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1. TACIIOPT PAFOYEH ITPOTPAMMbI YYEFHOH JTHCIHIT/THHBI
OI1.08 Ocnoswt 0enronpouseoocmea

1.1. Oobnacms npumenenun padoueii npozpammeol
Pabouas mporpamma y4eOHON AMCHUUIUIMHBI SIBISIETCS YacThIO OCHOBHOW IpogecCHOHATbHOU
oOpazoBarenbHON mporpaMMbl B cooTBeTcTBUU ¢ PI'OC mo cnenumansHocTH CIIO, BXomsmmx B
cocTaB ykpymHeHHOM rTpynnsl crneuuanbHocTedl  38.00.00. «JxoHOMHMKA U yHOpaBiieHHe» IO
cnenuanbHoctu 46.02.01 JfokymeHTalmoHHOE o0ecrieueHre yrpaBieHHsl U apXUBOBECHHE
Mecmo yuednoit oucyuniunsl 6 CmpyKmype 0CHO8HOU NPOPeccuoHanbHol 00pa3oeamenbHoll
npozcpammopl; TUCUUIIIINHA BXOOWUT B HpO(beCCI/IOHaHBHI)II\/’I UK 1 4aCTU BApUATHBHBIX YaCOB IIO 3aIIpocCy

paboroxatens.

1.3. lenu u 3a0auu oucyuniaunvl — mpedo6aAHUA K Pe3yabmamam 0C60eHUA OUCUUNTUHDBL:
B pezynvmame oceoenusi oucyuniuHvl 06y4aromuiics 00uHceH
ymemv: oopmaAmb  OOKYMEHMAyuro 6 COOMEemcmeuu ¢ HOPMAMUeHol  6a3oll, UCHONb3YA
uHgopmayuoHHvle MexHoI02Ul;
oCyuecmeanams adgmomMamu3ayuro 00pabomku OOKyMeHmo8,
YHUpuyuposams cucmemuvl OOKyMeHmayuu,
0Cyuecmenams XpaneHue u HOUCK OOKYMeHMOo8,
oCyuecmeanams adgmomMamu3ayuro 00pabomku OOKyMeHmMo8,
UCNONIL308AMb MEIeKOMMYHUKAYUOHHbIE MEXHOL02UU 8 IIeKMPOHHOM OOKYMEeHmMOoobopome,
3HamMb:
noHsamue, yeau, 3a0ayu U NPUHYUNsl 0e10nPoU3800Cmad;
OCHOBHbLE NOHAMUSA OOKYMEHMAYUOHHO20 0Decneyenus YynpasieHusl,
cucmemvl OOKYMEHMAYUOHHO20 0DecneyeHus YnpasieHus;
KAACCUuKayuio 0OKyMeHmos;
mpeb08aHus K COCMasieHuto U 0Q)oOpMIeHUI0 OOKYMEHMOos,
opeanuzayulo  OOKymMenmoobopoma: npuem, 00OpabOmKy, peucmpayuio, KOHMpPOIb, XpaHeHue
O0OKYMEHMO8, HOMEHKIamypy 0ei;
1.4 Pabouas npozpamma nanpaenena na popmuposanue oouux u npopheccuoHaIbHbIX KOMHEMeH YUl

OK 01. Beibupars crocoObl perieHust 3aaad npodecCHOHATBHOM JSATEIbHOCTH MPUMEHUTEIBLHO K
Pa3TUYHBIM KOHTEKCTaM;

OK 02. Ucnonws30BaTh COBpEMEHHBIC CPEACTBA MOMCKA, aHAIM3a W MHTEPIpETAIlluu WH(pOpMaAIuu U
uH(OPMAIIMOHHBIEC TEXHOJIOTUH JJIs BBEITIOTHEHHS 3a/1a4 MPOPECCHOHATHHON ACSITETbHOCTH;

OK 03. IlimanupoBaTh U peaanu30BBIBATh COOCTBEHHOE MPO(PECCHOHAIBPHOE U JTUYHOCTHOE Pa3BHUTHE,
NpEANPUHIMATENBCKYIO JICATEIIbHOCTh B TpodeccuoHanbHOil  cdepe, HCMONb30BaTh 3HAHUSA IO
(¢buHAHCOBON T'PaMOTHOCTH B Pa3IMYHbIX KU3HEHHBIX CUTYyaIIHIX;

OK 04. O¢ddexTrBHO B3aMOAEHCTBOBATH M pabOTaTh B KOJUIEKTUBE M KOMaH/IE;

OK 05. OcymecTBisTh yCTHYIO M NHCbMEHHYI0 KOMMYHHKAIIMIO Ha TOCYAAapCTBEHHOM SA3bIKE
Poccuiickoit @enepannu ¢ yueToM 0COOEHHOCTEH COLMANTBHOTO U KYJIbTYPHOTO KOHTEKCTa,

OK 06. IlposBisaTe TrpaXAaHCKO-MATPUOTHYECKYIO TMO3UILMIO, JEMOHCTPUPOBATH OCO3HAHHOE
NOBEJICHHUE Ha OCHOBE TPAJUIIMOHHBIX OOIIEUEIIOBEUECKUX LIEHHOCTEH, B TOM 4YHCIE C Y4YETOM
TapMOHHM3allMd  MEKHAI[MOHANBHBIX M  MEXKPEIUTHO3HBIX  OTHOIIEHUHM, MPUMEHSTh CTaHAApPTHI
AHTUKOPPYMIIUOHHOTO MTOBE/ICHNUS;

OK 07. CopeiicTBOBaTh COXpPAaHEHUIO OKPYKAIOUIEH Cpenbl, pecypcocOepekeHHI0, MPUMEHSTH
3HaHUS 00 M3MEHEHMM KJIMMAaTa, MPUHLUIBI OepeXIMBOIO MPOU3BOACTBA, 3(PPEKTHUBHO IEHCTBOBATH B
Ype3BhIYAITHBIX CUTYAIIHIX;

OK 08. HMcnone30BaTh cpeacTBa (GU3NUECKON KyIbTYpHI AJIs1 COXPAHEHUS U YKPETJICHUS 30POBbS B
nporecce MpoPEeCCHOHAIBHONW JESITSIIbBHOCTH W TOJJICpKaHUsA HEO0OXOIUMOTO YpOBHSA (HU3UYECKOM
HOJTrOTOBJICHHOCTH;

OK 09. Tlons3oBaThcsi TpohecCHOHATILHON JOKYMEHTAIMEH Ha TOCYIapCTBEHHOM W WHOCTPAHHOM
SI3BIKAX.



[IK 1.1. OcyuiecTBasTh IpHEM — Niepeaady yrpaBieH4ecKoil HH()OpMaIK ¢ TTOMOLIbIO CPEICTB
MH(POPMALIMOHHBIX 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTUH.

[1K 1.2. KoopaunupoBaTb paboTy NPUEMHOM PYKOBOJIUTES, 30H IpUEMa Pa3InYHBIX KaTeropuit
MOCETUTEIIEN OpraHu3allrH.

[1K 1.3 BrnageTs HaBbIKaMU IJIAHUPOBAHUS pab0OYEro BpeMEHU PYKOBOAUTEINS U CEKpeTapsl.

I1IK 1.4 OcyiiecTBasTh MOATOTOBKY JEIOBBIX MOE3/I0K PYKOBOJIUTEISI U APYTUX COTPYTHUKOB
OpraHH3aI1H.

[1K 1.5 Bnagets cmocobamu opraHu3aiuy pabodero NpocTpaHCTBa MPUEMHON U KaOMHETa PyKOBOIUTEIIS
IIK 1.6 OcymiecTBasTh paboTy MO MOATOTOBKE M MPOBEACHUIO KOH(PEPEHTHBIX MEPONIPHUITHH,
obecneunBaTh HHPOPMALIMOHHOE B3aUMOACHCTBUE PYKOBOJIUTENS C MOAPA3AEICHUAMHU U JODKHOCTHBIMU
JULAMH OpPTraHU3aLNN.

[1IK 1.7 OdopmiaTh OpraHu3aImOHHO — PACTIOPSAIUTENHHBIC TOKYMEHTHI U OPTaHU30BBIBaTH PabOTy €
HUMHU, B TOM YHCJIE€ C UCIOJIb30BaHUEM aBTOMATU3UPOBAHHBIX CUCTEM.

IIK 1.8 OdopMisaTh JOKyMEHTHI 110 JJAYHOMY COCTaBY U OpPTaHW30BBIBATH pa0OTYy C HUMH, B TOM YHCIIE C
MCII0JIb30BAaHNEM aBTOMATU3UPOBAHHBIX CHCTEM.

[1K 1.9 Opranu3oBsiBaTh TEKYIIEe XPaHEHUE TOKYMEHTOB, 00pa0OTKY JIeJ AJI ONEPaTUBHOTO U
ApXMBHOT'O XPaHEHMsI, B TOM YHUCJIE C UCIOIb30BAHUEM aBTOMAaTU3UPOBAHHBIX CUCTEM.

[1K 2.1. OcymiecTBasATh KOMILUIEKTOBAHUE ApXUBHBIMU JIEJIaMH (JOKYMEHTaMH1) apXHUBa OPTaHU3alINH.

[IK 2.2. Bectn y4yet apXUBHBIX J1€]1 (JOKYMEHTOB), B TOM YHCJIE C UCIIOJIb30BaHUEM aBTOMATU3UPOBAHHBIX
CHCTEM.

[1K 2.3. OcyuiecTBisATh XpaHEHHE apXUBHBIX A€ (JJOKYMEHTOB) C IIOCTOSSHHBIM CPOKOM XPaHEHUs U 110
JUYHOMY COCTaBY B apXUBE OpraHU3alHH.

[IK 2.4. OcyimecTBiATh XpaHEHUE, KOMIUIEKTOBAHUE, YUET U UCIOIb30BaHUE J€] (JOKYMEHTOB)
BPEMEHHOI'0 XpaHEHUs

[IK 2.5 OcymiecTBisITh UCIIONB30BaHUE APXUBHBIX J€J1 (JOKYMEHTOB), B TOM YHCJIE C UCIOJb30BAHUEM
aBTOMAaTH3UPOBAHHBIX CHCTEM.

1.5. Pexomenoyemoe KOIUUECHBO UACOE HA OCBOECHUE NPOZPAMMBL OUCUUNIUHDBL:
MAKCUMANILHOU Y4eOHOU Hazpy3ku obyuarouwecocs 68 uacos, 6 mom uucie: 0013amMeNbHOL
ayoumopHou yueOHol Haepysku obyuarowezocs 60 uacos;, npakmuyecKue 3aAHAMUL
ooyuaroweeocs 30 uacos, camoCTOATEIBLHON pabOThI 00yUaromerocsi 8§ 4acos

2. CTPYKTYPA H COJEPKAHHE YYEBHOH JUCIHII/THHBI

2.1. Odvem yuedoHOIll OucyunIUHBL U 8UObL YUEOHOU padomul

Buo yueonoii pabomut Oovem uacos
Maxkcumanvnasa yueonaa nazpyska (6cezo) 68
Oobazamenvuas ayoumopnas yueonasn nazpyska (ecezo) 60
8 MOM Huciue:
npaKmuiecKue 3auamus 30
CamocroaTenbHasa paborta obyuatoweroca (Bcero) 8
Ilpomesricymounas ammecmayusn 6 popme ougpgpepenyuposannozo 3avema




2.2. Temamuueckuit nnan u cooeprcanue y4eOHoU OUCYUNTUHBL

OI1.08 Ocnoswl oenonpouszeoocmea

Haumenoeanue pazoenoe u Cooepotcanue yuebnozo mamepuana, npaKmuuecKue Oobvem | OcBamBaembie 3J1eMeHTHI KOMIETEH U U
mem padomul, CAMOCmMOAMENbHAA PAOOMA 00YUAIOULUXCA uacoe JIMYHOCTHBIX Pe3yJIbTaTOB
1 2 3 4
Beeoenue Ocnoguvle nouamusi u onpeoenenus. Illonamue mepmuHos OK 01, OK 02, OK 03, OK 04, OK 05,
«OOKYMEHMY»,  «OOKYMEHMOBeOeHUe», «OOKYMEHMAYUOHHOe
OK 06, OK 07, OK 09
obecneuenue ynpaenenus». Hopmamusno-npasosas 6asza 2
IIK1.1- 1.9, 2.1- 2.5
opeanuzayuu OOKYMEeHMAYUOHHO20 obecnedenus: YnpaeieHus
KaK OCHO8A MeXHOI02UL NPOYeCCO8 YNPAGIeHUsL.
Pa3zoen 1.
Jlokymenmuposanue
YHnpaeneHuecKoi
desamenbHOCHU
Tema 1.1. Brusnue nayyno-mexunuyecko2o npoepecca Ha OOKYMeHm U
Jloxymenmot u  cnocobwl | doxymenmuposanue. Mamepuanvhvie Hocumenu ungopmayuu
OOKYMEHMUPOBAHUSL Obwepoccutickue knaccugpuxkamopwol (OKY/], OKIIO, OKB3/], 2 OK 01, OK 02, OK 03, OK 04, OK 05,
OKVH). @3 «06 snexmponuou noonucuy. /[okymenmal: OK 06, OK 07, OK 09
dynkyuu, kraccuguxayus, 8ubl. IIK 1.1- 1.9, 2.1- 2.5
Knaccugpukayus ookymenmos no cnocody uzeomoesnemus,
NPOUCXOAHCOCHUS, COOEPHCAHUS, HAUMEHOBAHUS U OPYUM 2
NPUBHAKAM.
CamocrosiTesqibHasi padora:
[ToaroroBka qokianga mo Teme (BEIOOP 00YyJaroIerocs):
1. DTtamnbl pa3BUTHS I1€JIONPOU3BOICTBA.
2. HOHSITI/II:I I[CJIOHpOHI/BBO,Zl[:)CTBa. . OK 01, OK 02, OK 03, OK 04, OK 05,
3. Ilonsarus JIOYVY. 2 OK 06, OK 07, OK 09
IIK 1.1- 1.9, 2.1- 2.5
4. JIOKYMEHTHI U €ro (pyHKITUH.
[TpusHaku kiaccudukanuu T0KyMEHTOB.




Tema 1.2. Yuugurayusa u cmanoapmuzayus 0okymenmayuu. OK 01, OK 02, OK 03, OK 04, OK 05,
Vuuguxayus u Yuugpuyuposannas  cucmema  doxymenmayuu.  Cocmas OK 06, OK 07, OK 09
CmMaHoapmu3ayus VHUDUYUPOBAHHBIX cUCmeM OOKYMEeHMAayuu. lIK1.1- 1.9, 2.1- 2.5
ookymenmos. Cucmemul Hayuonanenvlie cmandapmol na ynuguyuposanHule cucmemvl
0OKyMeHmayuu 0OKYyMeHmayuu.
CamocrosiTesqibHasi padora: OK 01, OK 02, OK 03, OK 04, OK 05,
CocraBneHue oOmMOpHOTO KOHcmekTa mno Teme «lIpuHuumb OK 06, OK 07, OK 09
YHU(DUKAIIMN U CTAaHIAPTU3AIUN JOKYMEHTOBY. IIK 1.1- 1.9 2.1- 2.5
Tema 1.3. Dopmynap OokymeHma, munogou gopmynap, Gopmynap-
Pexeuszumoi u 61amku obpazey, maberb Gopm  OOKyMeHmo8, anbOoM  Popm
O0OKYMEHMO8 VHUDUYUPOBAHHBIX OOKYMEHMOB. OK 01, OK 02, OK 03, OK 04, OK 05,
Ilpasuna  ogopmnenus  pexeuzumog  OnaAHKA U UX OK 06, OK 07, OK 09
PACNON0JCEHUSL HA CIMAHOAPMHOM (opmame Oymazu, pamepol lIK1.1- 1.9, 2.1- 2.5
noneu. brank doxymenma. Cocmas, oghopmienue pexeusumos
onauKa.
Ilpakmuueckoe 3anamue Ne 1. OK 01. OK 02, OK 03, OK 04, OK 05,
Oghopmnenue npocmuix u CIOHCHBIX PEKBUIUMOE OOKYMEHMA
Pacnonoocenue pexsuzumos u epanuyst 301 Ha popmame A4 OK 06, OK 07, OK 09
IIK1.1- 1.9, 2.1-2.5
V2108020 U NPOOOILHO20 DIIAHKO8
CamocrosiTesibHas padora: OK 01, OK 02, OK 03, OK 04, OK 03,
Pa3zpaboTtka (mpoekTupoBaHue) OJaHKa OpraHU3aIuy. OK 06, OK 07, OK 09
CocraBnenue koHcriekta 1o Teme: «TpeboBaHus K IIK 1.1-1.9 2.1-2.5
0(OPMIICHUIO TOKYMEHTOB.
Tema 1.4. OpeanuzayuoHuo - pacnopsaoumesnvbHble 0OKYMeHMbl: NOHAmMuUe,
Opeanuzayuonuo- HaszHauenue, Kiaccupurayus, OCHO8Hble BUObL.
pacnopaoumensHast Opeanuzayuonuvie  OOKYMEHmMbl:  YCMA8,  NOJNONCEHUe,
O0OKyMenmayusl u | cmpykmypa u wimamuas 4YucieHHoOCmy, WmamHioe pacnucanue, OK 01, OK 02. OK 03. OK 04, OK 05,
ungopmayuouro- npasund,  OOJCHOCMHAA — UHCMPYKYUs, UX  HA3HAYeHue,

cnpaeovHas OOKyMeHmaL{M}Z

Xapakmepucmuka u cocmas, mpebosanus K 0@OopMIeHUIo,
NOPsI0OK YMBEPIHCOEHUSL.

Pacnopsioumenvuvie 0okymenmovi: nocmanogieHue, NpuKas,
pacnopsxcenue, CoOBMeCmHblil pAcCnOPAOUMENbHbIUL OOKYMeHM,
UX Ha3HAYeHue, Xapakmepucmukd U cocmas, mpebosamus K
oopmnenuro.

OK 06, OK 07, OK 09
IIK1.1- 1.9, 2.1-2.5




Ilpaxkmuueckoe 3anamue Ne 2.

Ogopmnenue OCHOBHbBIX 81008 Op2aHU3aYUOHHO-
pacnopaoumensHbix O0OKYMEeHMmOo8. OpeanuzayuoHmubie
OOKYMEHMbl: YCmas, MNON0NMCeHUe, CMPYKMypa U WmamHasl
YUCTIEeHHOCMb, WMAMHOe pacnucanue, npasuid, 00IHCHOCIMHASL
UHCMPYKYUSL.

OK 01, OK 02, OK 03, OK 04, OK 05,
OK 06, OK 07, OK 09
IIK1.1-19 2.1-25

Ilpakmuueckoe 3anamue Ne 3.

Cnpasounvie OOKYMeHmbl: CIYdHceOHble NUCbMA, CHPABKU,
OOKNIaOHble 3aNUCKU, NPOMOKONbl, AaKMbl, 3dAGNEeHUs, UX
Xapakmepucmuxa u cocmag, mpebosanus K oghopmieHuio.

OK 01, OK 02, OK 03, OK 04, OK 05,
OK 06, OK 07, OK 09
IIK1.1-1.9 2.1- 2.5

Ilpakmuueckoe 3anamue Ne 4.
Odhopmnenue oCHOBHBIX U8 CNPABOUHO — UHPDOPMAYUOHHBIX
OOKYMEHMO8. Pacnopsoumenvhuie OOKYMeHMmb.:
NOCMAaHOGNeHUue,  NPUKA3,  PACNOPsdNCeHUue,  COBMEeCmHblI
pacnopsoumenshsiii OOKyMeHm.

OK 01, OK 02, OK 03, OK 04, OK 05,
OK 06, OK 07, OK 09
IIK1.1-19 2.1-25

CamocrosiTesibHas padoTa:
1. CocraBnenue cxems 1o Teme «Kmaccuduxarms OP []».
2. CocraBieHre OpraHU3alMOHHOTO T0KYMEHTA
«IItatHOE pacnucaHue.
3. CocraBneHue TeKCTa JOKyMEHTa s O(OpMIICHUs
CIPaBOYHO — HH()OPMALIMOHHOTO JTOKYMEHTA «AKT.

Tema 1.5.
Lloxymenmui
npogheccuoHanbHoll
oessmenvbHOCmuU

Hozosopno-npasosast OOKYMeHmbl ~ no
BHEWHEIKOHOMUYECKOU npemeH3UOHHO-
UCKO8Aask  OOKYMeHmayus, mpebosanus K
oopmnenuro.

0OKyMeHmayus,
oessmelbHOCmu,;
UX HaszHayeHue,

OK 01, OK 02, OK 03, OK 04, OK 05,
OK 06, OK 07, OK 09
IIK1.1-1.9 2.1- 2.5

IlIpakmuueckoe 3anamue Ne 5.

Henosas cumyayus « Ogpopmnenue na pabomyy. Cocmagnenue
pesiome, mMpyoo8o2co KOHMpAKma, Npukasa o npueme Ha
pabomy.

OK 01, OK 02, OK 03, OK 04, OK 05,
OK 06, OK 07, OK 09
lIK1.1-19 2.1-25

JIP 4, JIP10, JIP 11, JIP 14, JIP17, JIP 19

Pa3zoen 2. Opzanuzayusn
paodomol ¢ 00OKymenmamu

Tema 2.1.
Opeanuzayus
00KyMeHmoobopoma
XpaneHue 0OKYMeHMOo8

u

Cnyacoa JIOY 6 opeanusayusx. JJokymenmoobopom: nonsamue,
obwue NPUHYUNBL Op2aAHU3AYUU OOKYMEHMOoobopoma, e2o
cmpyKkmypa, HeobX00UMOCb yuéma 00véma
00KYyMeHmoobopoma. Hopmamuenvie O0OKyMeHmbl,

OK 01, OK 02, OK 03, OK 04, OK 05,
OK 06, OK 07, OK 09
1IK1.1-19 2.1-2.5




peznameHmupyrowue opeanu3ayuio 00KyMeHmoooopoma.

Tema 2.2. Pezucmpayus O0OKYMeHMmOo8. Konmponw UCNONIHEHUs
Opeanuzayus peeucmpayuu | Ookymenmos.  JlonjxcHocmuble  auya,  OCyujeCmeisoujue OK 01, OK 02, OK 03, OK 04, OK 05,
2
O0OKYMEHMO8 U KOHMPOJb peaucmpayuro u KOHMpoIb UCNOJHEHUs, UX QYHKYUU U npasa. OK 06, OK 07, OK 09
UCNOIHEeHUS OOKYMEHMO8 IIK 1.1-1.9 2.1-2.5
Ilpakmuueckoe 3anamue No 6. 4
Opeanuzayus 00Kymenmoobopoma
Tema 2.3. Homenxnamypa oOen. Budet nomenxiamyp oeir. Ilopsadok
Opeanuzayus XpaHenus | cocmasieHus, O0QOpMIeHUs, YMEEpHCOeHus U HNpUMeHeHUs
dfkymenmuoe ! KOHKDEmHOU , HOcheifmamypz;z )éefz. pHopﬂOOK d)opJZupoeanuﬂ 2 OK 01, OK 02, OK 03, OK 04, OK 05,
den OK 06, OK 07, OK 09
’ NIK 1.1-1.9,2.1- 2.5
OcnosHble smansl nepeoayu OOKYMEHMO8 8 apXue uiu Ha 5
VHUYMONCeHue: 1n0020MOBUMENbHBII, OCHOBHOI,
3a8epularouuil.
Oxcnepmusza  yennocmu  0okymenmos. CpoKku — XpaweHusi
Odoxymenmos. Ilopsadox nepedauu Oen 8 apxus uiu OK 01, OK 02, OK 03, OK 04, OK 05,
VHUUMONCEeHUsL OOKYMEHMO8. OK 06, OK 07, OK 09
2 |\ IK1.1-19 21-2.5
CamocrosiTesibHas padora:
1. TloarotoBka cxembl mo Teme «OdopmiieHHe nen s
nepeiayn B apXUBy.
2. COIzDTiBJ'IeHI/Iep TaOJIUIIBI IUTA odopmIIeHUS OK 01, OK 02, OK 03, OK 04, OK 05,
HOMEHKJIATYPBI €11 Ha NPEAIPUATHH. 3 OK 06, OK 07, OK 09
K 1.1-1.9,2.1- 2.5
3. Co3maHve cXemMbl MO TeMe «ABTOMATHU3MPOBAHHASA
00paboTKa JOKYMEHTOBY.
4. Co3pganue TEMATHUYECKOTO cioBaps o
npodeccnoHaTbHON TEPMUHOIOTHH.
Jugppepenyuposannuiii 3auem 2

Bcezo:

68




3. YCIIOBUA PEATU3ALIUHU ITPOI'PAMMBI IHCHHHII/TUHbBI

3.1. Tpebosanua Kk MUHUMANLHOMY MAMEPUATLHO-MEXHUYECKOMY 00ecneueHUI0

Peanuzayus npocpammul OUCYUNTIUHDBL mpebyem Hamuyus  y4eOHO20 Kabunema
«doxymenmayuonnozo obecnedenus ynpasieHusy.

Oobopyoosanue yueonozo kabunema:

Ilepconanvruiti komnvromep — Ywm.;

KOMnblomepHvle cmoavl — Jum.;
Kpecna komnviomepHuvle — Jum.;
cmon npenodagamens -1 wim.;
cmyn npenooasamens — 1 wm.;
npuumep — 2 wim.,;
sudeonpoexmop — 1 wim.;
MDY- 2wm.;

ckauep — 2 wm.;

docka- 1 wm.;

napmul yuenudecxue — 6uim.;
cmynvs yyeHuueckue- 12wm.;
ocHemywumens — I wm.;
Jrcaniosu — 3 wm

3.2. Hnughopmayuonnoe odecneuenue odyuenus
OcHogeHble uCMOYHUKU:

1.Kysueyosa U.B., Xauampsn I A. Jloxymenmayuonnoe obecneuenue ynpasienus. Ipogoodpaszosanue. Au Ilu
Ap Meoua. 2019. Dnexmponnvlii yueOHux

2. Jlokymenmayuonnoe obecneuenue YAPAGAeHUs (C  OCHOBAMU APXUBOBeOeHUs): YueOHoe  nocoobue/
M. U Backakos-M:. KPOHYC,2020

3. Jokymenmayuonnoe obecneuenue ynpaenenusi. yuebd. [na CIO/ A.B.ITwenxo, JLA. /loponuna.-M.:
«Arkaoemusay, 2020

4. Pymwvinuna JI1.A. JJokymenmayuonnoe obecneuenue ynpasienuss : yueOHuUK 0 Cmyo. yupercoeHuil
cpeo. npog. odpazosanus / JI.A.Pymvinuna. — 5-e u30., ucnp. u oon. — M. : Hz0amenvckuii yenmp
«Axaodemusy, 2019e.

5. Hoxymenmayuonnoe obecneuenue ynpasnenus. yuebnux u npaxmuxym ons CIIO/ H.H.Illysanosa- M.:
Opaim, 2020

ZIonwmumeJleble UCMOYHUKU.

1. Kupcanosa M.B., Axcenos [IO.M. Kypc Oenonpouzeoocmsa: JlokymenmayuornHoe
obecneuenue ynpaeienus: yueb. nocooue. — 6-e u30., ucnp. u oon. — M.: HH®OPA-M;
Hoesocubupck: Cubupckoe coenawenue, 2018. — 367c.

2. Oxomnuxos A.B., Bynasuna E.A.. JloxymenmogedeHue u 0enonpouzsoocmeo: Yuebduoe
nocoobue. — H30. 2-e, nepepab. u oon. — M.: UKI] «MapT»; Pocmos u//l: uzoamenvckuii
yeump «MapT», 20172. — 304c.

3. Hucxk «AUDIOkypcy - Jlekyuu no denonpouzsoocmsy. OO0 «Mebuyc Apmcy, Poccus, 2018.

TTwenxo A.B. JJoxymenmayuonnoe obecneuenue ynpasieHus : y4eOHuk 01 cmyo. npog. yueo.

3aseoenuit / A.B.ITwenxo. — 9-e uzo., cmep. — M. : Hzoamenvckuii yeump «Axkademusin, 2018. —

176¢.

4. Iwenxo A.B. Jlokymenmayuonnoe obecneuenue ynpasnenus : Ilpaxmuxym : yueb. nocodoue
o cmyo. yupexcoenuil cped. npo@. oopazosanusn / A.B.ITwenxo, JL.A. /loponuna. — 2-e u30.,
cmep. — M.: U30amenvckuti yeump «Axademusnn, 2018 — 160c.



5. Jlenkesuu JI. A., Jlenompouzeoocmeo: yuebOHoe nocobue Onsl  HAYATLHO2O
npogeccuonanvrozo obpazosanus. - M.: Hzoamenvckuil yenmp «Axademusy, 2018. - 224c.

/271eKmpoHHblIl pecypc/

6. Jlenxesuu JILA., Jlenonpouzeoocmeo. Pabouas mempadsv: yyebHOe nocobue O0is
HAYanbHo20 npogheccuonairbHoco obpaszoeanus. - M.: Hzoamenvckuii yenmp «Axademusy,

2018. - 96¢. /anekmponnwiii pecypc/

Humepnem-pecypcwi:

1. http://base.consultant.ru/cons/cgi/online.cgi’req=doc;base=LAW;n=112747 - @edepanvhwiii

saxon Poccutickou @edepayuu om 27 uroasn 2006 2. N 149-D3 «O6 ungpopmayuu,
UHDOPMAYUOHHBIX MEXHONIO2UAX U O 3aujume UHDOPMAYULY

2. hitp.//base.consultant.ru/cons/cgi/online.cgi?req=doc;base=LAW:n=72518 - @3 om
29.07.04 Ne 98 — @3 «O kommepueckoi mauney

3. http://www.kadrovik.ru/docs/gost.r.51141-98.htm - TOCT P 51141-98 /lenonpouszeodcmeo u

apxugnoe oeno. Tepmunwvl u onpedenenus om 27.02.98 Ne 28
4. http.//base.consultant.ru/cons/cgi/online.cgi?req=doc;base=LAW;n=112673 -
Yuuguyuposannas cucmema opeanuzayuonHo-pacnopaoumenbHou OOKyMeHmayuu.
Tpebosanus k opopmnenuro ooxymenmos. ' OCT P 6.30-2003
http://www.delpro.narod.ru/ - catim «/[enonpouzso0cmeo +y.
hitp.//workpaper.ru/ - catim «/{okymenmoobopom u 0en1onpouz800cmeoy.
http://www.sekretariat.ru/ - anekmponnuiil sHcypran « PRO-Cexpemapuamy.

o N

U OOKYMEHMO0bOpOm HA NPeonpUsMULY
9. http://www.potrebitel.net/ - Caiim «Coro3z nompebumeneti Poccuiickoii @edepayuuy
hitp.//www.e-college.ru/xbooks/xbookl128/book/index/index.html?go=part-011*page.htm —

10. OP [JOC CIIO «PROF- obpa3zosanuen-Inexmponnas oubruomexa I'bI10Y OMIIK

4. KOHTPO.JIb H OLIEHKA PE3Y/JIbTATOB OCBOEHHA THCLHHII/IMHBI

hitp.//old.delo-press.ru/magazines/documents/ - anexkmporHuwlil JHcypHan «/lenonpouzeo0cmeo

KOHmpOJlb U OUEHKa pe3y/ibmanos 0CB0EHUs ()MCI/}un]Zqul ocywecmeiemcs npenodaeameﬂeM 6
npoyecce npoee()enuﬂ npakmu4ecKkux 3aHAMUL U Jza6opam0pnblx pa6om, mecmuposarusd, a makaice

BbINOTHEHUS 00YYAIOUWUMUCA UHOUBUOYATbHBIX 3A0AHULL, NPOEKMO8.

Pezynomamul o0yuenusn Koowt
(oceoennbvle ymeHus, yceoeHHble dopmupyemuix Dopmbl u MemoObl KOHMPONA
3HAHUA) npogpeccuonanvHvix U OUEeHKU pe3yibmamog
u oouux 00yuenusn
KomnemeHuui
Ymenua:
oopmnsme u nposepams | OK 01-OK 09 IIpobremno-nouckosuiii
NpasuUIbHOCMb opopmnenus | [IK 1.1- 1.9, 2.1- 2.5 | memoo.
OOKyMenmayuu 6 CcOOmeEemcmeuu ¢ Texywuii KOHMpPoL
YCMAHOBNIEHHbLIMU MPeOOBAHUAMU, 8 npo8oOUMCcs 8 popme 3auumol
mom uucne UCnob3ysa npakmuyeckol pabomol 6 uoe
uHgopmayuonHvle mexHoio2uu NUCbMEHHO020 Om4éma c
VCMHBIM OONOJHEHUEM.
Ouyenxa:

IIpasunvro ananruzupyem
00KyMeHm u onpeoensem e2o
8UO 8 COOMEEMCMBUU C
K1accuguxayuei 00KyMeHmos.
I'pamomno ogpopmnsiem
OOKYMEHM 8 COOMBEMCMBUL C
VCMAHOBIeHHbIMU




mpebo8aHUAMU.

IIposepsiem npasurvHocms
oopmnenuss Ookymenma 8
coomeemcmaui ¢

I'OCT P 6.30-2003.
IIpasunvro ogopmnsiem
OOKYMEHM ¢ UCNOTIb30BAHUEM
UHGOPMAYUOHHBIX
TMexXHON02UII.

ocywecmeiismo

asmomamusupoearnnyo

O0OKYMEHmMO8

0bpabomky

OK 01-OK 09
IIK1.1- 1.9, 2.1- 2.5

Memoo npobaemuozo
obyuenus. Paboma 6 manvix
2pynnax.

Texywuii KOHMpoL 6 popme
cobecedosanusi no
onpeodenenuro Kaiecmea
BbINOIHEHUS. CUMY AYUOHHBIX
3a0aHUll NPAKMU4ecKou
pabomul.

Oyenka:

Csoespemenno ocywecmensem
aA8MOMamu3UpPOBaAHHYIO
00pabomky 0OKyMeHmoa.
IIlpasunvHo 6edém
A8MOMAMUZUPOBAHHYIO
00pabomxy 0OKyMeHmMOo8 &
coomeemcmeuu ¢ I OCT P
51511-2001, I'OCT P 6.30-
2003.

ocywecmeisiimsb  XpaHenue U  Nnouck

OK 01-OK 09

Memoo npobremnozo

O0OKYMEHmMO8 IIK1.1- 1.9, 2.1- 2.5 | 0obyuenus. Paboma 6 manvix
2PYnnax.
Texywuu KOHMPOJlb
npoeooumcs 6 gopme
cobecedosanusl no
onpeoenenuo Kavecmea
8bINOIHEHUSI  CUMYAYUOHHBIX
3a0anuil.
Ouyenxa:
I’ pamomno ocywecmensiem
NOUCK He0OX0OUMbIX
OOKYMEHMO8 U NPOU3B0OUM UX
XpaHeHnue 8 cOOMEemcmsaul ¢
D3.
Obecneuusaem 6blCOKYIO
Pe3yIbmamueHOCmb NOUCKA
O0OKYMEHMO8.

UCNOIb3068aMb OK 01-OK 09 Memoo npobremnozo

meeKOMMYHUKAYUOHHbLE IIK 1.1- 1.9, 2.1- 2.5 | 0byuenus. Paboma 6 manvix

MexHon02UU 6 91EeKMPOHHOM 2PYnnax.

0oKkymenmoobopome Texywuii KOHMPOJIb
npoeoouUmcs 6 gopme
cobecedosanusl no
onpeoenenuro Kavecmea

BblNOJIHEHUA CUmMyayuUOHHbIX




3a0anuil.

Ouyenxa:

IIpasunvHo ucnonvzyem
MeneKOMMYHUKAYUOHHbLE
MEeXHON02UU  INEeKMPOHHOM
0oKyMermoobopome 8
coomeemcmeu ¢
DeodepanvHuvim 3akonom PD.

3nanusn:

OCHOBHbIX NOHAMULL, Yenell, 3a0ay U

npurRyunoes ()OKymeHmauuonnoeo
obecnevenus ynpaeieHus

OK 01-OK 09
1IK1.1- 1.9, 2.1- 2.5

IIpobremno-nouckoswviii Mmemoo
00yuenus.
Texywuti KOHmMpo.b
npoeoouUmcs 6 popme 3auyumol
MeMamuyecKux npoeepoOYHbIX
3a0aHUl ¢ UHOUBUOYATTLHBIM
cobecedosanuem.
Oyenxa:
Cucmemamusupyem u
obobwaem OCHOBHbLE
NOHAMUS, 3a0auu  u
NPUHYUNBL
OOKYMEHMAYUOHHO2O
obecneueHusi  YNpaeneHus ¢
yuemom mpebosaruil
CneyuaIbHOCmu.

yeinu,

cucmem
obecneuenus
A8MOMAMU3AYUI0

Vnpaenenus,

OOK)/MeHmaL;uOHHOZO

ux

OK 01-OK 09
IIK1.1- 1.9, 2.1- 2.5

Memoo npobaemuozo
00yuenus.

Texywuti KOHmpos
npooouUmcs 6 popme 3auumol
MeMamuyecKux npoeepoOYHbIX
3A0aHUl ¢ UHOUBUOYATTLHBIM
cobecedosanuem.

Oyenka:

Obocnosanno nepevucisem
cucmemvl OOKYMeHmMooOopoma
Ha npeonpusimuu.
Apaymenmuposano obvacHaem
Cnocobwvl cokpaujerus
KOU4eCmea u NOGbIUUEHUS.
Kayecmea 0OKYMeHMO8.
ObocHosvisaem ycnosus 0is
aghghexmuerozo npumenenus
NPOCPECCUBHBIX MEXHUYECKUX
cpeocmes u mexroo2uti coopa.

Kraccuguxayuio 00KyMenmos

OK 01-OK 09
IIK1.1-1.9 2.1- 2.5

IIpobremHo-nouckoswiii Memoo
00yueHusl.

Texywuti KOHMpOL
npoeooumcs 6 ghopme 3auumol
MeMamuyeckux npo8epoYHbIX
3A0aHUll ¢ UHOUBUOYATTLHBIM
cobecedosanuem.

Ouyenxa:




ObocHosvisaem 6b160p
OOKYMeHmMa 6 COOMBEMCmeUl ¢
Kaaccugpuxayueti OOKyMeHmOos.

mpeboeanutl. K  COCMAGLEHUIO
ogopmuenuio 00KyMenmos

u

OK 01-OK 09
IIK1.1- 1.9, 2.1- 2.5

Memoo npobaemuozo
obyuenus. Paboma 6 manvix
2pynnax.

Texywuti KOHMPOTb
npoeoouUmcs 8 dopme
cobecedosanus no
onpeoenenuo Kavecmea

BLINOJIHEHUS  CUMYAYUOHHBIX
3a0aHull.

Oyenka:

Obocrnosvisaem 6v100p
HeobXo0umo20 Habopa
PEKBU3UMOB OJIsi COCMABLEHUs
U 0ghopmaeHuss OOKYMeHmO8.

opeanuzayuu OOKyMeHmoobopoma:
npuema, 06pabomku, pecucmpayui,
KOHMPOJISA, XPAHEHUsL OOKYMEHMO8,
HOMeHKIamypul 0el

OK 01-OK 09
IIK1.1- 1.9, 2.1- 2.5

Memoo npobaemuozco
obyuenus. Paboma 6 manvix
2pynnax.

Texywuti KOHMPOTb
npoeooUmcs 8 dopme
cobecedosanus no
onpeoenenuro Kavecmea

8bINOJIHEHUS CUMYAYUOHHBIX
3a0aHUl.

Oyenka:

Obocrnosvlsaem 8b100p
OOKYMEHmMAa 6 COOMEemcmeuu
K1accuguxkayue ons

Ooanvhelwel  obpabomku U
peaucmpayuu OOKyMeHmd.
Apaymenmuposanno
00vsCHAem 8b100pP peKsuU3Uma,
Heobxo0umo2o ons
peaucmpayuu U KOHMpPOJs
O0OKYMEeHmO8.

Obocrosanno evlOUpaem 6u0
OOKYMEHMONnomoxka u cnocoo
XpaueHusi 0OKyMeHmO8.
Ilpusooum OYEHKY
BLINOJIHAEMBIX OetiCMBUIL.




