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1. OBLLIASI XAPAKTEPUCTUKA PABOYEI TIPOT'PAMMBI YUEBHOI
JNCIHATTJINHBI

OII11.06 /TokymeHTaIMOHHOE 00ecnieYyeHUe YIIPABIECHUS
(HaumeHosanUe OUCYUNTUHDL)

1.1. MecTo AMCUMIIMHBI B CTPYKTYPE OCHOBHOM 00pa30BaTe/IbHOM MPOrpaMMBbI

Vuebnas gucrmruinaa OITI.06 JlokyMeHTanlMoHHOe oOecleyeHne YIIpaBICHUs
ABJISIETCS 00sS3aTEJIbHOM YacThI0 00A3aTEJILHOM 4YacThI I[MKJIa OCHOBHOH
obOpazoBarenbHOil porpammel B cooTBeTcTBUU PI'OC «40.02.04 FOpucnpyaeHIUINIo
cnenuainpbHOCTH . Ocoboe 3HaYeHHWE NUCIUIUIMHA UMEET Nmpu GOPMHUPOBAHUH U
pazButun o6mux kommnetreHui (OK), nmpodeccuonansubix kommnerenuuii (I1K):

1. OK 09. ITonb3oBatbes npohecCHOHAIBHON JOKYMEHTAlMe Ha TOCYJapCTBEHHOM U
UHOCTPAHHOM SI3bIKaX

2. OK 01. BsiOupaTh crnoco0Osl penieHus 3aaad npodeccuoHalibHON eATeIbHOCTH
MPUMEHUTENBHO K Pa3IMYHbIM KOHTEKCTaM

3. TIK 1.2. IIpuMeHsATh HOPMBI TIpaBa JJs peHieHUs 3aj1a4d B MpodheCcCUuOHAITbLHOU
NEeSATENbHOCTH

4. IIK 1.3. Bnanetrb HaBbIKaMH MOATOTOBKH HOPUIUUYECKUX JOKYMEHTOB, B TOM YHUCIIE C
UCIIOJIb30BaHUEM MH(OPMAIMOHHBIX TEXHOIOTUH

5. IK 1.1. OcyuiecTBisTh IpodeccuoHaIbHOE TOJIKOBAHUE HOPM IpaBa

1.2. ]_[e.JIb N IVIAHUPYEMBIC PE3YJ/IbTAThl OCBOCHHUSA JUCHHUILITHHBI

B pamkax mporpaMmbl y4eOHOW JUCUUIIIMHBI 00Y4YarOIMMMUCS OCBAaWBAIOTCS
YMEHUSI U 3HAHUS

Kon OK, IIK Ymenus 3nanus

OK 09., OK|opopmusats OpraHMu3alMOHHO-PACHOPIUTENbHBIC|IPAaBIIIa COCTABICHUS U 0QOPMIICHHS OPTraHU3AIMOHHO-
01., IIK 1.2.,|rokymeHnTsl B cooTBeTcTBHU ¢ aAedcTByromM ['OCToMm; |pacmopsauTenbHBIX JOKyMeHTOB (majiee - OP/I);;

IK 1.3., TIK
1.1. OCYIIECTBIATH O00pPabOTKY BXOMASIINX, BHYTPCHHUX H|IOHITHE JIOKYMEHTa, €ro CBOHCTBa, CIOCOOBI
HCXOJSIINX JOKYMEHTOB, KOHTPOJIb 33 X MCIIOJIHEHHEM;; |IOKYMEHTHPOBAHMS;

0hOpMIATh AOKYMEHTHl JUISi Nepeiadyd B apXUB|CHCTEMY U THIIOBYIO TEXHOJOTHMIO TOKYMEHTAIL[HOHHOTO
OpraHH3aluu obecnieuenus ynpasnenus (ganee - 10Y);

0COOCHHOCTH JIENONPOU3BOACTBA MO OOpamIeHUAM
rpaxkaaH U KOHQHMACHIHAIBHOTO JEIONPOU3BOCTBA




2. CTPYKTYPA U COAEPKAHUE YYEBHOM JJUCUUILIVMHBI

2.1. O0béM yueOHOM TUCHMIIINHBI U BUAbI Y4€OHOI UCIUNIMHBI

Bun yueGHoii padoThI

O0BéM B yacax

JIeKIMOHHBIE 3aHATHS 18
[IpaxTHueckas IoAroToBKa 24
OO6umit 066EM 00pa3oBaTenbHON IPOrpaMMbl yueOHOH TUCUUIUIMHEL, B TOM YHCIe B popme 42

HpaKTH‘-IeCKOfI IOArOTOBKHU

®opma(-b1) KOHTPO.IS: 3a4eT




2.2. TemaTuuyeckuii niian u coaep:xxkanue yueonoi qucuumamabl OITIL06 lokymMeHTalMOHHOE 0OecnieueHHue YIpaBJjieHus

HanmenoBanue pa3zie/ioB u TeM Copnep:xanue y4eGHOro Marepnaia 1 OpMbl OpraHuA3aLMN AeATeTbHOCTH O0bém B Yposenb Koapl komMnerenumii,
odyualomuxcs yacax OCBOCHHS (hopmupoBanmnio KoTOpHIX
CIIOCOOCTBYET dJIeMEHT
MpOrpaMMsbl

Tema 1 CopepxaHue yaeOHOTo MaTepuana OK 01., OK 09., IIK 1.1., TIK
CrpykTypa ynpasieHns 1I0KyMeHTalueH 1|/Iekumnonnsie 3ansTust Nel CTpyKTypa yIpaBieHHs JOKyMEHTAIHCH 2 1 1.2, TIK 1.3.

2(IIpakTHyeckas noaroroBka Nel CTpykTypa yrnpasieHHs JOKyMeHTanuen 2 2
Tewma 2 Conepxanue yaeOHOTo MaTepuaa OK 01., OK 09., IIK 1.1., TIK
PeKBU3UTHI I0KyMEHTa 1|JTekuuonnbie 3ausTHst Ne2 PeKBU3HUTHI TOKYMEHTA 2 1 1.2, TIK 1.3.

2|ITpakTHyeckast noAroToBka Ne2 PekBH3HUTHI JOKyMEHTa 2 2
Tema 3 Coneprkanue yaeOHOTO MaTepraia OK 01., OK 09, IIK 1.1., IIK
PexkBM3UTB  MOKYMEHTa: 0COOCHHOCTH||| JekunonHbIe 3ansTHsI Ne3 PeKBU3HTEI JOKYMEHTA: OCOGCHHOCTH O(OPMICHHS 2 1 1.2, TIK 1.3.
opopmrenus 2([TpakTH4eckas noaroroBka Ne3 PekBU3UTHI JOKYMEHTa: 0COOSHHOCTH O(POPMIICHUS 2 2
Tewma 4 CopepxaHue yaeOHOTo MaTepuaa OK 01., OK 09., TIIK 1.1., TIK
Bujibt 10KyMEHTOB 1 MX OpopmiteHie 1|/Iekunonnsie 3ansTus Ned Bujisl 10KyMEHTOB U HX odopMIlecHHE 2 1 1.2, TIK 1.3.

2|ITpakTHyeckas noaroroBka Ned Buibl JOKYMEHTOB U X 0(OpPMIICHHE 2 2
Tema 5 Conepxanue y4eOHOro MaTepuaa OK 01., OK 09., IIK 1.1., TIK
Cocrapyenne 1 0QOpMICHHE OPraHM3ALUMOHHO- || Jekuuonnble 3ansTus NeS CocTasieHue 1 0GOpPMIEHHE OpraHU3ALHOHHO-IPABOBbIX 2 1 1.2, TIK 1.3.
paBoBbIX JOKyMeHTOB (OIL/I) noxymenTos (OI1JT)

2(IIpakTnyeckas noaroroBka NeS CocraBiieHne n o(OpMIIEHHE OPTraHU3ANHOHHO- 2 2

paBoBbIX 1okyMeHToB (OI1/)

Tema 6 Coneprkanue yaeOHOTO MaTepuaia OK 01., OK 09., IIK 1.1., TIK
Cocrasnenne u odopmierue OINJL (monoxenne, || Jekunonnsie 3ausTus Ne6 Cocrasienne u odopmiuenue OINJ] (momoxenue, 2 1 1.2, TIK 1.3.
JIOJKHOCTHASI MHCTPYKIIHS) JIOJKHOCTHAS. HHCTPYKIIHS)

2([IpakTHueckast noaroroBka Ne6 Cocraienue u opopmienue OIIJI (momoxeHwue, 2 2

JIOJDKHOCTHASI HHCTPYKIIHS)

Tema 7 CopepxaHue yaeOHOro MaTepuana OK 01., OK 09., IIK 1.1., TIK
Cocrasnenne u obopmienne pacnopsuTenbhbiX|| | Jexunonnpie 3ausrust Ne7 Cocrapienne # 0GOPMICHHE PACTIOPSANTENbHBIX 2 1 1.2, TIK 1.3.
noxymenTos (PI) noxkymentos (PJI)

2|ITpakTHyeckas noaroroBka Ne7 CocraBieHue 1 0QOPMICHUE PACIIOPSIUTEIBHBIX 2 2

nokymenToB (PI)




HaumenoBanue pa3jiesioB U TeM Copaep:xanue yueGHoro Marepuaa 1 opMbl OpraHua3aMu A TeTbHOCTH O0bém B | VYposens Koapb! komnerenumii,
odyuamuxcs yacax OCBOEHUs (opMupoBaHHIO KOTOPBIX
CIIOCOOCTBYET DJIEMEHT
NPOrpaMmbi
Tema 8 ConepxaHue yaeOHOTO MaTepuaa OK 01., OK 09., IIK 1.1., TIK
Cocrasnenne 1 opopmICHHE PAaCTIOPATUTEIBHBIX || Jekunonnbie 3ansaTus Ne8 CocraBienne u oQOPMICHHE PACIOPSANUTEIbHBIX 2 1 1.2, TIK 1.3.
nokymenToB (PI) nokymentos (PJI)
2([TpakTHyeckas nmoaroroBka Ne8 CocrasiieHre u oQopMIICHHE PACTIOPSIUTEIbHBIX 2 2
nokymenToB (P/I)
Tema 9 CopnepxaHue yueOHOro MaTepuaa OK 01., OK 09., IIK 1.1., TIK
Coctapnenue n opopmienue cnpaBouHo-||(Jlexunonnsie 3ausTus Ne9 CocraBienue # OpOpMICHHE CIPaBOUHO- 2 1 1.2, TIK 1.3.
unpopmanuonusix (CUM) u cnpaBouHo-| |ygpopmammonnsix (CHUJ]) 1 CIPaBOYHO-aHATUTHUECKHX IOKYMEHTOB
aHa ec OKYMEHTO
HATTHTIHECKIX IOKYMEHTOB 2(IIpakTHueckas moaroroBka Ne9 CocraBieHune M opOpMIEHHE CIPaBOYHO- 2 2
nHpopmaronuslx (CHU/I) u cnpaBOYHO-aHATUTHYECKUX TOKYMEHTOB
Tewma 10 Conepxxanue y4eOHOTo MaTepuaa OK 01., OK 09., IIK 1.1., TIK
Opranusaims paboThi ¢ IOKyMEHTaMH 1|l'[palcTuqec1caﬂ noaroroska Nel( Opranuzanust paGoThl ¢ JOKyMEHTAMA 2 2 1.2, TIK 1.3.
Tema 11 ConepxaHue yaeOHOTO MaTepuaa OK 01., OK 09, IIK 1.1., TIK
OcobGennocrn odopmieHus TOKYMECHTOB 1O(||[IpakTudeckas noaroropka Nell OcoGeHHOCTH O(OPMICHHS JOKYMEHTOB 110 2 2 1.2, TIK 1.3.
JMYHOMY COCTaBy JIHYHOMY COCTaBY
Tema 12 CopnepxaHue yueOHOro MaTepuaa OK 01., OK 09., IIK 1.1., TIK
Wudopmannonmnsie  rtexmonoruu  Bl[[[IpakTndeckas noarotoska Nel2 HupOpMauMOHHBIE TEXHOJOTHH B 2 2 1.2, TIK 1.3.
JIeT0NpPOU3BOACTBE JIEIIOTIPOM3BOJICTBE
Bcero 42

s xapaxmepucmuku ypoeHsi 0C80€HUsL Y4eOH020 MAMePUana UCNOIb3YIOMCsL cledyoujue 0003HaAYeHUs.
1 - o3HakoMumenbHbiil (03HAKOMICHUE C PaHee U3YUEeHHLIMU 00beKMAaMU, C8OUCMBAMU ),
2 - penpooyKkmugHwlil (8blnoaHeHUe 0esIMebHOCIU N0 00pA3YY, UHCIMPYKYUU WU OO PYKOBOOCHBOM) ;

3 - npOOYKMuUBHbIIL ( NIAHUPOBAHUE U CAMOCIOSMELHOE BbINOIHEHUE 0esIMEIbHOCU, peeHue NPoOIeMHbIX 3a0ay ).




3. YCJIOBUS PEAJIU3ALUU TPOTPAMMBI YYEBHOM
JTUCLMUIIJIUHDBI

3.1. /s peanu3anuud NporpaMmbl y4eOHOH AMCHMIJIMHBI J0JKHBI OBITh
NpelyCMOTPeHbI CJIeAyIoIIHe MOMelleHuUs :

KabuHeT nmpaBoOBOro m JOKyYMEHTAIMOHHOrO oOecneyeHus: npodecCuoHaIbHOU
JeSITeIbHOCTH
JlabopaTopusi JOKyMEHTAITMOHHOTO 00ECTICUECHHSI YIIPABICHUS:

Hocka (1 mir.)

napta yaeHudeckas (15 mr.)

ctoJt (1 mrr.)

cTya (1 mr.)

[TnakaTsl 1Mo AeI0MpPOr3BOACTBY (9 1mIT.)

CTEH/IbI 0 MPABOBOMY O0€CIeUeHHIO TPOPECCUOHATILHON IEATEIbHOCTH (2 TIT.)

NNk W=

Pabouee mecTo npenoaBarens, nepCcoHaIbHbII KOMIBIOTEP C MOAKIIOYEHUEM K
cetu «MuTepuer» (1 mrT.)
8. MynsTUMenuitHOe 000py1I0BaHKE (BUACONPOCKTOP, IKpaH, KOJOHKH) (1 1mIT.)

3.2. Undopmanuonnoe odecneyeHue peaau3alnum NporpaMmbl
3.2.1. OcHOBHBIE NTEYATHLIC H3AHUSA

1. HenonpousBoactso : yueoHuk / T.A. beikoBa, JI.M. Bsanosa, F0.M. KykapuHa,
JI.B. CankuHa ; nox o6ul. pea. nou. T.A. BeikoBoil. — 5-¢ u3n., nepepad. u gomn. —
Mocka : UTH®PA-M, 2025. — 403 c. + Jlon. MmaTepuansl [DJIEKTPOHHBINA pecypc]. —
(Cpennee npodeccuonanpHoe obpazoBanue). - ISBN 978-5-16-020456-7. - TekcrT :
anektpoHHbI. - URL: https://znanium.ru/catalog/product/2174888

3.2.2. /lonosHuTEIbHbIE HCTOYHUKH

I. Tronenera, T. A., JlokyMeHTallMOHHOE oOecreueHne ymnpaBieHUs (C
npakTukymoM) : yueOnuk / T. A. TroneneBa. — Mocksa : KnoPyc, 2025. — 186 ¢c. —
ISBN 978-5-406-13717-8. — URL.: https://book.ru/book/955652

2. Muxaiinosa, JI. JI., Opranuzanus JOKYMEHTAI[MOHHOTO oOecrnedyeHus
yhpaBieHus U QyHKIUOHUPOBAHHUSA opraHu3auui : yueOHoe mocobue / JI. JIL.
MuxaiinoBa. — Mocksa : KnoPyc, 2025. — 211 ¢. — ISBN 978-5-406-14562-3. —
URL: https://book.ru/book/957497



3. ['ymuna, U. A., JlokyMeHTallMOHHOE 00ecrieYeHUE TYPUCTCKOM AESTEIbHOCTH. :
yueOHoe nocobue / . A. I'ymuna, H. A. 3aiiueBa. — Mocksa : KnoPyc, 2023. — 238
c. — ISBN 978-5-406-10303-6. — URL.: https://book.ru/book/944949

4. JlaBpentheBa, M. I'. JlokymMmeHTaIMOHHOE 0OecIIieueHUE KaIpOBOM JIeITEIbHOCTH
B cepe mHAyCcTpUM rocrenpuuMctBa. llpaktukym : yuebHnoe mocodbue / M.T.
JlaBpentheBa, A.B. Moxaes ; nog pea. H.I'. MoxaeBoit. — Mocksa : UHOPA-M,
2024. — 99 ¢. — (Cpennee mpodeccuonanbHoe oOpazoBanue). - ISBN
978-5-16-014893-9. - Texkct : DIEKTPOHHBIN. - URL:
https://znanium.ru/catalog/product/1844361

3.2.3. AutepHeT-pecypcbl

1. OBC «Znanium.comy - http://znanium.com/
2. 9bC BOOK.RU - https://book.ru/
3. CIIC Koncynprantllotoc - https://www.consultant.ru/



4. KOHTPOJIb U1 OLIEHKA PE3YJIbTATOB OCBOEHUSA YUEBHON

JANCIHATTIMHBI

4.1. O0pa3oBaTe/ibHbIE Pe3yJIbTATHI OCBOEHHUSI 00PA30BaTE/ILHOI MPOrpaMMbI
y4eOHOM AUCHUIIIMHBI, MOAJIeKallie MPoBepKe

Pe3yabTaThl 00yueHns

| Kpurepun ouenku

| MeTtoabl OLIEHKH

3Hanue

nmpaBuia cocTaBlieHUs ©H OQOpMICHUS
OpraHU3alMOHHO-PACHOPSIUTEIBHBIX JTOKYMEHTOB
(manee - OPJ]);

MPUMEHSET MpaBHiIa COCTaBICHHS U OPOPMIICHHS
OpraHM3alMOHHO-PACTIOPSAUTEIbHBIX  TOKYMEHTOB
(manee - OPJ]);

Bompocsl k 3auety

NOHATHE HOOKYyME€HTa, €ro CBOﬁCTBa, Croco0bI
JOKYMCHTHUPOBAHUSA

3HAeT MOHATHE JOKYMEHTA, €ro CBOICTBA, CIOCOOKI
JIOKYMEHTHPOBaHUS

B OIIPOCEHI K 3a4€TY

CHCTEMY U THIIOBYIO TEXHOJIOTHIO TOKYMEHTAI[HOHHOTO
obecmeyenus ynpasnenus (nanee - JJ0OY)

MPUMEHSAET CHCTEMY U THUIOBYIO TEXHOJOTHIO
JNOKYMEHTAIIMOHHOTO 00ecTieueH s yIpaBlieHus (1ajee -
JI0Y)

Bormpocs! k 3auety

0COOEHHOCTH JENONPOU3BOACTBA MO OOpaleHUIM

NPpUMEHACT 0COOCHHOCTH ACJIONMPOU3BOACTBA 110

Bompocs! k 3a4eTy

rpakaaH U KOH(QHUAEHIMAIBHOIO IEJIONPOM3BOACTBA [0OpalleHUsIM TpaxaaH u KOH(bM)leHuManbﬂoro
JeTONPON3BOICTBA
Ymenue
0hOpMIAT, OpPraHU3aNHOHHO-PACHOPAAUTEIbHBIE|0GOPMIISET  OPTAHU3ANMMOHHO-PACIIOPSAAUTENbHbIE|BIMONTHEH N e
JOKYMEHTHI B COOTBETCTBHH ¢ AelcTByromuM ['OCToM |1oKkyMeHTHI B cooTBeTCcTBUH ¢ AeiicTBytommM [[OCTom [3amaHu it K
NPaAaKTUIECKUM
3aHATHIM
OCYILECTBIISATH 00pabOTKYy BXOASIINX, BHYTPEHHHX H|OCYIIECTBIsET 00pabOTKy BXOJISIIMX, BHYTPEHHUX HU|BBIMONHEeH U e
HCXOOSIIUX JOKYMEHTOB, KOHTPOJb 3a MX|UCXOAALUIUX JOKYMEHTOB, KOHTPOJIb 33 UX UCIOJHEHHUEM; [3a 1 a H U | K
HCIIOJIHEHUEM; ONPaKTHUYECKUM
3aHATHIAM
0(hOpMIATE NOKYMEHTH JJIS Iepeladyd B apXUB|IPUMEHSET cIocoObl opopMIIeHHS NOKYMEHTOB IIsi|BrimonHeHUe
OpraHM3alnH nepejadyl B ApXHUB OPTaHH3aIIN 3aXaHUH K
NPakKTUIECKUM
3aHATHIM
4.2. Mannua COOTBECTCTBUHA KOHTPOJBHO-OHCHOYHBIX CpPeACTB

o0pa3oBaTeJbHBIM pe3yjbTaTaM Y4eOHOH JAMCHUINIHHBI

Pe3yibTaThl 00yueHust

| Koapb!l koMneTeHnmii

|(I)Ol-l}1bl OLIEHOYHBIX CPe/ICTB

3HaHue

npaBuiIa

cocTaBleHUS HU OGOPMIECHUS OPTAaHU3AIMUOHHO-

OK 01., OK 09., IIK 1.1., TIK

Bomnpocs! Ha 3auet Ne4,8,9,24

pacnopsAnTeNnbHBIX TOKyMeHTOB (nmamee - OPJI); 1.2, IIK 1.3.
MOHSATHE TOKYMEHTA, €r0 CBOWCTBA, CIIOCOOBI JOKYMEHTHPOBAHHUS OK 01., OK 09., IIK 1.1., ITK|Bonpocs! Ha 3auet Nel,2,3 .4
1.2.,TIK 1.3.
CHCTEMY WM THUIIOBYIO TEXHOJIOTHIO JOKyMeHTanuoHHoro obecnedenus|OK 01., OK 09., TIK 1.1., [IK|Bonpocs Ha 3auer
ynpasienus (nanee - JOY) 1.2, IIK 1.3. Ne5-8,15,17
0COOCHHOCTH AeNONmpou3BoACTBa mo obpamenusm rpaxaan ulOK 01., OK 09., IIK 1.1., [IK|Bonpockr Ha 3aget No21-22
KOH(HICHIIUATBHOTO JIEJIONPOU3BOICTBA 1.2, TIK 1.3.
Ymenue
o(hOpMIIATh OpraHU3aIlUOHHO-pacmopsauTenbHbie AokyMeHTHl B|OK 01., OK 09., IIK 1.1., [IK|3aganust k mpakTHYECKUM
coorBercTBUM ¢ nedcTByrommuM ['OCTom 1.2, IIK 1.3. 3aHATHAM Ne2-8
OCYIIECTBIATh 00pa0OTKy BXOASMNX, BHYTpeHHUX u ucxomsmux|OK 01., OK 09., IIK 1.1., [IK|3agaHuss k mpakKTHYECKUM
JIOKyMEHTOB, KOHTPOJIb 3a UX UCIIOJIHCHHEM; 1.2, TIK 1.3. 3aHsATAsAM Nel, 4-7
0pOPMIIATE TOKYMEHTHI AJIS [IEpeAady B apXUB OpPraHU3aI[iN OK 01., OK 09., IIK 1.1., [IK|3aganuss Kk mpakKTHYECKUM
1.2, TIK 1.3. 3agATHsIM Ne7,9
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BOHpOCBI K INPAaKTHIYCCKOMY 3aHATHUIO YKa3aHbl B MCTOAUMYCCKUX YKAa3aHUAX K
MNPAKTUYCCKHUM 3aHATHUAM IO AUCHUIIIINHC I[OKyMeHTaHI/IOHHOG obecrieueHue

ynpasieHus s obydaromuxcs crnenuainbHoctu "HOpucnpynenmnus”. CtaBpomnos,
2025
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