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1. TACITIOPT PABOYEM INPOT'PAMMBI YYEFHOM JIUCITUILINHBI
JoxkymMeHTalIMOHHOE o0ecneuyeHre ypaBJieHusl

1.1. Ob6aacThr npuMeHeHHsi padoyeii MporpaMmbl

Pabouas mporpamma y4eOHOW AMCIMIUIMHBI pa3paboTaHa Ha ocHOBe DenepanbHOrO
rocyaapcTBeHHOro obpaszoparenbHoro cranjapra (ganee — ®I'OC) no crnenuanbHOCTH CPETHETO
npodeccuonansHoro oopazopanus (nanee CIIO) 40.02.01 IIpaBo u opraHu3anus COIHAIBLHOTO
obecrieueHus, BXOAAIICH B YKpynHEHHYIO rpymy cneruanbHoctei 40.00.00 FOpucnpyneHmms.

1.2. MecTo y4eOHOH AUCUMIIMHBI B CTPYKTYpPe OCHOBHOH mnpodeccHoHAJIbLHOM
o0pa3oBaTe/ibHOI NPOrPaMMBbI:
JUCIUILTMHA BXOAUT B 001IenpodeCCHOHATbHBIN ITUKII.

1.3. llesu u 3apa4u y4yeOHOI TMCHUILVIMHBI — TPEOOBAHUS K Pe3y/ibTAaTaM OCBOEHUS
AUCHUIJIMHBI:
Heab: chopmupoBaTh MOHUMAHUE METOIOB YIIPABICHUS OPraHU3alUN U TPEANPUITUH.

B pe3yabTare ocBoOeHUs Y4eOHOM M CUMILIMHBI 00y4aIOMINICA 10JI2KEH YMeTh:

— TPUMEHSATh Ha TMPAKTHUKE TOCYAAPCTBEHHBIC CTaHIAPTHI, JAPYrH€ HOPMATHUBHO-
METOJMYECKHE  JIOKYMEHTBI, PErJaMEHTUPYIOIIME  OpPraHu3alyi0  JIOKYMEHTaIlMOHHOTO
oOecrieueHus yrpaBIeHUS;

— COCTaBJATh W TMPaBWIbHO O(QOPMIISITH OCHOBHBIE BHIBI  OpPraHU3AIMOHHO-
pacmopsiAUTEIbHBIX TIOKYMEHTOB;

oopMIATE HHPOPMALTMOHHO-CIIPABOYHYIO IOKYMEHTAIIHIO;

— 0hOpMIIATH KaAPOBYIO TOKYMEHTAIIUIO;

— 0hOpMIIATH MPETEH3NOHHO-UCKOBYIO TOKYMEHTAIIUIO.

B pe3yabTare ocBoeHUs1 y4eOHOI# THCHUTIMHBI 00y4AIOMIMIiCS 10J17KeH 3HATH:

— TEPMHUHOJIOTHIO B 00JaCTH IOKYMEHTALIMOHHOT0 00eCIeueH sl yIIpaBIeHUS;

— HOpPMATHBHBIE JIOKYMEHTBI, pErJaMEHTHPYIOIUE COCTaBlIeHHEe M OQOopMIICHHE
JOKYMEHTAIUH U TIOPsIIOK ee 00paboTKH;

— TpaBWJa COCTaBIeHHS ©  OGOPMIIGHHS  OpPraHU3aIMOHHO-PACIIOPSAUTEIHHBIX
JOKYMEHTOB, BXOJSIINX B YHUDUIIMPOBAHHYIO CHCTEMY OPTraHMU3alMOHHO-PACTIOPSIUTEIBHBIX
JIOKYMEHTOB, YHUQUIMPOBAHHYIO CHUCTEMY IMEpPBUYHON YYeTHOW JOKYMEHTALMH B YaCTH
JOKYMEHTAIUH 110 YUeTy TPYy/Ia;

— TOPSAOK MPOBEACHUS SKCHEPTH3bl LIEHHOCTH JIOKYMEHTOB U IOJTOTOBKM JEN K
ApXMBHOMY XpaHEHHIO;

— TEXHOJIOTHIO OpraHu3allu JOKyMEHTO000pOTa B OpraHu3alisX (YUpeKICHUAX ).

1.4. PexoMeHayeMoOe KOJHMYECTBO YacOB Ha OCBOeHHMEe IPOrpaMMbl Yy4eOHOM
AUCUMILIUHBI:
MaKCUMaJIbHOW y4eOHOW Harpy3ku oOydaromierocst 62 gaca, B TOM YnCIIe:
— o0s3aTeNbHON ayJUTOPHON yueOHOM Harpy3ku odydaromierocs 52 4acos,;
— caMmocTosTeNnbHON paboThl oOyyatomerocs 10 yacos;
— koHcynpTanuu 0 4acos;
— npomexyroyHas arrectanus 0 4acos.

1.5. ®opmupyembie KOMIETEHINH
W3ydyenne yd4eOHOW MUCHUIUIMHBI HampaBleHO Ha (HOopMHpOBaHUE CIEAYIOMIUX
KOMIIETEHITH



OK 1. BeiOupatb criocoObl perienus 3a1ad npopecCHOHANBHOMN e TeNbHOCTH
IIPUMEHUTEIBHO K PAa3JIMYHBIM KOHTEKCTAM.

OK 9. ITonb3oBaThcs TpodheccuoHaNbHON JOKYMEHTALUENW HA TOCY1apCTBEHHOM U
WHOCTPAHHOM S3bIKaX.

IIK 1.1. OcymiectBasTh mpodecCHOHaIbHOE TOJIKOBAHHE HOPM IpaBa.

[IK 1.2. IlpumeHsTh HOPMBI MpaBa JUlsl pelieHHs 3agad B MpodeccunoHaabHON
NESATENbHOCTH.

[1K 1.3. BirageTs HaBBIKaMU TOATOTOBKH IOPUIMYECKUX JOKYMEHTOB, B TOM YHCIIE
C MCII0JIb30BaHUEM MH(DOPMALIMOHHBIX TEXHOJIOTUH.



2. CTPYKTYPA ¥ COJAEP)KAHUE YUYEBHOW JUCIIUILINHBI

2.1. O0beM yueOHOI IMCUMIIMHBI M BUABI Y4eOHO0#l padoThI

Bun yueOHo# padoThI Koauuecmeo
uacog

MaxkcumasnbHasi yueOHasi Harpy3ka (Bcero) 62
O0s3aTesibHAsI AyIUTOPHAsA yueOHas1 Harpy3Ka (Bcero) 52
B TOM YHCJIE:

TEOPETUUECKHUE 3aHATUS 26

IIPAKTUYECKUE 3aHITHS 26
CamocrosiTejibHas padoTa o0yuyarierocsi (Bcero) 10
B TOM YHCJIE!

TeMaTHKa BHEAYIUTOPHOMN CaMOCTOSTEIbHON pabOThI 10

[Tpomexyrounas attectanus B popme oudpepenyuposannozo 3auema




2.2. KajaenaapHo-TeMaTH4YeCKHMH IUIAaH H cojJep:KaHUe Y4YeOHOHl JUCIUNJIMHBI

JOKYMEHTAIIMOHHOE OBECIIEYEHHE

YIIPABJIEHUA
HaumenoBanue pasae/ioB u Coaep:xanue yueOHOI0 MaTepHaJia, JJa0opaTopHbIe padoThl H NMPaKTHYecKUe 3aHATUS, | O0beM | YueOHas Yposenr | Dopmupyembie
TeM caMocTosTe1bHas padoTa 00y4yaromuxcs 4acoB He/eJIs OCBOCHHUSI | KOMIIETCHIIUH
1 2 3 4 5 6
Pazgen 1. OcHOBBI JOKYMEHTHPOBAHMS YIPABJICHYECKON 1eSITeJIbHOCTH 18
Tema 1.1. Copep:xaHue yueOHOI0 MaTepHuaJa OK1,9
IlonATHE O TOKYMEHTAIMOHHOM OCHOBHBIE CBOMCTBAa IOKYMEHTOB M HMX (YHKIMH B cucteMe ynpasineHus. Ilonstue | 1 1 1 MK 1.1.
obecrieueHNH yIpaBIICHUS, nokymenta. HWHdopmamms u gokymeHT. Kilaccuduxamust IOOKyMEHTOB: IO BHAY
JOKyMEHTE H CIIoco0ax odopMIIeHHS; TT0 COAIEPKAHUIO; IO (hopMe; IO MPOUCXOXKACHHIO; IO CPEACTBAM (PHUKCAIINY;
JOKyMEHTHUPOBAHHS 10 CPOKaM XpaHeHUsI. MaTepHuanbHble HOCUTEIN HH(POPMALHH.
IMonstne pmoxymentupoBaHus. OCHOBHBIE CIOCOOBI OKyMEHTHpoBaHUS. (OCHOBHBIC
COBpPEMEHHBIE TEXHOJIOTHH, IIPUMCEHSEMbIC NPH OPraHU3alld PadOTHl C JOKYMEHTaMH B
OpraHu3aIsIX (YUpeKICHHUAX).
Tema 1.2. Coaep:xkanue yueOHOT0 MaTepuasia
HopmaTuBHO-npaBoBas 6a3a HopmaTuBHO-IIpaBOBBIE  aKThl, PpEryIHpYIOIIME JOKyMEHTallMOHHOe obecredeHue | 1 1 1
JIOKYMEHTaIlHOHHOT'O yhnpasieHus. YHuUKaUMs W CTaHJApTH3alUs KaK  OCHOBHBIC  HAlpaBIICHMS
obecrieueHus yIpaBICHUS COBEpPLICHCTBOBAHUS JJOKYMEHTOB U JIOKYMEHTALMOHHOTO 00ECIICUeHNUS! YIIPaBIICHUSI.
[lepeueHb OCHOBHBIX TOCYIApCTBEHHBIX CTaHIAPTOB HAa YHU(PHULIMPOBAHHBIE CUCTEMBI
nokyMmeHTar. OCHOBHBIE TOJIOKEHHUSI TOCYJapCTBEHHOM CHCTEMBI JOKYMEHTAI[HOHHOTO
obecnieuerns  ynpaBneHus. CocTaB  yHHQHUUIHMPOBAHHBIX CHUCTEM JOKYMEHTAIlUH:
OpraHU3aIMOHHO-PACTIOPSANTENbHAS, OTYETHO-CTATUCTHYECKas!, (PMHAHCOBAS U JIp.
Tema 1.3. Coaep:xkanue yueOHOro MaTepuaJia OK1,9
CriocoObI 1 TIpaBMIIa CO3TaHHS Xapakrepuctuka, coctaB u comepkannme ['OCTa Ha cHcTeMy OpraHU3AIlMOHHO- | 2 1 2 K 1.1, 1.2, 1.3.
JIOKyMEHTOB pacIopsITUTEIbHON  IOKYMEHTAMH. Y HUQUIMPOBAHHAs CHCTEMa OpraHW3aI[OHHO-
pacIopsIINTeNIbHON JOKyMeHTauu. TpeboBanus K 0(OpMIICHHIO JOKyMeHTOB. Dopmyisip-
obpazernr OPJI. [IpaBuia odopmieHus: pekBuznutoB, permamerrupoBansbix ['OCT P 7.0.97-
2016
JlaGopaTopHbie paGoThI: 4 2 3
1. OopmireHrEe pEKBU3UTOB Ha JOKyMEHTaX.
CamocrosiTenbHast padora: 10
1. CocTaB peKBU3UTOB, UX pa3MelIeHUE Ha JOKyMeHTax Gopmara A 4
Pazgen 2. Opranu3anusi CHCTEMbI JOKYMEHTAIIHOHHOT0 00ecneYeHust 32
Tema 2.1. Conep:xanue yue0HOT0 MaTepHuaJia OK1,9
Odopmnenne nHGOPMALMOHHO- | XapaKTepHCTHKA U COCTaB CIPaBOYHO-UH(POPMAIIMOHHBIX JOKYMEHTOB (CIy:KeOHBIX muceM, | 4 3 1,2 K 1.1, 1.2, 1.3.
CIIPaBOYHBIX TOKYMCHTOB CIIPABOK, 3asBJICHHI, aKTOB, IMPOTOKOJOB, JOKIAJHBIX M OOBSICHUTEIHHBIX 3aIlHCOK),
TpeboBaHusA K UX odopmieHnio. JIOKYMEHTHpOBaHHE EATCIFHOCTH KOJUIETHAIBHBIX
OpraHoB.
JladopaTopHbie padoThI: 4 4 3

1. CocraBneHne HHOOPMAIIOHHO-CIIPABOYHBIX JOKYMEHTOB.




Tema 2.2. Copep:xanue yue0HOT0 MaTepHuaJia
Odopmnenne opraHu3alioHHO- | OCHOBHBIE TPYIIIbI OPraHU3AMHOHHO-PACIOPSIUTENBHBIX JTOKYMEHTOB. XapakrepucTuka u | 4 5 1,2
pacrmopsIIUTenbHON COCTaB OPraHM3aI[MOHHBIX JAOKYMEHTOB (yCTaBa, IOJIOKEHHUS, HHCTPYKIMH, JOJKHOCTHOM
JOKyMEHTaINH HMHCTPYKIHH), TpeOOBaHMSA K OQOpMIICHHIO. XapaKTEPUCTHKA M COCTaB PACHOPAIUTEIHHBIX
JOKyMEHTOB (IIOCTAHOBJICHHS, IPUKA3a, PEIICHUS, PACTIOPSDKCHNUS, YKa3aHUs), TpeOOBaHUS
K ux odopmieHnto. IloHSATHE NOATMHHWKA, KOMWH, BBIIHCKH, AyOnmkaTta. Buapl xommid
JOKyMEHTOB, OCOOCHHOCTH 3aBEPEHHs KONHI W BBIMHMCOK HOTAPHAIBHBIMH KOHTOpaMHU H
JIOJDKHOCTHBIMH JIMIIAMH OPTaHU3aLNH
JlaGopaTopHbie padoThI: 4 6 3
1. CocraBieHne OpraHM3AIMOHHO-PACTIOPSANTEIBHBIX NOKYMEHTOB (C HCIIOIb30BaHHEM
TEKCTOBBIX PEIAKTOPOB).
Tema 2.3. Copep:xaHue yueO0HOIr0 MaTepHuaJia OK1,9
OdopmiteHne KaxpoBoi 3asBJIeHMsI ¥ IPHUKa3bl N0 JINYHOMY cocTaBy. Jlnynas kaptouka Gpopmel T-2 u nuynble gena | 2 7 1,2 K1.1,12,13.
JAOKYMECHTaIH JlaGopaTopHble padoThI: 4 7-8 3
1. CocTaBieHHe KaIPpOBbIX TOKYMEHTOB.
Tema 2.4. Coaep:xkanue yueOHOr0 MaTepuasia
JloroBopHo-TipaBoBas [onsitue nmorosopa. OcHoOBHBIE paszaensl JoroBopoB. Ilopsimok odopmienus TpyaoBoro | 2 8 1,2
JIOKyMEHTaIHs JIOrOBOPA, OTOBOPA IIOCTABKH, JOT0BOPA KYILTH-IIPOIAXKH.
JlaGopaTopHbIe paGoThI: 4 9 3
1. OdopmiieHHe 10rOBOPOB.
Tema 2.5. Coaep:xkanue yueOHOro MaTepuaja
IIpeTeH3nOHHO-NCKOBas OCHOBHBIE PEKBH3UTHI W MOPSJIOK OGOPMIICHUS TNPETEH3UH, OTBETOB Ha IPETEH3HIO. | 2 10 1,2
JIOKyMEHTaIHs IOpuandeckas ciyx0a, BBINOJHSIONIAS TPETCH3NOHHO-MCKOBYIO PabOTy Ha MPEANPHSTHH.
KypHan peructparuy npeTeH3ui.
[Mopsiok oopmileHNs] HCKOBBIX 3asIBJICHUI U ITPEACTaBICHUE UX B ApOUTPaXKHBIH CY/I.
JlaGopaTopHble paGoThI: 2 10 3
1. CocTaBieHne NPETEH3NOHHO-UCKOBON TOKYMEHTAIIHN.
Pa3nea 3. Opranu3anusi padoThl ¢ JIOKYMEHTAMH B OpraHusanusx (yupe:kaeHusx) 10
Tema 3.1. Copep:xaHue yueOHOI0 MaTepHuaJa OK1,9
TexHosorus opraHu3aluu VYupasienue u aenonpou3BoacTso. Opranuzanuonusie GopMsl aenonpousBoactea. Ciuyxoda | 2 11 1 IIK 1.1, 1.2, 1.3.
JOKyMEHT0000pOTa B JOKyMEHTAI[MOHHOTO OOecreveHus YNpaBiieHHs, OCHOBHas 3ajava, (yHKUUH, TUIIOBBIE
OpTraHU3aAIMX (YIPEIKIACHUIX ) CTPYKTYpBI, IOJDKHOCTHOW cocTaB. Permamentamms pabotsl ciyxOsr 1OY. Ilpumepnoe
TIOJIO)KEHHE O CIy0e NOKyMEHTAI[HOHHOTO OO0ECHeYeHUs] YNpaBleHUS W JO0JIKHOCTHBIC
MHCTPYKIIHH.
Tema 3.2. Copep:xanue y4eOHOr0 MaTepHaJia
OcoGeHHOCTH JIENONPOU3BOJCTBA | [IOHATHS MPEIOKCHHs, 3asMBICHUS W kado0bl. [IpueM M perucTpanms MEceM TpakaaH. | 2 11 1
10 OOpaIeHusIM IpakiaH 1 PaccMoTpeHme 1 pazpelnieHie n1uceM, CpoK pacCMOTPEHUsI. AHAIN3 IHCEM TPaXK/IaH.
KOH(U/ICHIINAIBHOTO KonpunenunansHoe aenonpousBoAcTBo. I'pud orpaHudeHus poctyna K JIOKYMEHTY.
JIEJIOTIPON3BOICTBA ABTOMaTH3MPOBAHHBIE CHCTEMBI PabOTHI C JOKYMEHTaMHU.
JlabopaTopHbie padoThI: 2 12 3

1. CocraBneHne NPETCH3MOHHO-UCKOBOW MokyMeHTanuu. Odopmierne obpameHuit

rpaxIaH




Tema 3.3.

Coaep:xkanue yueOHOr0 MaTepuaJia

CucreMaTtuzanus JOKYMEHTOB, [onsatue nokymeHtroobopota. OOIIKME MPUHIMIIBI OpPTaHU3AIMK JIOKyMEHTO0OOpoTa, ero | 4 12-13
(hopMupoBaHKE UX B [IeNa U OCHOBHBIC JTambl: MNpPUEM H TEepBUYHA 00pabOTKa JOKYMEHTOB, pachpeiciicHHe
nepenaya B apXuB OpraHU3alnu MOCTYMHUBIIMX  JOKYMEHTOB; PpErucTpanus JAOKYMEHTOB U  MNpPEABApUTEIBHOE HX
paccMOTpeHHe; PACCMOTPEHUE JOKYMEHTOB PYKOBOJCTBOM OpraHU3anuu (YUpermKIeHHs) U
HAMpaBJICHUE WX HAa MCIOJHEHHE, MCIOJHEHNE W KOHTPOIIb 32 UCIOJHEHHEM JIOKYMEHTOB;
TeKyIlee XpaHeHHe NoKyMeHTOB. HomeHknarypa men. O6paboTka Aed I MOCIeIyIOmero
XpaHeHHs. DKCIepTH3a LEHHOCTH JOKYMEHTOB, O(opMIleHHE MeJ, COCTaBIICHHE OMUCEH.
Cnaua nen B apXuB.
JAnddepenunpoBanHblii 3aueT 2 13
Bceero: 62

Jl1st XapaKTepUCTUKN YPOBHSI OCBOCHHS y4eOHOTO MaTepralia UCIOIb3YIOTCS CIEAYIOINEe 0003HAYCHHS:
1. — 0o3HaKOMUTEINBHBIH (y3HaBaHUE paHEe U3yYEHHBIX OOBEKTOB, CBOICTB);

2. — penpOAYKTUBHBIN (BBITIOJTHEHUE IEATEILHOCTH 110 00pa3ily, HHCTPYKIIUHU HJIH ITOJI PYKOBOJCTBOM)

3.— HpO,I[YKTI/IBHHﬁ (HJ'IaHI/IpOBaHI/Ie U CaMOCTOATCIIbHOC BBIIIOJIHCHUC JCATCIIbBHOCTHU, PCUHICHUC HpO6J’I€MHLIX 3a)1aq)




3. YCJIOBUS PEAJIMBAIIMU YYEFHOU JUCHUTLIAHBI
3.1. TpeGoBaHUsA K MUHMMAJILHOMY MATEPUAJIbHO-TEXHUYECKOMY 00ece4eHH 0
Peanuzanus yaeOHON AUCHUIUIMHBI TpEOyeT HaTM4YKs yueOHOro KaOuHeTa.

O6opynoBanue yaeOHOro KabUHeTa!
- MOCaJI0YHBIC MECTA MO KOJUYECTBY 00yUarOIIHXCS;
- pabouee MecTO IpernoaaBaTeds;
- KOMIUIGKT y4eOHO-HAIAAHBIX MmocoOuit  «JlokymMeHTanmoHHOE oOecredYeHue
YIIpaBICHUA Y,
- KOMIUIEKTHI OPM IOKYMEHTOB.

TexHnuueckue cpeacTBa 00y4eHHUS:
- MYJIbTUMEIUAIIPOEKTOP.

3.2. UndopmanuonHoe odecrnedenne o0yueHust
Iepeuenn PEeKOMEHTyeMBbIX Y4eOHBIX W3IaHUId, HuTepHeT-pecypcos,
JTOTMOJTHUTEIbHOM JIUTEPATYPhI

OcHoBHas1 JIuTepaTypa:

1. KopueeB UK. JlokyMeHTarmoHHOE OOeclieyeHHE YIpaBICHUS: YUEOHUK M MPAKTHKYM
s cpenHero npodeccroHanbHOoro obpaszosanus / M.K. Kopuees, A.B. Ilmenko, B.A.
Marmrypues. — 3-¢ u3f., nepepad. u gom. — Mocksa: M3garensctBo FOpaiit, 2026. — 438 c.
— (ITpodeccuonanvuHoe obOpazoBanme). — ISBN 978-5-534-16002-4. — Tekcr:
anekTpoHHbld  //  OOpazoBarenbHast 1iargopma  FOpaitr  [caiit]. — URL:
https://urait.ru/bcode/585550.

2. KysnenoB M.H. JlokxymeHTannonHoe obecrnieueHue ympasieHus. JJoOKyMeHTOOOOpOT u
JeTOTIPOM3BOACTBO. YYEOHMK ¥ TPAKTUKYM MJIsi  CPEIHETr0 MpogecCHOHATHLHOTO
obpasoBanus / U. H. Ky3neuos. — 4-e u3a., nepepad. u gon. — Mocksa: M3narenscTBo
FOpaiir, 2023. — 545 c. — (IIpodeccuonansHoe obpazosanue). — ISBN 978-5-534-16004-
8. O6pazoBarenbHas mwiatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/530256

3. Ky3nenoB M.H. JlokymeHTanmoHnHOE obOecriedeHue ymnpaBieHus. JJOKyMeHTO000pOT U
JIeJIOTIPOU3BOCTBO: Y4eOHHK M NPAaKTUKyM s CpeJHero mpogecCHoHaIbHOro
obOpazoBanus / U. H. Ky3nenoB. — 5-e u3n., nepepad. u mon. — Mocksa: M3narenscTBo
FOpaiir, 2025. — 425 c. — (IlpodeccuonansHoe obpazosanue). — ISBN 978-5-534-20025-
6. — Texcr: anekrponHsii / ObOpaszoBarenbHas miatdopma IOpaiit [caiir]. — URL:
https://urait.ru/bcode/581141

JlonoJiHuTeIbHbIEe HCTOYHMKH:

1. Abynamze JI.I'. [JoxymeHTanimoHHOE 0O€CTIeUeHHUE YIIPABICHUS TIEPCOHATIOM: YUYEOHUK U
NPAaKTUKYM ISl cpefiHero mnpodeccuonaiabHoro odpaszoBanus / J.I'. Abynamze, W.b.
Bempsoxkkuaa, B.M. Macnosa. — 4-e u3a., nepepad. u gon. — MockBa: M3narenscTBo
HOpaiiT, 2026. — 202 c. — (Ilpodeccuonanproe obpazoBanue). — ISBN 978-5-534-21969-
2. — Texcr: anektponnsii / ObOpasoBatenbHas miatdopma HOpaiit [caiit]. — URL:
https://urait.ru/bcode/590739.

2. Joponuna JI.LA. JlokyMeHTallMOHHOE OOECIIEYCHNE YIIPABICHHUs: YICOHUK U TIPAKTUKYM
11 cpeqHero npodeccruonanbHoro oopaszosanus / JI. . Jloponuna, B.C. Upurukosa. — 2-
e u3d., mnepepadb. m gom. — MockBa: M3garensctBo IOpaiit, 2026. — 270 c. —
(ITpoeccronansnoe oobpazoBanue). — ISBN 978-5-534-16017-8. — TekcT: 31eKTPOHHBIN
// Obpa3zoBaresbHas miardopma IOpaiir [caiit]. — URL: https://urait.ru/bcode/585601.

3. KysnenoB M.H. JlokymeHTanmonHoe obecrieuyeHue ympapieHus. JJoKkyMeHTO0O0pOT u
JIETOTIPON3BOJICTBO: YYeOHUK W TipakTukyMm st By3oB / WM. H. Kysnemnos. — 5-e usn.,
nepepab. u gon. — MockBa: M3marensctBo IOpaiit, 2025. — 425 c. — (Bwicmiee
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obpazoBanue). — ISBN 978-5-534-20027-0. — Tekcr: snexTponHslii // OOpa3oBaTenbHas
mwiargopma FOpaiit [caiir]. — URL: https://urait.ru/bcode/581143.

[llysanoBa H.H. JlokyMeHTanmoHHOE oOeCcTieueHre yIpaBIeHUs: YICOHUK ISl CPEAHETO
npodeccuoHanpbHoro odbpaszosanus / H.H. IllyBanoBa. — 3-¢ u3a., mepepab. u jmom. —
Mocksa: UznarensctBo FOpaiit, 2026. — 234 c. — (IIpodeccuonansHoe oOpazoBaHUE). —
ISBN 978-5-534-20349-3. — Tekct: snextpoHHslid // OOpa3oBarenbHas 1miaTdGopma
IOpaiir [caiit]. — URL: https://urait.ru/bcode/583834.

HopmaTuBHBIE aKTHI:

"TOCT P 7.0.97-2016. Haumonanwubiii cranmapt Poccuiickoit denepanuu. Cucrema
CTaHJapTOB MO  uHpopManMM, OUOIMOTEYHOMY M HU3JATEIbCKOMY  JIEmy.
OpraHu3alliOHHO-PACIIOPAIUTENbHAS JOKyMeHTanus. TpeboBaHus K O(OpMIICHUIO
nokymentoB" (yrB. Ilpmkaszom Poccrammapra ot 08.12.2016 N 2004-ct) (pem. ot
14.05.2018) — [DaexTponHsbIii pecypc] — CrnpaBouHo-ipaBoBas cucrteMa «KoHCYIbTaHT
[Tmroc».

I'OCT P 7.0.8-2013 CUBUJ. [enonpou3BOACTBO M apXUBHOE JAeno. TepMHUHBI U
ompeneneHus.  YTBEpXKIeH mpukazoMm DenepaqbHOrO0 areHTCTBA IO TEXHUYECKOMY
perynupoBanuio u metponorud ot 17 oxtsiops 2013 r. N 1185-ct — [DnexkTpoHHBIHI
pecypc] — CrpaBouno-tipaBoBasi cucrema «KoncynbranT [lnrocy.

3akon Poccuiickoit ®enepanuu "O rocynapctBeHHoit Taitne" ot 21 uroms 1993 r. Ne
5485-1 B pemakmun ot 14.07.2022 — [Dnextponssiii pecypc] — CrnpaBodHO-TIpaBoBast
cucrema «KoncynpTant [Tmocy.

@enepanbublii 3akoH Poccuiickoit @enepanuun "OO6 unbopmanmy, WHPOPMAIMOHHBIX
TexHoyorusaX u 3ammte uHpopmaruu" ot 27 urons 2006 r. Ne 149-D3 B pemakiuu ot
14.07.2022 — [DOnextponHbIi pecypc] — CrnpaBouyHo-mipaBoBasi cucreMa «KoHCymbTaHT
[Tmrocy.

@enepanbHblil 3akoH Poccuiickoit @enepauuu "OO 31eKTpoHHON nudpoBol nmoanucu"
ot 06 ampens 2011 r. Ne 63-®3 B penakuuu ot 14.07.2022 — [DnexTpoHHBIH pecypc] —
CrnpaBouHno-nipaBoBas cucreMa «KoncynbranT [Tnrocy.

OK 011-93 OOmepoccuiickuil kinaccu(pUKaTOp yNpaBIeHYECKOH JAOKyMEHTAluu — M.:
T'occranmapt, 1993

IlepeyeHb THUMOBBIX YHPABICHYECKHX AapXMBHBIX JIOKYMEHTOB, O00pa3ymoluxcs B
mporiecce  ACATENbHOCTH  TOCYNApCTBEHHBIX ~ OpPraHOB,  OpPraHOB ~ MECTHOTO
CaMOYIIpaBJI€HHs U OpraHU3alui, C YKa3aHueM CPOKOB XpaHEHHs. Y TBEPXkAEH MPUKa30M
MunkynsTypbl Poccun ot 25.08.2010 Ne 558.

HNHTepHeT-pecypcebl:

"TOCT P 7.0.97-2016. HaumonaneHblit cranaapt Poccuiickoit ®@epepaunn. Cucrema
CTaHIapTOoB 1o  uHpopMauuu, OWUONIMOTEYHOMY M H3/aTEIbCKOMY  JIETy.
OpraHu3anroHHO-paclopsAaUTeIbHAs JOKyMEHTalus. TpeboBaHus K 0O(GOpPMIICHUIO
nokymentoB" (yrB. [Ipmkazom Poccranmmapra ot 08.12.2016 N 2004-ct) (penm. ot
14.05.2018). CnpaBouHo-nipaBoBasi cuctema «Koucymbrant [Dmtoc». - Pexum mocryma:
[http://www.consultant.ru] (mara o6pamienus 12.05.2026).

I'OCT P 7.0.8-2013 CHUBUA. enonmpou3BOACTBO M apXWUBHOE Jei0. TE€pMHUHBI U
ompeneneHus. YTBepkAeH mpukazom DenepaabHOr0 areHTCTBa MO TEXHUYECKOMY
perynupoBanuio u wmerpojoruu ot 17 oxrtsabps 2013 r. N 1185-ct. CmpaBouHo-
npaBoBas cucrema «Koncymprant ITmocy». - Pexum noctyma: [http://www.consultant.ru]
(mata oopamenus 12.05.2026).
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4. KOHTPOJIb M OIEHKA PE3VJLTATOB OCBOEHWS YYEBHOM
JTACIATITAHBI

KoHTpoJb ¥ omeHKa pe3yabTaTOB OCBOCHUS YUYCOHOW MMCIMIUIMHBI OCYIIECTBIISICTCS
IpernojaBaTeyieM B IMPOIecce MPOBEACHUS MPAKTUYECKUX 3aHATHU W Jab0OpaTOpHBIX pador,
TECTUPOBAHUSA, a TAK)KE BBIOJHEHHUS OOYYAIOIMMHUCS WHIWBUIYAIbHBIX 3aJIaHUM, TPOEKTOB,
HCCIICIOBAHUI.

Pe3ysabTarnl 00yyeHus
(ocBOEHHbBIE YMEHMSs1, YCBOCHHbIE 3HAHNS)

®opMbI M METOAbI KOHTPOJIS U OLlEeHKH
pe3yJabTaToB 00y4eHHusI

YmMmerTn:

IIPUMEHATh HA IIPAKTHKE TOCYAapCTBEHHBIC
CTaHJapTHl, JAPYTHE€ HOPMATUBHO-METOIMYECKUE
JIOKYMEHTBI, PETIaMEHTUPYIOLIUE OpraHUu3aluio
JIOKYMEHTAllMOHHOT'O 00eCIIeUeHNs yIIPaBICHUS;
COCTaBJIATh M MPaBWIBHO O(QOPMIISATH OCHOBHBIE

BU/IBI OpraHHU3aIMOHHO-PACTIOPSAUTEIbHBIX
JIOKYMEHTOB;

0pOpMIISTH UH(GOPMaIMOHHO-CIIPABOYHYIO
JIOKYMEHTAIUIO;

0(OpMIISITH KaIpOBYIO JOKYMEHTAIIHIO;
0(OPMIISITh IPETECH3NOHHO-UCKOBYIO
JIOKYMEHTAIHIO.

3HATH:

TEPMUHOJIOTHIO B 00JIACTU JIOKYMEHTALMOHHOTO
o0ecrieyeHus yrpaBieHus;

HOPMAaTUBHBIE JOKYMEHTBI, pEerjJaMeHTHPYOINe
cocTaBieHHe U OQGOPMIICHHE JIOKYMEHTAllUU H
MOPsIOK ee 00paboTKH;

IpaBuia COCTaBJICHUSA 51 odopmiieHus
OpraHU3alMOHHO-PACIOPSAIUTENbHBIX
JOKYMEHTOB, BXOJSIIMX B YHUQHUIMPOBAHHYIO
CUCTEMY  OpraHU3aLHOHHO-PACTIOPSIUTEIbHBIX
JOKYMEHTOB,  YHU(DUIUPOBAHHYI0  CHCTEMY
MIEPBUYHOM YYETHOM JOKYMEHTAllUM B YaCTH
JOKYMEHTAIUH 110 yYETY TPYAQ;

NOPSAJOK TPOBENEHUSI DBKCHEPTU3bl ILIEHHOCTU
JIOKYMEHTOB M TOJTOTOBKM J€l K apXUBHOMY
XPaHEHUIO;

TEXHOJIOTHIO OpPTaHU3allii JOKYMEHTO00O0pOTa B
Ooprau3anusax (yupexacHusX).

Texkyummii KOHTPOJIb:

— OLEHKA 3HAaHUH CTYJIEHTOB I10
JUCLUILIMHE 110 pe3yIbTaTaM
BBINOJIHEHMS] IPAKTUYECKUX U
CaMOCTOSITENILHBIX PadoT;

— TECTOBBII KOHTPOJIb.

IIpomexxyTouHas aTTecTanus B
dhopme muddepeHITIMPOBaHHOTO 3a4eTa.
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