OTy IIpernoaaBaTesis ¢ 00yJaronuMcs;

® caMOCTOsATeIbHAs paboTa 00yJaroIuXCs;

®  3aHATHS MHBIX BHJIOB.

Ha yueOHbBIX 3aHATUSX 00yYaronIrecs BBITIOIHSIOT 3alJIAHUPOBAHHBIC HACTOSIIEH TPOrPaMMOi

OTJIeNIbHBIE BUJIBI YUEOHBIX paboT. YueOHoe 3ananue (paboTa) CUMTAETCS BBIIIOJHEHHBIM, €CJTU OHO
OLICHEHO MPEIo/1aBaTesIeM MOJIOKHUTEIBHO.

B pamkax camocTosTenbHONH paboThl 00yYaIOUIUecs] OCYIIECTBISIIOT TEOPETUYECKOE U3YUCHHE
TUCHUIUIMHBL ¢ YYETOM JIGKIIMOHHOTO MaTepuaja, TOTOBATCA K MPAKTHUYECKUM 3aHATHSM,
BBITOJIHSIOT JIOMAITHEee 3aJJaHusl, OCYIIECTBISIOT MOATOTOBKY K MMPOMEXYTOYHOM aTTeCTaINH.
CopepxaHue AUCIMILTAHBI, BUIBI, TEMbI YUEOHBIX 3aHATUNA M (HOPM KOHTPOJBHBIX MEPOTPUITHN
JVICIATUTMHBI TIPEJICTABIICHBI B pa3zelie S HACTOSMIeH MporpaMMbl M (POHJIE OLEHOYHBIX CPEICTB IO
TUCITUTLTAHE.

Texymass arrecrauuss nmo aucuummHe (Moayio). OneHuBaHue oOydarolIerocs Ha
3aHATUSAX OCYIIECTBIISETCS B COOTBETCTBHUH C MOJIOKEHUEM O TEKYIIEeH aTTecTaluu 00yJarommxcs B
YHUBEPCUTETE.

[To utoram Tekymiell arrecranuu, BEAYUIMH MpenojaBareib (JIEKTOP) OCYLIECTBISET IOIMYCK
oOyuarolerocst K NpoMeXyTOYHOM aTTeCTaluy.

Jlonmyck K NPOMe:KYTOYHOH aTTecTalluM MO AUCHUIUIMHe (Moay.w). OOyuarouuics
JIOITyCKAeTCsl K TMPOMEXYTOYHOW aTTeCTAllMM IO JUCHUIUIMHE B CIy4yae BBHIMOJHEHUS MM BCEX
3aJaHUl 1 MEpPONPUATHI, MPETYCMOTPEHHBIX HACTOSMIECH MPOrPAMMOMN JUCUUILIAHBI B MOJTHOM
o0weme. [IpenoaBarenb UMEET IPABO U3MEHSTh KOJIMYECTBO U COICpKAHKE 3a/1aHUM, BbIIaBa€MBbIX
oOydaromumMcs (00ydaroniemMycs), UCX0o/s U3 KOHTUHTEHTA (YPOBHS MOATOTOBICHHOCTH).

Jomyck oOydaromierocss K MPOMEXKYTOYHOM aTTecTallud TO JUCIHUIUIMHE OCYIIECTBISET
MpenoaaBaTelb, BEAyIIHi ceMUHapCcKue (MTPaKTUIECKHE) 3aHATHS.

OOyuaronuiics, uMeIUNA ydeOHble (aKaJeMUYecKue) 3aJ0HKEHHOCTH (TPOMYCKH Y4YeOHBIX
3aHSTH, HE BBIIOJIHUBILIUHI YCIIENIHO 3a7jaHusi(€)) 00s13aH 0TpaboTaTh UX B MOJIHOM OOBEME.

OTpadoTka y4eOHBbIX (aKaJeMUuYeCKNX) 32/10/KEHHOCTeH 1Mo JucuuIiube (MoayJo). B
cly4yae Hanu4usi y4eOHOM (akaJeMHU4YecKoW) 3aJ0/DKEHHOCTH TO JUCHHUIUIMHE, O0ydJaroumuucs
oTpabaTbIBaeT TMPOMYIICHHBIC 3aHATHS W BBHINOJHICT 3alUIAHUPOBAHHBIE W BBIJAHHBIC
npenogaBareneM 3anaHusg. OTpaboTka MPOBOIUTCS B MEPUOA CEMECTPOBOTO OOyUYEHHUS WU B
MIEPUOJ] CECCUU COTJIACHO rpaduKy (pacmucaHuio) KOHCYIbTAIMHA MTpenojaBaTes.

OOyuaromuiics,  NPOMYCTHBIUUN  JeKyuoHnoe  3auamue, 00s3aH  NPEIOCTABUTH
mpernofaBaTento  pedepaTUBHBI  KOHCIEKT  COOTBETCTBYIOIIETO  pasfena y4eOHOU U
MoOHOTpaduuecKor TuTepaTypsl (OCHOBHOM M JOMTOIHUTEIHHOMN) 110 pacCCMaTPUBAEMBIM BOTIPOCaM B
COOTBETCTBUU C HACTOSILEN MPOTPaMMON.

OOyuaromuiics, MPONMYCTUBIIUNA npakmuyeckoe 3anamue, oTpadaTbiBaeT ero B (opme
pedepaTUBHOTO KOHCIIEKTa COOTBETCTBYIOIIETO pasjaeiia y4eOHOM W MoOHOrpaduueckoi
aUTEepaTypsl (OCHOBHOW W JIOTIOJHHUTENBHOM) MO pacCMaTPUBAEMBIM HA MPAKMUYECKOM 3aHSTUH
BOIIPOCAaM B COOTBETCTBMU C HACTOAILIEH mporpaMmoit wuiu B (opme, TpeIIoOKESHHON
npenogaBareneM. KpoMe TOro, BBIMOJNHSAET Bce ydeOHBbIC 3alaHus. YUeOHOe 3a/JlaHhe CUUTAETCS
BBHITIOJTHEHHBIM, €CITH OHO OIEHEHO IMpernoaBaTesieM MOJ0KUTENBHO.

[IpenogaBaTens WMeeT MPaBO CHU3UTH OanbHYIO (B TOM YHCIE PEUTHHTOBYIO) OIICHKY



oOyuyaromeMycs 32 HeBBIITOJTHEHHOE B CPOK 3a[aHue (110 HEyBaKUTEIbHOU PUYHHE).

IIpomexyToyHass aTrrecTanMs MO AUCHHUIVIMHE (MOayJ10). PopMoil IPOMEKYTOUHON

aTTECTAIlUH 110 TUCIHMIUIMHE OTIPEIeTIeH YK3aMeH.

[TIpomexxyTouHas

arrecranus

oOyyJaronmxcs

OCYHECTBIACTCA B

COOTBECTCTBHH C

IIOJIOKCHUEM O HpOMeH(YTOqHOﬁ aTTcCTalluu 06yqa10m1/1xc;{ B YHUBCPCUTETC U OLCHUBACTCA: U
peﬁTHHFOBBIX 6aJ'IJ'IOB, Ha3Ha4Ya€MbIX B COOTBETCTBHU C HpHHﬂTOﬁ B BY3C 63J'IJ'IBHO'I)CI>1THHFOBOI>1

CHUCTEMOM.

Omnenka 3HaHUN O0YyYaroOIIErocst OLEHUBACTCS 1O KPUTEPUSM, MPEACTaBICHHBIM B (OHIE

OLCHOYHLIX CPCACTB 10 JUCHHUIIIINHC.

6. Y4e0HO-MeTOIHYECKOE 0DecTieueHHe CAMOCTOSATeILHOI PadoThI CTY/1€HTOB.

ILnan camocTosITEILHOM paﬁoTbl CTYACHTOB

Taoauna 6.1.

HCA.

Tema

Bun camocrosiTenbHOM
paboThl

Pexomennyemas
JuTeparypa

KomanuectBo
4aCcoB

Tema 1. JlokyMeHTHpOBaHUE
yIpaBIeHYECKOM
e TeIbHOCTH

[ToaroroBka Kk
MPAKTHUYCCKHUM 3aHATHAM
[0 BOIIpOCaM,
MpeI0KEHHBIM
npernogaBaTeneM
[lonroroBka pedepara
[ToaroroBka K BOmpocam
MIPOMEKYTOUHOM
aTTeCTallvn, CBA3aHHBIX C
TeMoi

O:[1-3]
I:[1-3]

7

Tema 2. Knaccudukanus
NIOKYMEHTOB U HOPMAaTUBHBIC
MaTepHUalbl 10
NIOKYMEHTUPOBAHUIO Y []

IToaroroBka x
MPAKTUYECKUM 3aHITHSIM
0 BOIIpOCaM,
MpeI0KEHHBIM
MpEToIaBaTeieM
[lonroroBka pedepara

[ToaroroBka K BoIpocam
MPOMEKYTOUHOM
aTTEeCTalluH, CBSI3aHHBIX C
[TeMOM

Tema 3. PekBU3UTEI
0(UINATEHBIX TOKYMEHTOB 1
MpaBmiia uxX ohopMIeHUs

TloaroroBka kK
MPaKTUYECKUM 3aHITHIM
IO BOIIPOCaM,
MPEITOKCHHBIM
MpenoiaBaTeacM
[Moxroroeka pedepara
[ToaroroBka K BOIpocam
[TPOMEKYTOUHOMN
ATTECTAllMH, CB3aHHBIX C
reMoi

Tema 4. Buabl 61aHKOB U
TpeOOoBaHUs K HUM

IToaroroBka k
MPAKTHYECKUM 3aHATHIM
10 BOIIpOCaM,

MPCAIOKCHHBIM




[PENoIaBaTENEM
[Monroroeka pedepara
[ToaroroBka K BOImpocam
[TPOMEKYTOUHOMN
ATTECTAlLlUH, CBSI3aHHBIX C
TeMoH

5. [Tema 5. IlpaBuia TToAroTOBKAa K 0:[1-3]
0 opMIICHHS OCHOBHBIX MPAKTHICCKUM 3aHATHAM H:[1-3]
BUJ0B JoKyMeHTOB OP/] 10 BOIIPOCAM,
MMPEAI0KCHHBIM
MpernoaBaresieM
[Monrororka pedepara

[ToaroroBka K Bompocam
MIPOMEKYTOYHOMN
ATTECTalluH, CBSI3AHHBIX C
TeMO

6. [Tema 6. ®opmupoBanue u  [[loaroroeka k O:[1
BEICHHE JOKYMEHTO000POTa |[IPaKTHYCCKUM 3aHSTHSIM . [1-3]
B OpraHu3anuu [0 BOIIPOCAM,
MPEII0KEHHBIM
MmperogaBaTcjicM
[lonroroBka pedepara

[ToaroToBka K BOIpocam
[TPOMEKYTOUHOMN
aTTeCTall, CBA3aHHBIX C
TeMOM

7. [Tema 7. Opranuzanus TToAroTOBKA K 0: [1-3]
OINEPATUBHOTO XPaHECHUS MPaKTUYECKUM 3aHATHIM a:[1-3]
JTOKYMEHTOB 10 BOIIPOCAM,
MPE/I0KEHHBIM
npernoaBarenemM
[Moxrororka pedepara
[ToaroroBka K BOImpocam
MPOMEIKYTOYHOU
ATTeCTAllNH, CBA3aHHBIX C
TeMOi

7. YueOHO-MeTOIMYeCKOe U HH(POPMAIINOHHOE o0ecniedyeHre y4eOHOH TUCIUTLTUHBI
b1.0.17 «J/IoOKYMeHTAIlMOHHOE O00eceuyeHne H VIIPABJICHHUI»

7.1. YyeOHas aurepatypa
OcHoBHas JuTepaTypa

1 Bpeckuna H.B. OcHOBBI J1e10npor3BOACTBA [ DNEKTPOHHBIN pecypc] : yuebHoe mocodue / H.B.
Bpeckuna. — DnekTpoH. TekcToBble JaHHble. — CTaBpomnoub: CeBepo-KaBkazckuii
denepanbHbIil yHUBepcutet, 2014, — 123 ¢. — 2227-8397. — Pexxum poctyna:
http://www.iprbookshop.ru/63228.html

2 Mupromkuna FO.B. Jlenomnpon3BoacTBO U TIOKYMEHTAIIMOHHOE 00eCIIeYeHHEe TOCY TapCTBCHHON
Y MyHUIUIAIBHOU CITyXObI [DneKTpoHHBIN pecypc] : mpakTukyMm / FO.B. MupromknHa. —
ONeKTpOoH. TeKCTOBbIE NaHHble. — CtaBpomnoib: CeBepo-KaBkasckuii penepanbHblii
yauBepcureT, 2016. — 116 ¢. — 2227-8397. — Pexum nocryna:
http://www.iprbookshop.ru/66028.html



http://www.iprbookshop.ru/63228.html

3 Kysuenos U.H. [lenonpon3BoacTBo [ DICKTPOHHBINM pecypc] : yueOHO-cIipaBovHOE mocooue /
N.H. Ky3HenoB. — D1eKTpoH. TekcToBble qaHHbIe. — M. © JlamkoB u K, 2017. — 460 ¢c. —
978-5-394-01981-4. — Pexwum nocryma: http://www.iprbookshop.ru/60399.html

JlonoJIHUTeIbHAS JTUTepaTypa

1 Henoroma A.B. Jlenonpou3BoactBo opranu3zanun. [lonroroska, opopmiieHre u BeIeHNUE
JOKYMEHTAIMH. 75 00pa3iioB OCHOBHBIX JOKYMEHTOB [DieKTpoHHbIi pecypc] / A.B.
Henoroaa, IT.A. CemueHKO. — DeKTpOH. TeKCTOBbIe JaHHble. — CaparoB: Al [Tu Op Menua,
2009. — 313 ¢. — 2227-8397. — Pexum goctyna: http://www.iprbookshop.ru/1534.html

2 bpese B.A. Jlenonpou3BoacTBo [DneKTpoHHbIN pecypc] : yuedHoe mocodue / B.A. bpese, O.D.
bpesze. — DnekTpoH. TekcToBbie JaHHbIe. — KeMepoBo: KeMepoBCKHil TEXHOJIOTHYECKUI
WHCTHUTYT NHIeBoi npombinuiennoctr, 2008. — 287 ¢. — 978-5-89289-529-3. — Pexum
nocryma: http://www.iprbookshop.ru/14364.html

3 TI'saeBa U.B. [IenonpousBoacTBo [DnekTpoHHbIH pecype] @ cipaBounuk / U.B. I'saeBa, C.B.
CobaneBckuii. — DIeKTpOH. TeKCTOBbIE naHHble. — MuHck: TerpaCucremc, Terpanut, 2014.
— 224 ¢. — 978-985-7067-96-1. — Pexxum mocryma: http://www.iprbookshop.ru/28072.html

7.2. NnTepHET pecypchbl

1. e-Library.ru [Dnekrponnsiii pecypc]: Hayunast snextponHas OubOmumorexka. — URL:
http://elibrary.ru/ (nata o6pamenus 11.05.2018).

2. Hayunas snexktponnas OubOmmorexa «KubepJlenmnka» [Dnextponnsiii pecypc]. — URL:
http://cyberleninka.ru/ (nara o6pamienns 11.05.2018).

3. DnekTpoHHO-OMOMMOTeUHass  cucreMa  «YHHBEpPCHTETCKass  OuOimoTeka  OHJIAH»

[Dnextponnsiii  pecypc]. — URL: http:/biblioclub.ru/index.php (mata oGpareHus
11.07.2018). — Joctyn k cucteme coriacHo npasuiam DBC u 10roBopoM yHHBEPCHTETA C
SBC.

4. DOnextpoHHO-OMOnmmoreuyHass cuctema [PRbooks [Onexkrponnsiii pecypc]. — URL:

http://www.iprbookshop.ru/ (mara obpamenus 11.07.2018). — JlocTymn K cucTeMe COTTIACHO
npasuiam ObC u noroBopom yHuBepcuteta ¢ IbC.
7.3. TIporpammuoe odecnieyenue Aucuuminnsl 51.0.17 «/lokyMeHTanmonHoe odecneyeHue
ynpasJIeHUs»
JU1s HOATrOTOBKY Mpe3eHTalui U X IEMOHCTpaIMM Heo0xoauma rporpamma Impress u3
cBoOoAHOrO nakera opucHbIx npuioxxkenuit OpenOffice (M HON aHANIOT ¢ KOMMEPUYECKOI

WJTH CBOOOTHOM JIUIICH3HUEH ).

7.4. MarepuajJibHO-TeXHHYECKOe olecnevyeHue IMCHUILUIMHBI «/[0OKyMeHTalMOHHOe
odecrnieyeHue ynpaBJaeHUs»

MarepuaapbHO-TEXHHUECKOE oOecredeHne yuyeOHOro mporecca Mo JUCIUILTHHE OMpeesieHO
HOPMATUBHBIMH TPEOOBaHUSMH, PETIIAMEHTHPYEMBbIMUA TPHKa30M MUHHCTEpCTBA 0Opa30BaHHS U
Hayku P® Ne 986 or 4 okta6ps 2010 r. «O6 yrBepxkiaeHuH (enepanbHbIX TpeOOBaHMHA K
00pa30BaTeNbHBIM YUPEKJICHUAM B YaCTH MUHHMMAaJIbHOM OCHAIIEHHOCTH y4eOHOro mpolecca U
0o0opyIoBaHUsI Y4eOHBIX TOMeIeHHi», DenepaabHbIM TOCYAapCTBEHHBIM 00pa30BaTebHBIM

CTaHJApTOM BBICHICTO 06p330BaHI/I5{ 110 HallpaBJICHUIO ITIOATOTOBKH.


http://www.iprbookshop.ru/60399.html
http://www.iprbookshop.ru/1534.html
http://elibrary.ru/
http://cyberleninka.ru/
http://biblioclub.ru/index.php
http://www.iprbookshop.ru/

Jlns mpoBeneHUsT BCeX BUIOB YYEOHBIX 3aHATHH 1O JUCHUIUIMHE U OOecTeueHus
MHTEPAKTUBHBIX METOAOB OOYy4YeHMs, HEOOXOIUMBI CTOJIBI, CTYJbsl (Ha TPyHIy IO KOJUYECTBY
MOCAJOYHBIX MECT C BO3MOXHOCTHIO PACCTAaHOBKH JUIsI KPYIJIBIX CTOJIOB, JUCKYCCHi, IpodYee);
JIOCKa MHTEPAKTUBHAS ¢ pabo4YrM MecTOM (MYJIbTUMEIMUHBIN MPOEKTOP C IKPAaHOM U pabodum
MECTOM); JKeJlaTeJIeH JOCTYI B HH(POPMAIIMOHHO-KOMMYHHUKAIMOHHYIO CeTh « THTEpHET.

B cootBerctBue ¢ TpeboBanusMu PI'OC BO npu peanu3andd HACTOSIIECH JUCITUTIIMHBI
OIIOII BO HeoO6xoauMoO TakKe YYHTBHIBaTh OOpa3oBaTeIbHBIE MOTPEOHOCTH OOYYAIOIIUXCS C
OTPAaHMYCHHBIMH BO3MOXKHOCTSIMH 3JIOPOBBS, OO€cleunBaTh YCIOBUSA 1 ux dhdekTuBHON
peanu3alMM, a TaKKe BO3MOXXHOCTH OCCHpEensITCTBEHHOrO JOCTyna OOydJaroummxcsi ¢
OTPaHUYEHHBIMH BO3MOXKHOCTSIMU 3JI0pPOBBSI K 00BEKTaM HH(PaCTpyKTypbl 00pa30BaTEIBHOTO

YUPCIKACHU.



PaGouast mporpamma AMCIUIIMHBI —«JlOKYMEHTallMOHHOE OOECTeYeHHe yIpaBICHUS»
cocraBiieHa B cooTBeTcTBUU ¢ TpeboBanusMu ®I'OC BO no nampasnenuto noaroroBku 38.03.04.
[ocynapcTBeHHOE M MYHHMIMIAJIBHOE YIPaBICHUE, YTBEP)KIACHHOTO INPHKA30M MHUHHCTEPCTBA
obpazoBanus u Hayku Poccuiickoit @enepannu ot 12.08.2020 r. Nel016

[TporpamMmmy cocTaBuiI:

K.3.H, Jo1eHT kadenpsl «Menemxment» Suauena JI.X.
(momxuocth, ©.1.0.)

[Tporpamma o00peHa Ha 3aceganuu Kaeapbl « MeHEeHKMEHT
[Tpotokost NeQot «22» mas 2024 roga

[Tporpamma oo0peHa Y4eOHO-METOAMUYECKUM COBETOM (paKysIbTeTa DKOHOMHUKH U YIIPABIICHUS.
[Tpotokos Ne 9 ot «22» mast 2024 rona






CBeeHusi 0 TmepeyTBep:KIeHMH MNPOrpaMMbl HAa O4YepeHOW Y4YeOHbId Trod W
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YyeOHsblii Pemrenue BHecennble u3sMeHeHUS IMonmuce 3aB.

rof Kadeapsl kadenpoit
(Ne mpoTtokona, nata)




