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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
cnenuanbHocTu . Ocoboe 3HaUeHHE NUCIHUIIIMHA UMeeT Npu GOPMHUPOBAHUU 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 Ymennst 3nanus

OK 09., OK|ocymecTBaiaTe 00pabOTKy BXOISIINX, BHYTPEHHUX H|CHCTEMY WU THUIOBYIO TEXHOJIOTHIO JOKYMEHTAI[HOHHOTO
01., ITIK 1.2.,|ucxomsmmx TOKYMEHTOB, KOHTPOJIb 32 MX HUCIOJIHEHHEM;; |oOecneuenus ynpasneHus (nanee - JJOY);

IK 1.3., TIK
1.1. opopMIATE AOKYMEHTHl AN Hepeladyd B apXUB|OCOOCHHOCTH MAEJIONPOM3BOACTBA IO OOpaIICHUAM
OpraHM3aLuUH; rpaxaaH U KOH(MHICHIMAIBHOTO JEIONPOU3BOJICTBA;

obopMIAThH OPTaHMU3AIUOHHO-PACTIOPSIAUTENbHBIE|HIOHATHE JOKyMEHTAa, €ro CBOHCTBAa, CHOCOOEI
JOKYMEHTBI B coOTBeTCTBUH C neiicTByroumM ['OCToM |DOKyMEHTHpOBaHHS;

IpaBHJIa COCTaBJICHHUS U O(OPMIICHHS OpPraHU3alMOHHO-
pacmopsAnTeNbHBIX T0KyMeHToB (nanee - OP);




2. CTPYKTYPA U COAEPKAHUE YYEBHOM JJUCUUILIVMHBI

2.1. O0béM yueOHOM TUCHMIIINHBI U BUAbI Y4€OHOI UCIUNIMHBI

Bun yueGHoii padoThI

O0BéM B yacax

JIeKIMOHHBIE 3aHATHS 8

[IpaxTHueckas IoAroToBKa 8

CamocTtosTenbHas padbora 26

OO6wmwuii 066EM 00pazoBaTeIbHON MPOrpaMMBbl Yu4eOHOI AMCUUILIMHEL, B TOM Yucie B Gopme 42

HpaKTI/I‘IeCKOﬁ IOATrOTOBKU

®opma(-bI) KOHTPOJIS: 3adeT




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

HaumenoBanue pa3/iesioB 1 TeM Conep:xanue y4eGHOro Marepnasa 1 opMbl OpraHHA3aLMN AeATeTbHOCTH Oobém B | YpoBeHb Koap! koMneTeHuuii,
odyualomuxcs qyacax OCBOEHHS (opMHPOBAHUIO KOTOPLIX
CIOCOOCTBYET JIeMEHT
NpPOrpaMmbi

Tema 1 ConepxaHue yueOHOTO MaTepuana OK 01., OK 09., IIK 1.1., TIK
CrpykTypa ynpasieHns 1I0KyMeHTalueH 1|/Tekunonnsie 3ansitust Nel CrpyKTypa ynpaBieHHs JOKyMEHTaHeH 2 1 1.2, TIK 1.3.

2|ITpakTnyeckas noaroroBka Nel CtpykTypa ynpasieHus JOKyMeHTalnen 2 2
Tewma 2 ConepxaHue yueOHOT0 MaTepuaa OK 01., OK 09., IIK 1.1., TIK
PeKBU3UTHI I0KyMEHTa 1{Texunonnbie 3ausiTist Ne2 PeKBU3HUTEI JOKYMEHTA 2 1 1.2, IK 1.3.

2|TIpakTHyeckas noAroToBka Ne2 PeKBU3UTHI JOKyMEHTa 2 2
Tema 3 Coneprxanue yaeOHOTO MaTepHaia OK 01., OK 09, IIK 1.1., IIK
PexkBu3uTH  MOKyMEHTa: 0COOCHHOCTH|||/Jekunonnbie 3aHsTHsI Ne3 PeKBU3HTEI JOKYMEHTA: 0COGEHHOCTH O(OPMICHHS 2 1 1.2, TIK 1.3.
opopmrenus 2([TpakTH4eckas moaroroBka Ne3 PekBU3UTHI JOKYMEHTa: 0COOCHHOCTH O(OPMIICHHS 2 2
Tewma 4 Conepxanue yueOHOTO MaTepuana OK 01., OK 09., TIK 1.1., TIK
Bujibt 10KyMEHTOB 1 MX OpopmiteHie 1|JIexunonnsie 3anaTns Ned Byl 10KyMeHTOB 1 UX odopMieHne 2 1 1.2, TIK 1.3.

2|TIpakTyeckas noaroroBka Ned Bujibl JOKyMEHTOB U UX 0(OpMIICHHE 2 2
Tema 5 Conepxanue yueOHOT0 MaTepuaa OK 01., OK 09., IIK 1.1., TIK
Cocrapyenne 1 0QOpMICHHE OPraHM3ALUMOHHO- (|| Jekumonnble 3ansTus NeS Cocrabierue 1 0pOPMICHHE OPraHH3aLHOHHO-IPABOBBIX 2 1 1.2, IK 1.3.
paBoBbIX JOKyMeHTOB (OIL/I) noxymenToB (OI1]I)

2|CamocrositenbHas padora Nel CocraBineHue u oopMieHHE OPTaHH3AIHMOHHO- 2 3

paBoBbIX H0KyMeHTOB (OII1[)

Tema 6 Coneprxanue yaeOHOTO MaTepHaa OK 01., OK 09., IIK 1.1., TIK
Cocrasnenne u opopmienue OINJL (nonoxenne, ||CamocrosTeapnas padora Ne2 Cocranenne u odopmuerne OINJ] (monoxenue, 2 3 1.2, TIK 1.3.
JOJDKHOCTHAST MHCTPYKIIUS) JOTKHOCTHAS HHCTPYKLIUS)

2[CamocTosnTenbnas padora Ne3 CocraBnenue u opopmienue OIIJ] (momoxeHwue, 2 3

JOJDKHOCTHAsI HHCTPYKIIUS)

Tema 7 ConepxaHue yueOHOTO MaTepuana OK 01., OK 09., IIK 1.1., TIK
Cocrapienne 1 opopmiIeHIE PaCTOPANTENBHBIX || [CamocTosiTenbHas paGota Ned CocTasienue u 0hOPMICHHE PACTIOPSTUTETHHBIX 2 3 1.2, TIK 1.3.
noxymenTos (P/I) nokymentos (PJI)

2|CamocTosiTeqbHas padora NeS CoctaieHue U 0QOPMIICHHE PACIOPSIUTEIbHBIX 2 3

nokymentos (PJI)




HaumenoBaHue pa3/iesioB H TeM Conep:xanue y4eGHOro MaTepuaia u popmMbl opranuasauum JesTeIbHOCTH O6béM B | YpoBeHb Koapl koMneTeHuuii,
o0yvaromuxcs Jacax OCBOEHUSI ($opMHPOBAHUIO KOTOPBIX
Crnoco0CTBYET 2JIeMEHT
nporpamMmbl
Tema 8 ConepxaHue yaeOHOTO MaTepuana OK 01., OK 09., IIK 1.1., TIK
Cocrasnenne 1 opopmICHHE PACTIOPATUTEIBHBIX | |[IpakTHueckas noaroroska NeS Cocrapienne u opopMICHHE PACIOPSAHTEIBHBIX 2 2 1.2, TIK 1.3.
nokymenToB (PI) nokymenTtos (PT)
2[CamocTosiTenbHas padora Ne6 Cocraienune u ohopMiIeHHE PaCHOPSIAUTEIbHBIX 2 3
nokymentoB (P/I)
Tema 9 ConepxaHue yueOHOTO MaTepuana OK 01., OK 09., IIK 1.1., TIK
Cocrapnenue n oQopMICHHE CNPABOYHO-|||CamocTosiTeabnas pabota Ne7 CocraBieHue u oopMmieHHE CIPAaBOUHO- 2 3 1.2, TIK 1.3.
unpopmanuonusix (CHUM) u cnpaBouHo-| |yypopmammonnsix (CUJ) U CHPaBOYHO-aHANUTHYECKHX JOKYMEHTOB
AHATHTHICCKHAX . IOKYMCHTOB 2|CamocToaTenbHas padora Ne8 CocraBieHue u opopMIIEHHE CHPaBOYHO- 2 3
nHpopmarmonHslx (CHU/l) u cnpaBo4HO-aHATUTHYECKHX JOKYMEHTOB
Tewma 10 ConepxaHue yueOHOT0 MaTepuaa OK 01., OK 09., IIK 1.1., TIK
Opranusaims paboThi ¢ IOKyMEHTaMH 1|CaMOCTOﬂTe.]'IbHaS[ padora Ne9 Opranuszanys paboTsl ¢ JOKyMEHTaMH 2 3 1.2, IK 1.3.
Tema 11 ConepxaHue yaeOHOTO MaTepuana OK 01., OK 09., IIK 1.1., TIK
OcoGennoctn odopmieHus JTOKYMEHTOB T0(]|CamocrosTenbHas padora Nel0 OcoGeHHOCTH 0(OPMICHNS OKYMEHTOB 110 THIHOMY 2 3 1.2, K 1.3.
JIMYHOMY COCTaBY cocTasy
Tema 12 ConepxaHue yueOHOro MaTepuana OK 01., OK 09., IIK 1.1., TIK
NubopManuoHHBIC TEXHOJOTHHU BlC ora Nel1 1 > 3 1.2, 1IK 1.3.
[J
HeNONpPOH3BOCTBE aMocTosiTeJbHasi padoTa Ne H(OpMaHOHHbIC TEXHOJIOTHH B [ICJIOMPOU3BOJICTBE
Bcero 42

s xapakxmepucmuku ypoeHsi 0C80€eHUsL Y4eOH020 MAMePUana UCNOIb3YIOMCcs cledyoujue 0003HaYeHus.
1 - o3nakomumenvHbwiil (03HAKOMICHUE C paHee U3YUEeHHLIMU 00beKMAaMU, C8OUCMBAMU);
2 - penpooyKkmugnvlil (8blnoaHeHUe 0esIMEbHOCHIU N0 00PA3YY, UHCIMPYKYUU WU OO PYKOBOOCHBOM);

3 - npoOYKMuBHbIL ( NIAHUPOBAHUE U CAMOCIOSMETLHOE BbINOIHEHUE 0esIMebHOCU, petieHue 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
Kabunetr HOpMaTHBHOTO TIPABOBOTO OOecriedeHust MHHOPMAIITMOHHON O€301aCHOCTH
JIaGopaTtopusi JOKYMEHTAITMOHHOTO O0ECTICUeHHs yIPaBIICHHUSI
JIaGopartopus AeTONpPON3BOACTBA U OPTTEXHUKU:

Hocka (1 mit.)

napra yueHuueckas (15 mr.)

ctoJi (1 mr.)

ctya (1 mr.)

[1nakaThl MO AE10MPOU3BOACTBY (9 1IT.)

CTEH/Ibl IO PABOBOMY O0OECIIEYEHUIO MPOPECCUOHAIBHON ASSITENbHOCTH (2 1IT.)

Nk wd =

PaGouee mecTo nmpemnoaBarens, mepcoHaIbHbII KOMITBIOTEP C TOAKIIOYECHUEM K
cetu «uTepHer (1 mrT.)
8. MynbeTumenuiinoe o0opyaoBaHue (BUACOMPOESKTOP, IKpaH, KOJIOHKH) (1 mIT.)

3.2. UndopmanmonHoe odecnevyeHne peasn3anum nporpaMmmbl
3.2.1. OcHOBHbBIE IEYATHBIEC U3AHUA

1. JHenonpousBoactro : yueoHuk / T.A. beikoBa, JI.M. Bsanosa, 10.M. KykapuHa,
JI.B. CankuHa ; nox o6ul. pea. nou. T.A. BeikoBoil. — 5-¢ u3a., nepepad. u jomn. —
Mocksa : UH®PA-M, 2025. — 403 c. + [lon. maTepuaisl [ DNEKTPOHHBIN pecypc]. —
(Cpennee nmpodeccuonanbHoe oopazoBanue). - ISBN 978-5-16-020456-7. - Tekcr :
anekTpoHHbId. - URL: https://znanium.ru/catalog/product/2174888

3.2.2. /lonoiHUTE/IbHbIE HCTOYHUKH

1. TroneneBa, T. A., JlokymeHTanmoHHOE oOOecleueHUe ympaBlieHUs (c
npakTukymoM) : yueOnuk / T. A. TroneneBa. — Mocksa : KnoPyc, 2025. — 186 ¢. —
ISBN 978-5-406-13717-8. — URL.: https://book.ru/book/955652

2. Muxaiinosa, JI. JI., Opranuzanus JOKYMEHTAI[MOHHOTO o0OecrnedyeHus
yhnpaBlieHUus U QYHKUMOHUPOBAHUS opraHuzaunui : yuyednoe nocodbue / JI. JL.



MuxaiinoBa. — Mocksa : KnoPyc, 2025. — 211 ¢. — ISBN 978-5-406-14562-3. —
URL: https://book.ru/book/957497

3. ['ymuna, U. A., JIokyMeHTallMOHHOE 0O0ecrieYeHUE TYPUCTCKOM AeSTEIbHOCTH. :
yuebHoe 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'. JlokymeHTaIImOHHOE 00ECIIEUeHNE KAaIPOBOU IEATEITbHOCTH
B chepe MHAYCTpUU TrocTenpuumctBa. [IpakTukym : yuebHoe mocobue / M.T.
JlaBpentheBa, A.B. Moxaes ; noa pea. H.I'. MoxaeBoit. — Mocksa : UTHOPA-M,
2024. — 99 ¢. — (Cpennee npodeccuonaibHoe obpaszoBanue). - ISBN
978-5-16-014893-9. - TekcT : PIEKTPOHHBIN. - URL:
https://znanium.ru/catalog/product/1844361

3.2.3. AntepHeT-pecypchbl

l. 9BbC «Znanium.comy - http://znanium.com/
2. ObC BOOK.RU - https://book.ru/
3. CIIC Koncynperantllntoc - 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

Ymenne

OCYILECTBIISATh 00pabOTKy BXOASALINX, BHYTPEHHUX U
HCXOASAIMUX JOKYMEHTOB, KOHTpPOJb 3a HUX
HCTIOTTHEHHEM;

OCYIIECTBIsET 00pabOTKy BXOMAANIMX, BHYTPEHHUX U
HCXOAAMINX JOKYMEHTOB, KOHTPOJIb 3a UX HCHOIHEHUEM;

Brinmonunenwue
3alaHUU K
ONPaKTHUYECKUM
3aHATHAM

oopMIATE NOKYMEHTHI JJIs Mepenayd B apXuB
OopraHu3aluu

NpUMEHSACT CIOCOOBI O(bOpMJ'IeHI/IH JAOKYMCHTOB JJisd
nepeiain B apXuB oOpraHnusanu

BrimonHenue
3agaHuM K
NPpakTUUYECKHUM
3aHATUIM

oopMIISITE  OpPraHM3AIMOHHO-PACTOPSITUTEIbHEIE
JOKYMEHTHI B COOTBETCTBHH ¢ AelicTByromuM [[OCTom

odopMIIsiEeT  OpPTaHU3aALHOHHO-PACIOPSAUTEIbHBIE
JIOKYMEHTHI B COOTBETCTBHU ¢ AericTByromuM [[OCTom

Boinmonunenmue
3alaHUH K
MPaKTUYECCKHUM
3aHATHAM

3HaHne

CHCTEMY U THIIOBYIO TEXHOJIOTHIO JIOKyMEHTallMOHHOTO
obecnieuenus ynpasnerus (nanee - JJOY)

NpUMEHACT CUCTEMY U THUHNOBYH TEXHOJIOTHUIO
JAOKYMCEHTAIIUOHHOTO obecrieyeHust yrpaBJICHUA (z[anee -
J10Y)

B OIIPOCEHI K 3a4€TYy

0COOEHHOCTH ENONPOU3BOACTBA MO OOpaIIEHHIM
rpaxkaaH U KOH(GHIAECHIHAIBHOTO JETONPOU3BOICTBA

MPUMEHSET OCOOEHHOCTH JAEIONPOU3BOACTBA IO
oOpameHuaM rpaxaaH ¥ KOH(QUIEHIHAILHOTO
JIeTONPOM3BO/ICTBA

Bormpocsl k 3auety

MOHSATHE JOKyMEHTa, €ro CBOWCTBa, CHOCOOBI
JIOKYMEHTHPOBAHHS

3HAET MOHATHE JOKYMEHTa, €ro CBONCTBa, CIOCOOBI
JIOKYMEHTHPOBaHUSI

Bomnpocs! k 3auety

nmpaBHlia COCTaBIEeHHUS U OQOpMICHUS
OpraHU3alOHHO-PACTIOPSIIUTEIbHBIX JOKYMEHTOB
(manee - OPJI);

NpUMECHACT IIpaBUJa COCTABJICHUSA U Oq)OpMJ'ICHI/ISI
OpraHu3allMOHHO-PACTIOPAAUTEIbHBIX JAOKYMEHTOB

(mamee - OPN);

Bompockr k 3auery

4.2. Marpuna

COOTBECTCTBUHA KOHTPOJBHO-OHCHOYHBIX

o0pa3oBaTeJbHBIM pe3yjbTaTaM Y4eOHOH JAMCHUINIHHBI

cCpeacTB

Pe3yibTaThl 00yueHust

| Koapb!l koMneTeHnmii

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

Ymenne

OCYIIECTBIATh 00pPa0OTKY BXOMASIINX, BHYTPEHHUX W HCXOMISIINX

MNK13.,1IK 1.2, I[IK 1.1., OK

3aganus

K OPaKTUYECKUM

JOKYMEHTOB, KOHTPOJIb 32 UX HCIOJTHECHHEM; 09., OK 01. sausTusm Nel, 4-7

0(pOPMIISATH TOKYMEHTBI /ISl IEpeadr B apXUB OpraHUu3aIiu MK 1.3, IIK 1.2, [IK 1.1., OK|3ananuss K npakTUHYECKUM
09., OK 01. 3aHATHsIM Ne7,9

o(OopMIIATh OpraHH3aIlUMOHHO-pacmopsauTenbpHbie gokyMmeHThl B|IIK 1.3., TIK 1.2., 1K 1.1., OK|3agaHuss k mpakKTHYECKUM

coorBercTBUM ¢ jedcTByrommuM ['OCTom 09., OK 01. 3aHsATHAM No2-8

3HaHMe
CHUCTEMY M TUIIOBYIO TEXHOJOTHIO JoKyMeHTanuonHoro obecneuenusa([IK 1.3, IIK 1.2, I[IK 1.1., OK|Bonpocs Ha 3auer
ynpasnenus (nanee - I0Y) 09., OK 01. Ne5-8,15,17
0COOCHHOCTH JACIONMPOU3BOACTBA mo obOpamenusm rpaxaan u|[IK 1.3., TIK 1.2, I1K 1.1., OK|Bonpock! Ha 3aget No21-22

KOH(UJICHIIHAIBEHOTO JIeIONPOU3BOJICTBA 09., OK 0I.

MOHSATHE JOKYMEHTa, €r0 CBOIMCTBA, CIOCOOBI TIOKYMEHTHPOBaHUS IIK 1.3, TIK 1.2, IIK 1.1., OK|Bonpocs! na 3auet Nel,2,3,4
09., OK 01.

npaBuia cocTaBleHus U odopmiueHus opranuszanuonno-|I1K 1.3, 11K 1.2., [1K 1.1., OK|Bonpocsr Ha 3a4det Ne4,8,9,24

pacmopsAuTeNbHBIX TOKyMeHTOB (nmamee - OPJI); 09., OK O1.
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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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