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1. MACIHIOPT NPOT'PAMMBI YUYEBHOM JIUCHUTLTAHBI
JlokyMeHTallMOHHOe o0ecnevyeHHne YIpaBJaeHus

1.1. O0Js1acTh NPUMEHEHUsI NPOrPAMMbI

PabGouas  mporpamma  ydyeOHOM  gucuuIUIMHBL  JlOKyMeHTanHMOHHOe
o0ecriedyeHre YNpaBJIeHUsl SBJISETCS YacThbl0O OCHOBHOM mpodeccroHanbHOU
oOpa3oBarenbHOM mporpamMmbl B cooTBeTcTBUM ¢ PI'OC mo cnenuanbHOCTH
40.02.01 IIpaBo u opranuzaius coruaibHOro ooecrneueHus (6a3oBasi MOJrOTOBKA).

Pabouass mporpamma yueOHOW AMCHMILIMHBI MOXET OBITh HCIOJB30BaHA B
JOTIOJIHUTEIBHOM IPO(ECCHOHATBHOM 00pa30BaHUM M B IPO(ECCHOHATBHOU
MOJTOTOBKE COTPYAHUKOB YUPEXKICHUI COLUATBHON C(ephl.

1.2. MecTo y4yeOHOIl JUCHHUILUINHBI B CTPYKTYpPe OCHOBHOI NMPO(ecCHOHATBHOI
o0pa3oBaTe/IbHOM NMporpaMmabi: JTUCIIMILIAHA OTHOCHUTCH K
obmenpodecCHOHAIBHBIM YICOHBIM JTHUCHUILUIMHAM MPO(HECCHOHAIBHOTO YU4eOHOTO
[UKJIA.

1.3. eau u 3aga4u y4eOHOH AUCHMILIMHBI — TPe0OBaHUSL K pe3yabTaTaM
OCBOCHMS YUeOHOI TNUCHUIINHBI:

B pesynbTaTte ocBoeHus yueOHON AUCIUIUIUMHBI O0YYaIOIIUICS T0HKEeH

yMeTh:

- 0(hOpMIIATH OpraHU3AIMOHHO-PACTIOPSIAUTEIIBHBIC TOKYMEHTHI B COOTBETCTBUHU
¢ aerctByrommM ['OCTowm;

- OCYIIECTBIIATh 00PA0OTKY BXOSIINX, BHYyTPEHHUX M UCXOJAIIUX TOKYMEHTOB,
KOHTPOJIb 332 UX UCIIOJTHEHUEM;

- ohopMIIATH TOKYMEHTHI JIJIs TIepeIaui B apXUB OpraHu3alIiu.

B pe3ynbTaTte ocBOoeHUs y4eOHON AUCIUILUIMHBI O0YyYaIOIINICS T0IKEeH

3HATH:

- IOHATHE JOKYMEHTA, €r0 CBOMCTBA, CIIOCOOBI JOKYMEHTHUPOBAHUS;

- MpaBWJIa COCTaBJICHUA W OQPOPMIICHHUS OPTraHU3aLUOHHO-PACTIOPSAUTEIBHBIX
JTOKyMeHTOB (nanee - OP[]);

- CHCTEMY U THUIOBYIO TEXHOJOTHIO JOKYMEHTAIlMOHHOTO OOecreyeHus
ynpasienus (nanee - JI0Y);

- OCOOEHHOCTHM  JEJONPOM3BOACTBA MO  OOpallleHHsIM  TpaxaaH W
KOH(UIEHIIUAIBHOTO JIeJIONPOU3BO/ICTBA.

Pa3zButh cmoco0HocTH, HeoOxoauMmble st (OpPMHMPOBAHUS  OOHIMX
komneTenuuii (naaee OK):

OK 1. TloHumMaTe CyIIHOCTP M COLHMAJIbHYIO 3HAYUMOCTb CBOEH Oymymiei
npodeccun, MposIBIATH K HEW YCTOMYMBBINA HHTEPEC.

4



OK 2. Opranu3oBbIBaTh COOCTBEHHYIO AEATEIHOCTD, BBIOUPATh TUIIOBBIE METO/IbI
U crocoObl  BBITOJNHEHUS  MpOGECCHOHAIbHBIX  3a/Jay, OIEHUBATh  HX
3 PEeKTUBHOCTD U KAYE€CTBO.

OK 3. [IpunumaTh penieHus B CTAHJAPTHBIX U HECTAHAAPTHBIX CUTYALUSIX U HECTHU
32 HUX OTBETCTBEHHOCTb.

OK 4. OcymecTBisaTh MOUCK W HCIOJB30BaHHE HHPOPMAIUUA, HEO0OXO0IUMOMN
TUTST 3¢ (HEeKTUBHOTO BBITIOJTHEHUS npodeccruoHaIbHbIX 3ajady,
po(eCcCUOHANIBHOTO U JIMYHOCTHOTO Pa3BUTHS.

OK 5. HUcnonb3oBarh HH(POPMALMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTUH B
poecCHOHANTLHOM eI TEIIEHOCTH.

OK 8. CaMocTOsTENbHO ONpeAeiaTh 3aa4u NMPo(HEeCCUOHATBHOTO U TUYHOCTHOTO
pa3BUTHS, 3aHUMAThCSI CaMOOOPa30BaHUEM, OCO3HAHHO MIAHUPOBAThH MOBBIIICHUE
KBaJTU(DUKAIIAH.

OK 9. OpueHTHpOBATHCS B YCIOBUSIX MOCTOSTHHOTO M3MEHEHHUSI PABOBOM Oa3bl.

B pe3yabTrare m3ydeHusi IMCHUIIMHBI O0YYAKOIIMHCH HOJKeH 00J1a1aTh
npogeccunoHaIbHbIMU KOMIIETEHIUSIMM, BK/JIKYaIIUMH B  cedd
CIIOCOOHOCTD:

[IK 1.1. OcymiecTBasTh npodecCruoHaIbHOE TOJTKOBAHNE HOPMATUBHBIX MTPABOBBIX
aKTOB [UJIsl peaju3aluu IpaB IpaxaaH B cepe NMEHCHOHHOTIO OOecHedeHHs] U
COLIMAJILHOM 3aIlIUTEI.

[1K 1.2. OcyuiecTBiasieT npueM rpax/jiaH no BonpocaM MEeHCHOHHOTO 00eCreYeHus
Y COLMAIbHOM 3alUTHI.

IIK 1.3. PaccmMarpuBaTh makeT JOKYMEHTOB JJIi Ha3HAYCHMs TEHCHUM, IMMOCOOHH,
KOMIICHCAllUW, APYTUX BBIIUIAT, & TAKXKE MEP COLUMAIBHON MOANECPKKHA OTAECIBHBIM
KaTEropusiM I'PakJ1aH, HYKIAIOWKUMCS B COLUUAIBHOM 3alUTe.

[IK 1.4. OcymecTBisiTh YyCTaHOBJEHUE (HA3HAYEHUE, TMEpepacuer, MNEPEeBO.),
WHJEKCALIUI0 U KOPPEKTUPOBKY IMEHCHUW, Ha3HAYEHUE MOCOOMM, KOMIIEHCALM U
JPYTUX COLMAJBHBIX BBILJIAT, MCHOJB3YS HWH()POPMAIIMOHHO-KOMITBIOTEPHBIC
TEXHOJIOTUU.

[IK 1.6. KoHcynapTUpOBaTh rpaxkjaH W MNPEICTABUTENCH IOPUIAYECKUX JIUI[ T10
BONPOCaM MEHCUOHHOT0 00eCIIeYeH s U COLIMATTbHOM 3aIllUThI.

1.4 Koin4ecTBO 4acOB HA OCBOEHHE MPOrpaMMbl y4eOHOM M CHUIINHBI:
MaKCUMaJbHOW yueOHOM Harpy3ku oOydaromierocst 54 yaca, B TOM YHUCIIE:
00s13aTeNIbHON ayTUTOPHOU yueOHOM Harpy3Kku oOydarorierocs 36 4acos;
CaMOCTOSITeNIbHOM paboThl oOyuatorierocs 18 yacos.



2. CTPYKTYPA U COAEPXKAHUE YUEBHOM JUCIIUILINHBI

2.1. O0beM yueOHO# IMCUMIIMHBI M BUAbI Y4e0OHO0#l padoThl

Buj yueOHoii padoThl

Oobvem uacos

MakcumasibHasi ydeOHasi Harpy3ka (Bcero)

54

Oo0s3aTesibHAsA ayIMTOPHAsA yueOHas Harpy3Ka (Bcero)

36

B TOM YHCIJIC:

MPAKTUYCCKUEC 3aHATUSA

18

1abopaTopHbIe pabOTHI

KOHTPOJIbHBIE paOOTHI

CamocrosiTesibHas padoTa o0yuawuierocs (Bcero)

B TOM YHUCIIE:
IMOATOTOBKA MPE3CHTANN

MOJIFOTOBKA COOOILICHUS

pabota ¢ yueOHOH TuTepaTypoil 1 HHTEPHET-peCypcamMu
HanucaHue pedepara

HUmoeosas ammecmayusl 6 d)opjwe IK3AMEHA




2.2 TemaTuuyecKkni IVIAH U COAEPKAHUE YUeOHOW TUCIUIIHHBI

HanmenoBanmue Conep:xanue yueOHOro MaTepuaJia, JjadbopaTtopubie padoThl M NPAKTHYECKHE 3aHATHS, O0beM yacoB YpoBenn
pa3iesioB U TeEM caMoCTOsITe/IbHAs paboTa 00yyaumxcs, Kypcopasi padbora (IpoeKT) (eciu npedycmompensi) 0CBOEHMS
1 2 3 4
BBenenue Conep:kaHue y4eOHOIro MaTepuaja 2
1 | Henu, 3agaun u npeaMeT yueOHOM AuciuIuMHbL. CTPYKTypa AUCIUIUIMHBL, €€ 2 1
npodeccuoHabHas 3HAYMMOCTh, MEKITPEIMETHBIC CBSI3U. CyITHOCTh OCHOBHBIX MOHSATUI
JIOKYMEHTAIMOHHOT0 00eCeuyeHus YIIPaBJICHUS
CamocrosiTesibHasA padoTa 00yyaouuxcst 2
[ToaroroBuTk npe3eHTanuo Ha Temy «/IcToprs BOSHUKHOBEHHS U 3TAlbl PA3BUTHS
nenonpousBojcTsa B Poccun»
Pazpmea 1. 26
JoxkymeHTHpOBaHUE
YIPaBJIeHYECKOH
JAesITeJIbHOCTH
Temal.l Coaep:xanue yueOHOro MaTepuaJia 4
HOKYMEHTBI 1 1 | ITonsTHe 0 nOKyMeHTaX, UX QyHKIMAX. CBOWCTBA, MPU3HAKHU, KIACCU(DUKAIMSA U BAIbI 2 1,2
Croco0w! 10oKyMeHTOB. Cr1oco6bl JOKYMEHTHPOBAHHS
AOKyMCHTAIHH TpakTHYecKHe 3aHATHS
I13 Ne 1. JIokyMeHTBI U cITOCOOBI JOKYMEHTAIUU 2
CamocrosiTesibHAs padoTa 00y4arOMIMXCH. 2
[Moarorouts coodmienue: «I'OCT P 6.30-2003. O6sacTh NpUMEHEHHS CTaHIapTaY;
«DenepanbHbiii 3aK0H «OO0 AIEKTPOHHON TOITUCHY
Tema 1.2 Coaepixanue y1eOHOro MaTepuasa 2
YHupuxauus u 1 | YHudukanus u crangapTU3anys TOKyMEHTAIlUN: TIOHATHE. Y HU(DUIIMPOBAaHHAS CUCTEMA 2 1,2
CTatlapTh3aliA JOoKyMeHTauu: nousatue. CocraB yHUPUIIUPOBAHHBIX CUCTEM JOKYMEHTAIUU:
JIOKYMEHTOB

OpraHru3allMOHHO - PACTIOPAANUTECIIbHAA, OTUCTHO-CTATUCTUYCCKAA, ICPBUYHAA, YUCTHAA,
¢uHaHCcoBas u apyrue. ['ocynapcTBeHHbIE CTaHAAPTHI Ha YHU(DUIIMPOBAHHBIE CHCTEMBI
nokymeHTauu. O0mepoccuiickue KiacCu(puKaTopbl




CamocrosiTesibHast paboTa 00y4arOIIMXCs

Pabota ¢ yueOHOM TuTEpaTypOii U HHTEPHET-PECYPCaAMU:

OOBsicHUTE TEPMHUHBI «YHU(DUKALUSI» U «CTaHIAPTU3AIMSD TOKyMeHTa. Kak COOTHOCATCS JaHHbIE
MOHATUA?

Tema 1.3.
PexkBu3uThl U GaHKU
JIOKYMEHTOB

Conep:xanue yueOHOro MaTepuaJia

1

PexBu3ut, hopmysip 1oKkyMeHTa, TAIOBOU GopMyisip, hopmysip-oOpaselr, Tadens Gopm
JOKYMEHTOB, a1b00M (hOpM YHU(PHUIIMPOBAHHBIX JOKYMEHTOB: TIOHATHE, XapaKTEPHCTUKA.
[TpaBuia opopmiieHHsI pEKBU3UTOB OJIaHKA M UX PACIIONIOKEHHE HA CTaHAapTHOM (popmarte
Oymaru, pazmepsl moJieil. branku mokymeHTa: moHATHE, Ha3HAUYeHue, BUbI O1ankoB. Cocras,
oopmieHue pekBu3UTOB O1aHka. DopMyIisip-oOpaser] rpyIbl JOKyMEHTOB,
MpUHAIISKAIINX K 0HOH cucteme. Coctas, oopMIIeHHE, U3TOTOBICHHE, XPaHEHUE OJIAaHKOB
OpraHu3aIH.

1,2

HpaKanecmle 3aHATHUSA

I13 Ne 2. TpeGoBanusi k 0OPMICHHIO PEKBU3UTOB YIPABICHUYECKUX JOKYMEHTOB

CamocrosiTesibHasA padoTa 00yyalouuxcs.
Hanwucanue pedepara Ha Temy: «[IpoekTupoBanue OJIAHKOB JIOKYMEHTOB OPTaHU3aII

Tema 1.4
Opraau3aloOHHO-
pacropsiIuTeIbHbIC
JIOKYMEHTBI

Conep:xanue yueOHOro MaTepuaa

1

OpraHu3annoHHO-pacopsAIUTEIbHbIE TOKYMEHTHI: TOHATHE, HA3HAYeHNUEe, OCHOBHBIE BUJIBI.
OpFaHI/ISaHI/IOHHBIe JOKYMCHTEI: YCTaB, IMOJIOKCHUEC, CTPYKTYpa U IITaTHAA YUCJICHHOCTD,
HITaTHOE paclKcaHue, MpaBuia JOHKHOCTHAS MHCTPYKIMS, UX Ha3HAUEHUE, XapaKTepUCTHKA
U cocTaB, TpeboBaHNE K 0(OPMIICHHIO, TOPSIOK YTBEpKIeHUs. PacniopsauTenbHble
JOKYMEHTBI: TIOCTAaHOBJICHHE, MIPUKA3, pacCIOpsUKEHHNE, UX Ha3HaueHHe, XapaKTepUCTUKA U
cocraB, TpeboBaHus K opopmieHuto. CripaBoUHbIE JOKYMEHTBI: CIyKEOHbIE MHChbMa,
CIPaBKH, JIOKJIJHBIE 3aIIUCKH, IPOTOKOJIBI, aKThl, 3asIBIICHUS, UX XapaKTEpPUCTHKA U COCTaB,
TpeboBaHus K opopmiieHH0. TUITBI TOKYMEHTOB: TOAJIMHHUK, KOTHS, TyOJIUKaT, BBIMUCKA, UX
HaszHaueHue. [Topsaok opopmieHns u BeIAauM KONMUHN U AyOIMKATOB JOKYMEHTOB, BBIITMCOK U3
HHUX

[\

1,2

IIpakTHYecKHe 3aHATHA

I13 Ne 3. Buzb! opraHn3aliMOHHBIX TOKYMEHTOB

113 Ne 4. PacniopsiauTenbHble JOKYMEHTBI

I13 Ne S. lndopmanmoHHO-ClipaBOYHasi JOKYMEHTALUs




CamocrosiTesibHas paboTa 00y4arOIMIMXCH.
Pa6ota ¢ yueOHoOI muTepaTypoil 1 MHTEpHET-pecypcaMu: pa3padoTaTh MAOIOH U CTPYKTYPY
TEKCTa OCHOBHBIX OPraHU3allMOHHO-PACIOPSANTEIbHBIX JOKYMEHTOB B JIEKTPOHHOM BH/JIE

Paznen 2. 24
Opranuszanus

padoThI ¢
AOKYMEHTAMHU

Tema 2.1. Copep:kaHue y4eOHOT0 MaTepuaa 4

Opranuzanus 1 | Ciyx6a JIOY B opranu3anusix, Ha3HaueHUe, 3a7a49u, PyHKIIUH, TUTIOBBIC CTPYKTYPHI, 2 1,2
JOKYMEHTO0000poTa JOJLKHOCTHOM cocTaB. PernamenTanus padotsl ¢ CJOY. JlokyMeHTOO00pOT: MOHATHE, 0011IKE
IPUHLUIIBI OPraHU3aUH JJOKYMEHTOO00POTa, €ro CTpYKTypa, He0OOXOAMMOCTb yyeTa 00bema
NoKyMeHTooOopoTa. HopMaTuBHBIE JOKYMEHTHI, PETJIIAMEHTUPYIOLNE OPTaHU3ALUI0
JOKYMEHT0000poTa
IIpakTHyeckue 3aHATHA
I13 Ne 6. OcHoBHBIC (hopMBI Opranu3anyu cayxos1 JJIOY 2
CamocrosiTesibHasA padoTa 00yyaromuxcst 2
Hanmcanue pedepara Ha TeMy: « THCTPYKIIMHU IO A€TONPOU3BOICTBY KOHKPETHOTO NPEATPHUSITHS)

Tema 2.2. Coaepxkanue yueOHOIro MaTepuaa 4
Opranusanus 1 | Perucrpanust JOKyMEHTOB, OIIPEAEIICHUE, LIEIH, 3aa49H, MECTAa PETUCTPALIUH PA3INYHBIX 2 1,2
perucTparuu KaTeropuit 10KyMeHTOB. CucTeMbl U ()OPMBI PErHCTPALIUU, UX JOCTOUHCTBA U HEJOCTATKH.

JOKYMEHTOB H [Toka3zaTenu, BBOAUMBIEC B perHCTpannoHHbIe (hopMbl. Buabl peructparmm. OcoOeHHOCTH
KOHTPOJIb UCTIOJIHEHUS perucTpanyy BXOJAIIUX, UCXOIAIIUX U BHYTPEHHUX JJOKYMEHTOB. KOHTpOIIb HCTIONTHEHUS
JIOKYMEHTOB JIOKYMEHTOB: TOHATHE, Ha3HAYeHHE, BUIBL. [I[puHIMIBI opranu3anuu KoHTposst. Cpoku
VCTIOJIHEHUS: TUIIOBOM, MHAMBHIyalbHbIN. TeXHOIOTUs BeIleHHUs] KOHTPOJIs

IIpakTuyeckue 3aHATHA
I13 Ne 7. OOpaboTka NOCTYNAOIMIKX U OTHPABISEMBIX JOKYMEHTOB. KOHTpOIb HCIOIHEHUS 2
JOKYMEHTOB
CamocrosiTesibHasi padoTa 00yYarOIMXcst 2
Pabota ¢ yueOHOIi TMTEpaTypoil U MHTEPHET-PECYpCcaMu: OPSIIOK COCTaBICHUS U opopMIIeHUs
aBTOOMOrpaduu, XapaKTEepUCTHKH, pE3IOMe
Hanucanue pedepata Ha Temy: «Oprannzanus UHOOPMAIIMOHHO-IOUCKOBBIX CUCTEM H
KOHTPOJISI UCTIOJIHEHHUSI JOKYMEHTOBY

Tema 2.3. Coaeprxkanue yueOHOro MaTepuaJia 4




Opranuszanus 1 | TpeboBaHus K OpraHu3aluy ONEPaTUBHOTO XpaHEHUs JoKyMeHToB. HomeHknarypa nen: 2 1,2
OTIePaTUBHOTO noustTue. Bunsl Homenknarypsl nei. [lopsiniok cocrapnenusi, ohopmieHus, yTBEPKIACHUS U
XpaHEHUS TIOKyMEHTOB MPUMEHEHHS KOHKPETHOW HOMEHKIaTypsl aen. [Topsaaok opopmnenus nen. OpraHuzanus
U TIOPAZIOK TMepeaaun XpaHeHUs! UCTIOJTHEHHBIX JOKYMEHTOB. [lopsiiok nepenaun TOKyMEHTOB Ha XpaHEHUE B apXUB
B apXMB IIpakTuyeckue 3aHATHSA
113 Ne 8. [ToaroroBka nien k apxuBHoMy Xpanenuto. Homenkiarypa 2
CamocTrosiTesibHasi padoTa 00yYarOmMXxcst 2
[ToaroroBuTk npe3eHTaLMIO HAa TeMY: «OpraHu3anys OepaTUBHOIO XPaHEHHSI JOKYMEHTOB U
MOPSAJIOK TIepelaun B apXUB)»
Tema 2.4. Conep:xanue yueOHOro MaTepuaJa 4
JlokymMeHTanus 1o
IpodecCHOHATbHOM 1 | Konpuaenuuansusie 10KyMeHTH. CTPYKTYpa M OCOOCHHOCTH JOKYMEHTO000pOTa 2 2
eATENBHOCTH KOH(UIEHIMATBHBIX JOKYMEHTOB. TexHonorus y4uera, 00paboTKU U UCIIOIHEHUS
KOH(HUICHIIMATBHBIX JOKYMEHTOB. @DOPMHUPOBAHNE U XpaHEHHE A€ KOH(OUACHIINAIBHBIX
JOKYMEHTOB. JIoKyMeHTHI 110 o0palleHusIM rpaxaad. Buasl oOpaienuii rpaxxaan u paboTa ¢
HUMHU, TOPSII0K JEJIIONPOU3BOCTBA 110 OOPALEHUSAM IPakIaH.
IIpakTHyeckue 3aHATHA
I3 Ne 9. Opranuzanus paboTsl ¢ oOpamnieHusIMU rpakaan. Opranuzaius paboThl ¢ TOKYMEHTaMU, 2
MMEIOIUMU TpUGBI OTPAaHUYEHUS JOCTYIIa
CamocrosiTesibHAs paboTa 00y4aroUIMXCH. 2
Pabora ¢ y4eOHOI nuTEpaTypoil M1 HHTEPHET-pECypcaMu: cocTaBiIeHHe (OPMblI KapTOUKH IpHeMa
rpaXxaaH.
Hanucanue pedepara Ha Temy: «llopsmok paboTel € JAOKYMEHTaMH, COJEpKALIUMH
KOMMEPYECKYIO TalHY»
JIK3aMeH
Bcero: 54
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3. YCJOBUS PEAJIN3AIIMA TPOTPAMMBbI YUEBHOM JUCHHUITIINHBI

3.1. TpeOoBanuss K MHHUMAJIbHOMY  MAaTepPHATbHO-TEXHUYECKOMY
o0ecrne4eHn 1o

Peanuzanus yueOHOM TUCHUILTUHEI TpeOyeT HAIUYUs J1a00paTOPUN TEXHUIECKUX
CpeICTB 00y4YeHUs

ObopynoBanmne yueOHOro kaOuHera:

- CTOJI YYCHUYECKUN 3-X MECTHBIN;

- CTOJI YYHUTEIIbCKUN;

- CTYJ NONyMATKUU «Popmay;

- IOCKa MarHuTHas 3-X CEKIIMOHHAS;

- KOMILUIEKT MeOeu )i ayAUOCUCTEMBI;
- BBIKATHBIC SAIINKY;

- CTYJ NONYMSTKUNA «POpMay C MIOMATPAMU;
- CTEJUTAX JUIsl KOMIIBIOTEPHOM TEXHUKH;
- BELIaJIo;

- JKAJIIO3H.

Texnnuyeckue cpeacTBa 00y4eHHs :

- uatepaktuBHas gocka Hitachi FX-77 TRIO;

- npoexktop HITACHI;

- komnbrorep Compad dx 2200 Mierolower;

- okpaH komnbrotepHbli LG FLATRON L 1530S;

- MoOmbHas udposas ayauocuctema SARP X —BASS;
- HoyTOyK Lenovo :B50-30.

3.2. UudopmanuonHoe odecnevyeHne o0yueHust

Ilepeyenb pekomMeHayeMbIX YueOHbIX M3aanuil, UHTepHeT-pecypcos,
JAOIOJHUTEJIbHOM JIUTePaTyphbl

OcHoBHas JuTEparypa

1. T'maguii, E. B. JlokymeHTanMoHHOE OOeCleUeHHE yIpaBieHUs: YdeOHOoe
nocooue/I' mamuitE.B. - Mocksa : U1 PUOP, HUILl UH®PA-M, 2016. - 249 c.
(ITpodeccuonanvuoe obpazoBanue) ISBN 978-5-369-01042-6. - Tekct
anektponHbiii. - URL: https://new.znanium.com/catalog/product/468335 Pexum
nocryna: http://znanium.com/ mo maposro

2. beikoBa, T. A. JlokymeHTanlmoHHOE  OOCCICYCHHE  YIPABICHUS
(menompou3BoicTBO) : yueOHoe mocodue / T.A. beikoBa, T.B. Ky3nenona, JI.B.
Cankuna ; mox o6mi. pen. T.B. Ky3nenoBoit. — 2-e uza., nepepad. u aom. —
Mocksa : UTHOPA-M, 2019. — 304 c. + Jlon. Mmatepuaisl [ DI€KTPOHHBIN pecypc].
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— (Cpennee mpodeccuonanbHoe obOpaszoBanme). - ISBN 978-5-16-106774-1. -
Teker : anextponnbiii. - URL: https://new.znanium.com/catalog/product/1070624
Pexxum nocrtyna: http://znanium.com/ o mapoJito

JlonoiHUTE IbHAS JIUTEepaTypa

1. Ianacenko, 0. A. [lenmompou3BOACTBO: JOKYMEHTALIMOHHOE oOOecredeHne
ynpasieHus: YuebHoe nocobue / [Tanacenko FO.A., - 3-e uzn. - Mocksa :PUOP,
NH®PA-M, 2016. - 112 c. - (BO: bakanaspuar). - ISBN 978-5-16-104535-0. -
Texkcr : snextponnbid. - URL: https://new.znanium.com/catalog/product/542773
Pexwum noctyna: http://znanium.com/ mo mapoito

2. beikoBa, T. A. JlokymMeHTaLMOHHOE  OOECIEUECHHE  YNPABJICHUS
HEroCyJapCTBEHHBIX opranu3aiuii: YueOHoe nocooue / beikoBa T. A., Cankuna
JI. B. - 2-e u3x., nepepad. u gom. - Mocksa : HUL] UH®PA-M, 2015. - 302 c. (BO:
bakanaBpuar) ISBN 978-5-16-010379-2. - Tekct : snektponsbiid. - URL:
https://new.znanium.com/catalog/product/468884 Pexum J0CTyIa:
http://znanium.com/ o napo:o

4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMS YUEBHOM
JTUCHUATIIMHBI

Konrposbr uM omeHka pe3yJbTaTOB OCBOCHUS Y4e€OHON  JUCHUILIUHBI
OCYULIECTBJISIETCS TPENoJaBaTeiIeM B MPOLECCe MNPOBEACHUS MPAKTUYECKUX
3aHSTUNA, a TaKKe BBIMOJHEHHUS OOYdYarOUIMMHCS WHAWBUIYAIbHBIX 3aJlaHUN U
BHEAYJIUTOPHON CaMOCTOSITENIbHON PabOTHI.

Pe3yabTaTnl 00yyeHus @®opMBbI U METO/IbI KOHTPOJISAA M OLIEHKH
(ocBOCHHBIC YMEHHS1, YCBOCHHbIC 3HAHMA) pe3yJbTaTOB 00y4eHHs
Ymenus:
- oopMIATH OpraHHU3allMOHHO- Texymmii KOHTPOJIb:
pacnopsiAuTeIbHbIE JIOKYMEHTBI B - IPOBEpPKA UHIUBUAYAIbHBIX 33aHUM;
cootBeTcTBHH ¢ AelcTByrommM ['OCTowm; - YCTHBIH OIIpOC;
- OCYILIECTBJIATh 00pabOTKY BXOMSIINX, - IPAKTUYECKUE 3aHATHS;
BHYTPEHHUX M HUCXOAALIUX JIOKYMEHTOB, - caMOCTOATeNbHas paboTa.
KOHTPOJIb 328 UX HCIIOJTHEHUEM;
- 0OpMIIATE JOKYMEHTHI juisi mepenaun B | MITOrOBBIi KOHTPOJIb:
apXMB OPraHU3allUH. - OK3aMCH.
3HaHus:
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- TOHSTHE JOKYMEHTa, €ro CBOMCTBa,

CIOCOOBI JIOKYMEHTUPOBAHHS,

- TpaBWIa COCTaBIIEHHS U O(OpMIIEHUS
OpraHU3aIMOHHO-PACTIOPSIUTEILHBIX
JTOKyMeHTOB (nanee - OPJI);

- CHUCTEeMY H THUIIOBYIO TEXHOJOTHIO
JOKYMEHTAIHOHHOTO obecrieueHHs
ynpasienus (nanee - JIOY);

- OCOOEHHOCTH  JIEIONPOM3BOJICTBA
oOpanieHusIM rpakJIaH
KOH(HICHIIMATIHHOTO ISTIONPOU3BOJICTBA.

o
u

5. INIAHUPOBAHUME YUEBHBIX 3AHATHUI C HCITIOJIb30BAHUEM AKTUBHBIX
N UHTEPAKTHUBHBIX ®OPM U METOA0OB OBYYEHUSA CTYAEHTOB

Kparkas xapakTtepucTruka BU1a 3aHATUI

Hcnonb3yeMbie aKTUBHBIE
Y UHTEPAKTHUBHBIE (JOPMBI

O06bem 3aHaTHit
B
WHTEPAKTHBHBIX
dbopmax (gachl)
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Jleknun npoOaeMHast JIeKIus 8
IIpakTHYeckHe 3aHATHH, CECMHUHAPDI: OIPOC/KOIJIOKBUYM 5
JlaGopaTopHble 3aHATHS: HE IIPEyCMOTPEHO -

BCEI'O: 13
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