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1.  OBIIASI XAPAKTEPHCTHKA PABOYEI ITPOTPAMMBI
YYEBHOM JUCLUILIUHBI

1.1. MecTo AMCUUIIMHBI B CTPYKTYPe OCHOBHOIi 00pa3oBaTe/ibHON MPOrpaMMbl

Vuebnas aucrummHa OI1.06 JlokyMeHTalMoHHOE OOeCleYeHUe YIPaBJICHUS SBISETCS
00s13aTeNbHON  YacThi0 OOIIENPO(EeCCHOHATBHOTO IMKJIA OCHOBHOM Ipo¢ecCHOHATBHON
00pa3oBaTebHOW MPOTPaMMbI TOATOTOBKM CIEIUAINCTOB CPEIHETO 3BE€HA B COOTBETCTBUU C
®I'OC CIIO no cnenuansHoctu 40.02.04 FOpucnpyaeHus.

Ocoboe 3HaueHHEe AUCHUIUMHA UMeeT npu GopmupoBannu U pazsutun OK 01, OK 02,
OK 03, OK 04, OK 05, OK 09, IIK 1.3

1.2. Heau u 3a7a4u y4eOHOH AMCUHUILIMHBI — TPeOOBAHHMS K pe3yJbTaTaM OCBOEHUS
AUCHUILINHBI

Huctunmuaa  OI1.06  JlokymeHTanimoHHoe oOecredeHue yrpaBiieHus (HOpMHUpPYET
CIIeyIOIIe KOMIETEHIINH:

OK O01. Beibuparh cnocoObl pemieHuss 3anad NpodecCHOHATBHOW /IeATeIbHOCTH
MIPUMEHUTEIIFHO K Pa3IMYHBIM KOHTEKCTaM;

OK 02. Hcnomp30BaTh COBPEMEHHBIE CPEICTBA IIOMCKA, AHAJIW3a W HHTEpIpPETalU
uHpopMaud U HUHPOPMAIMOHHBIE TEXHOJIOTMM Ui BBINOJHEHHS 3a7a4d MNpo¢ecCHOHaIbHON
NesITeNIbHOCTH;

OK 03. IlimanupoBath M pean30BbIBaTh COOCTBEHHOE MPO(PECCHOHAIIBHOE U JIMYHOCTHOE
pa3BUTHE, MPEINPUHUMATEILCKYIO IEATEIbHOCTh B NMpodeccroHanbHOM cdepe, UCIOIb30BaTh
3HAHMUS [0 MPABOBOM U (PMHAHCOBON I'PAMOTHOCTH B PA3IUYHBIX KU3HEHHBIX CUTYaLIUAX;

OK 04. D¢ddexTnBHO B3aUMOJACHCTBOBATH U PAaOOTATh B KOJUICKTUBE U KOMAaH/IE;

OK 05. OcyiecTBisiTh YCTHYIO M MUCbMEHHYI0O KOMMYHHUKAIIUIO Ha TOCYJIapCTBEHHOM
s3pike  Poccuiickoit denmeparuu ¢ yd4eToM OCOOEHHOCTEH COIMATbHOTO M KYJIhTYPHOTO
KOHTEKCTa;

OK 09. Tlome3zoBathcsi mpodeccHoHaTbHON MTOKyMEHTAIMeld Ha TOCYAapCTBEHHOM H
WHOCTPaHHOM f3bIKaX;

[IK 1.3. Biragets HaBbIKAMU MOATOTOBKH HOPUIAMYECKUX JTOKYMEHTOB, B TOM YHCIE C
UCI0JIb30BaHNEM MH(POPMAIIMOHHBIX TEXHOIOTHA.

B paMKax IIporpaMmMbl y‘Ie6H0ﬁ JUCHUITIIMHBI O6y‘IaIOH_[I/IMI/IC5I OCBAWBAKOTCA YMCHU
1 3HAHUA.

Kon YMenus 3HaHuA
IIK, OK

OK 01, [IpumensTs Ha npaktuke | TepMuHOIOTHIO B obnactu

OK 02, roCy/lapCTBEHHbIE CTaHJApThI, | JOKYMEHTAIIMOHHOTO o0ecrieueHus

OK 03, ApYrue HOPMATUBHO-METOJMYECKUE | YIIPABIICHUS;

OK 04, JOKYMEHTBI,  periaameHtupyromue | Hopmartusasie JOKYMEHTBI,

OK 05, OpraHM3alUI0 JTOKYMEHTAllMOHHOIO | PETJIAMEHTUPYIOIIUE  COCTaBICHHE U

OK 09, oOecrieyeHus yIpaBIeHUS; oopMIIeHHE TOKYMEHTAllUd U TMOPSAIOK

IIK 1.3. CocraBisTh u MPaBWIBHO | ee 00paboTKH;
0QOPMIIATH OCHOBHBIE Buzbl | [IpaBuna coctaBieHuss ¥ 0GOpPMIICHHS
OpraHU3alMOHHO- OpraHU3alMOHHO-PACIOPSIUTEIbHBIX
pacnopsAUTENbHBIX T0KYMEHTOB; JIOKYMEHTOB, BXOIAIINX B
OdopmisaTe MH(POPMAIIMOHHO- | YHU(PUIIMPOBAHHYIO CUCTEMY
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Texuonoruro

(yupexieHusx).

CIIPaBOYHYI0 JOKYMCHTAIHIO, Opra’Hru3allMOHHO-PACTIOPAAUTCIIbHBIX

Odopmisate KaJpOBYIO | TOKYMEHTOB, YHUDUITUPOBAHHYIO
JOKYMEHTALUIO; CUCTEMY IIEPBUYHOMN Y4ETHOU
Odopmitate MPETEH3UOHHO- | JOKYMEHTAllMM B YacTH JIOKyMEHTAIUH
HCKOBYIO JIOKYMEHTAIIHIO. 10 y4eTy TPYAa;

Ilopsnoxk  mpoBeneHus
LIEHHOCTH JOKYMEHTOB M IOATOTOBKH
JIeJ1 K apXUBHOMY XPaHEHUIO.

JOKyMEHTOOOOpOoTa B

9KCHEPTU3BI

OpraHu3aiuu
OpraHu3aIUsaX

2. CTPYKTYPA YUYEBHOM JUCIUILIUHBI

2.1. O6beM yueOHOI IMCUMIVIMHBI M BU/ABI Y4eOHOMH padoThl

Buj yueOHoii padoThI O0bem yacos

MaxkcuMmasbHasi ydeOHasi Harpy3ka (Bcero) 36
Oobs3aTesibHAsE ayAUTOPHAs yyeOHasi HArpy3ka (Bcero) 4

B TOM YHCIJIE:

TEOPETUUCCKUE 3aHATHS 2
MPAKTUYECKHUE 3aHATHS 2
CamocrosiTesibHasi padoTa o0yualonierocs (Bcero) 32
IIpome:kyTounas arrectauus B gopme nuddepeHuMpoBaHHOIO 3aUeTa

2.2. TEMATUYECKHUM IVIAH U COJEP)KAHUE YUYEFHOM JIUCIHATILIMHBI

HauMeHnoBanue

Conepxanue y4eOHOro Marepuasia
pa3iesioB U TeM

OoneMm, Koapl
aKaa. 4. KOMIIeT

CHIIMH

Pazgen 1. OCHOBBI JOKYMEHTUPOBAHUS YIPABJIEHYECKOM 5
JAEATEJIBHOCTHU
Tema 1.1 IToassiTue | Conep:kanue yueGHoro Mmatepuana 1 OK 01,
0 OCHOBHbBIE CBOWCTBA JOKYMEHTOB M UX (1)YHKI_II/II/I B OK 02,
JAOKYMEHTAIIMOHH | CHCTEME YIIpaBICHUS. IlonsTue JOKYMEHTA. OK 05,
OM oO0ecreYeHuu Nudopmarms " JTOKYMEHT. Knaccuduxarms OK 09
ynpaBJieHusl, JOKYMEHTOB: TIO BHIY OGMOPMIIEHUS; O COAEPKaHUIO; IIK 1.3
AOKYMEHTe U no ¢opMme; MO TPOUCXONKACHUIO; IO CPEACTBAM
cnocoodax ¢ukcanuu; MO CpoKaM XpaHEHHUs. MarepHuanbHble
AOKYMEHTHPOBAH | HOCUTEIIN uHbOpMaIUH.
us [Tonsitne nmoxymeHTupoBaHus. (OCHOBHBIE CIIOCOOBI

JOKYMEHTHPOBAHUSA. OcHOBHEBIE COBPEMEHHEIE

TCXHOJIOTHH, TPUMCHACMBIC IIPHU OpraHu3aliun pa6OTLI C
JAOKYMCHTAaMH B OpraHHU3alUsaIxX (y‘lpC)KIlCHI/ISIX).




HaunmeHoBaHHE OGvem, | Konbr

Conepxxanue y4eOHOro Marepuaja aKal. 4. | KoMIeT
pa3aesioB H TeM S
Tema 1.2 Conep:kanue y4e0HOro MaTepuaia 1 OK 01,
HopmaTusHo- HopmartusHO-1IpaBOBBIC aKThI, perynupyromnme OK 02,
npasoBas 6a3a JOKYMCHTAIlMOHHOC obecrieueHue yHpaBJICHHUS. OK 05,
JOKYMEHTALMOHH YHI/I(bHKauHs[ M CTaHJapTHU3alusd KaK OCHOBHBIC OK 09
oro odecrnmeyeHus HalpaBJICHUSI COBCPIICHCTBOBAHUA JOKYMCHTOB H [IK 1.3
ynpaBJjieHUsAA AOKYMCHTAIIMOHHOT'O obecrieueHus YIIpaBJICHHA.

[IepedueHb OCHOBHBIX IOCYIapCTBEHHBIX CTAHIAPTOB Ha

YHHPHUIIMPOBAHHBIC CHUCTEMBI JIOKYMEHTAlWH.

OcCHOBHBIE TIOJIOKCHHUSI TOCYIAPCTBEHHOW CHCTEMBI

JIOKYMEHTallMOHHOTO obecrieueHus yIpaBJICHHUS.

CocraB yHUPHUITUPOBAHHBIX CHCTEM JOKYMEHTAIIUU:

OPraHu3alMOHHO-PACTIOPSIANTEbHAS, OTYETHO-

cTaTUCTUYECKas, pruHAHCOBAs U Jp.
Tema 1.3 Coaep:kanue yue0HOro MaTepuaia 3 OK 01,
Cnoco6bl u Xapakrepuctuka, coctaB u coaepxkanue ['OCTa Ha OK 02,
npaBuJja CUCTEMY OPraHu3alMOHHO-PACTIOPSIAUTETLHO N OK 03,
CO3AaHUA JOKYMCHTAIIH. YHI/Iq)I/IuI/IpOBaHHaﬂ cucrema OK 04,
JAOKYMEHTOB OPraHu3alMOHHO-PACTIOPSIAUTEILHON  IOKYMEHTAIWH. OK 05,

TpeboBanust k ohopMIECHUIO HOKYMEHTOB. DOpMyIisip- OK 09

o6pazerr OPJI. TlpaBwia odopmieHUsT pPEKBU3UTOB, K 1.3

pernamenTupoBaHHbIX ['OCTomMm.

IIpakTHyeckue 3aHATHS

[Ipaktuueckoe 3anstue Nel. OdgopmiaeHre pEeKBU3UTOB

Ha IOKyMEHTax.

CamocrosiTesqibHasi padoTa 00y4arOIMXCcs
Paszpen 2. OPTAHU3AIIUA CUCTEMbI JOKYMEHTALHIMOHHOI'O 26
OBECIHHEYEHUA
Tema 2.1 Conep:kanue yue0HOro MaTepuasia 4 OK 01,
Odopmiienne XapakTepucTuka u COCTaB CIIPaBOYHO- OK 02,
nHdopManHoHHo- | MHPOPMALMOHHBIX JOKYMEHTOB (CIY)KEOHBIX ITHCEM, OK 03,
CNIPABOYHOM CIIPABOK, 3asIBJICHUH, aKTOB, MPOTOKOJIOB, JOKJIATHBIX U OK 04,
JOKYMEHTALUH OOBSCHUTENBHBIX  3alMCOK), TpebOBaHHA K HX OK 05,

opopmuenuo.  JIOKyMEHTHpOBaHHE  JIEATEIBHOCTH IIK 1.3

KOJIJIETUAJIBHBIX OPTaHOB.

IIpakTHyeckue 3aHATHS

IIpakTueckoe 3aHATHE Ne2. Odopmnenue

UH(GOPMAITMOHHO-CIPABOYHON JTOKYMEHTAIIUU.

CamocrosiTesibHast padoTa 00y4aromMxcst
Tema 2.2 Conep:kanue y4e0HOro MaTepuaia 6 OK 01,
Od¢opmiienne OcHoOBHbIE T'pYIIIbI OpraHu3alOHHO- OK 02,
OPraHH3AIMOHHO- | PACTIOPAJUTENbHBIX JOKYMEHTOB. XapaKTCpUCTHKA H OK 03,
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0Oo0neMm, Konnbl

HaumeHoBaHue

Conepxxanue y4eOHOro Marepuaja aKal. 4. | KoMIeT
pa3aesioB H TeM S
PACHOPS/INTEILHO | COCTaB  OPraHU3allMOHHBIX  JOKYMEHTOB  (ycTaBa, OK 04,
i JOKYMEHTAIMU | MOJIOXKEHUS, UHCTPYKIUH, JOHKHOCTHOM HMHCTPYKLHUN), OK 05,

TpeboBaHus K 0popMIIeHHIO. XapaKTEPUCTHKA U COCTaB OK 09

pacnopsiUTENbHBIX  JIOKYMEHTOB  (IIOCTaHOBJICHUS, IIK 1.3

npuKa3a, pEIICHUs,  PaCIOPSDKCHHs,  YKa3aHUs),

TpeOOBaHUs K UX 0(OPMIICHHIO.

[lonsaTe mNOMIMHHMUKA, KOTHH, BBIIIUCKH, ITyOJuKara.

Bunel xonuii J1OKyMEHTOB, OCOOEHHOCTH 3aBEPEHUS

KONMA M BBIMMCOK HOTAapUaJbHBIMA KOHTOPaMH U

JIOJ>KHOCTHBIMU JIMIIAMH OpraHU3alUM.

HpaKanecmle 3aHATUA

[IpakTuueckoe 3aHATHE Ne3. Odopmienue

OpPraHN3alMOHHO-PACIOPAAUTEILHON JOKYMEHTALUH.

CamocrosiTesibHast paboTa 00y4yaromMXxcst
Tema 2.3 Copep:xanue y4eGHOro MaTepuaia 6 OK 01,
Odopmiienne 3asBJICHUSI M MPHUKa3bl MO JMUYHOMY COCTaBy. JInuHas OK 02,
KaJpOBO¥i kaprouka Gopmel T-2 1 TUYHBIE JIeTa OK 03,
AOKYMEHTAIMH IIpakTyeckue 3aHATUA OK 04,

[Ipaktnueckoe 3anarue Ned. OdopmieHue KaapoBOM OK 05,

JIOKYMEHTaLUH. OK 09

CamocrosiTesqbHasi padoTa 00y4arOIMXcs K 1.3
Tema 2.4 Copep:xanune y4eGHOro MaTepuaia 4 OK 01,
JloroBopHo- [Tonsitue poroBopa. OCHOBHBIE pa3aeiabl JTOTOBOPOB. OK 02,
npaBoBasi [Topsimox odopmiteHHsT TPYAOBOTO JIOTOBOPA, AOTOBOpA OK 03,
AOKYMEHTaIUs IIOCTaBKHU, IOTOBOPA KYIIJIN-TIPOJAXKU. OK 04,

IIpakTyeckne 3aHATUA K 1.3

[Ipaktrueckoe 3anstue NeS. OdopmieHue 10roBopoB.

CamocrosiTesqibHasi padoTa 00y4aroIMXxcs
Tema 2.5 Conep:kanue yueGHOro MaTepuasa 6 OK 01,
IIpeTeH3uoHHO- OcHOBHBIE PEKBU3HUTBI M MOPSIOK OQOpMIICHUS OK 02,
HCKOBas NpPETeH3Ui, OTBETOB Ha ImpeTeH3uw. FOpuanueckas OK 03,
AOKYMEHTAaIUs ciyxO0a, BBIIIOJIHAIOIIAs IPETCH3UOHHO-UCKOBYIO OK 04,

paboty Ha mpeanpusTuu. JKypHanm perucrpanuu OK 05,

MPETEH3UH. OK 09

[Topsimox  odopmiieHHsT  MCKOBBIX — 3asBIICHUH H I[IK 1.3

IpeJCTaBIeHUE UX B ApOUTPaKHBIN CY/I.

IIpakTHyeckue 3aHATHS

IIpakTueckoe 3aHATHE Neé. Odopmnenue

IIPETEH3UOHHO-UCKOBOM JOKYMEHTALIUU.

CamocrosiTesibHasi padoTa 00y4alOIMXCS
Pazpen 3 OPIrAHM3AIUA PABOTbBI C JOKYMEHTAMHU B 5
OPTAHM3ANUAX (YUPEKJIEHUSAX)
Tema 3.1 Conep:kanue y4e0HOro MaTepuasia 1 OK 01,
TexHoJOrus praBJ‘IeHI/Ie U JeJ0IpOU3BOACTBO. OpFaHI/ISaLII/IOHHBIe OK 02,
OpraHu3anuu hopmbl JIEJIOTIPOU3BO/ICTBA. Cnyx06a OK 03,
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0Oo0neMm, Konnbl

HaumeHoBaHue

Conepxxanue y4eOHOro Marepuaja aKal. 4. | KoMIeT
pa3/iesioB U TeM P—
AOKYMEHTO000POT | JOKYMEHTALIMOHHOIO obecrnieueHus YIpaBJICHHUS, OK 04,
a B OpraHu3anMsX | OCHOBHAas 3aj1a4a, (YHKIUH, THUIOBbIE CTPYKTYPHI, OK 09
(yupexnaeHusx) JOJKHOCTHOM cocTaB. PernmamenTanust paboTsl CITy>KObI IIK 1.3

JOV. [Ipumepnoe MIOJIOYKEHUE 0 ciyxoe

JOKYMEHTAIlMOHHOTO  OOECMEYEeHUs1 yIpaBJCHUS U

JOJKHOCTHBIE MHCTPYKITUH.
Tema 3.2 Coaep:kanue y4e0HOro MaTepuaia 3 OK 01,
OCO0CHHOCTH [Tonsatust npeasioxkeHus1, 3asBlIeHUs U kanoObl. [Ipuem OK 02,
AeJIONPOU3BOJACTB | U PEruCTpalus IMCEM TpaXkJaH. PaccmoTtpenne u OK 03,
a 110 o0palleHusiM | Pa3pElICHHE IHCEM, CPOK PAaCCMOTPEHHs. AHAIM3 OK 04,
rpaxaan u IHCEM TPAXKJIaH. OK 05,
konpuaenuuaann | Kondunenunansnoe JIETTOTIPOU3BOICTBO. I'pud OK 09
oro OTpaHUYCHUSA JOCTyIma K JOKYMCHTY. TIK 1.3
JAEJONPOU3BOACTB | ABTOMATU3MPOBAHHBIE CHUCTEMBI paboThI c
a nokymeHtamu. CpencTBa M3TOTOBJICHUS, KOTHMPOBAHUS

U Pa3MHOXEHHS TOKyMeHTOB. OpraHuzamus padodmx

MECT.

l'[palcanecmle 3aHATUA

[Ipaktuueckoe 3anstTue No7. OdopmieHue oOpameHuit

TpaKIaH.

CamocTosiTesibHasi padoTa 00y4aroImMXxcs
Tema 3.3 Copep:xanue y4eGHOro MaTepuaia 1 OK 01,
Cucrematm3anusi | [loHsTHe gokymeHTOOOOpoTa. OOmHME TPUHIUIIBI OK 02,
JOKYMEHTOB, OpraHu3auy  JOKYMEHTOO0OpOTa, €ro OCHOBHBIC OK 03,
¢popmupoBanue STambl: TMPUEM W TIepBUYHAs 00pabOTKa TOKYMEHTOB; OK 04,
UX B 1eJia 1 pacopeneneHue MOCTYIUBIINX JOKYMEHTOB; OK 09
nepejaaya B apxXuB | PErUCTpalus JIOKYMEHTOB M IPEIBapUTEIBHOC HX IIK 1.3
OpraHu3anuu paccMOTpeHUE; paccMoTpeHue JOKyMEHTOB

PYKOBOJICTBOM  OpraHusauuud  (y4pexiaeHus) U

HallpaBJI€HUE HUX HA HCIOJHEHUE; HCIOJIHEHHE |

KOHTPOJIb 32 MCIHOJIHEHHEM JIOKYMEHTOB; TEKylIee

XpaHEHHE IOKYMEHTOB.

Howmenxknarypa Zen. O6paboTka nen IS

NOCJENYIOUIEr0  XpaHEHMs. OKCIEepTU3a LEHHOCTU

JOKYMEHTOB, O(OpMIICHHE JIeJ, COCTaBJICHHUE OIUCEH.

Crnayva nen B apxus.

IIpome:xkyTounas aTrrecranus B dopme

A depeHIuPOBAHHOIO 3a4eTa

Bcero 36

3. YCJIOBUS PEAJIM3AIIMA YUYEBHOM JUCIIUILIVHBI:

3.1 MuHuMAa/IbHOEe MAaTepHAIbHO-TEXHH4YECKOoe o0ecneyeHne y4eOHOM JUCIUIIMHBI
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Peanuzanuss  mporpaMMbl  OCYLIECTBIISIETCS € IPUMEHEHUEM  UCKIHOYMTEIBHO
JUCTAHIIMOHHBIX ~ 00pa3oBaTeNbHBIX  TeXHOJoru ¢  yderom IlpaBun  mpumeHeHus
OpraHu3alUsIMHM, OCYLICCTBISIONIMMUA  OOpa30BaTEeNbHYI0  JESATEIbHOCTb,  AJIEKTPOHHOTO
o0Oy4eHus1, JUCTAaHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOJOTUN MPU peaIn3alud 00pa30BaTeIbHbBIX
nporpamm, yreepxaeHHbIX [loctanosnenuem IIpaBurensctBa Poccuiickoit @enepanuu Ne 1678
ot 11 oxTsa6ps 2023r. Ne 1678.

B komnmemke co3maHa eauHas SJEKTPOHHAs WH(POPMAMOHHO-OOpa3oBaTelbHAs cpeia
(BHUOC), mnpexacraBusionias coOOW COBOKYIIHOCTh 3JEKTPOHHBIX HH(POPMALMOHHBIX U
00pa30BaTeIbHBIX PECYpCOB, HWH(POPMAIMOHHBIX M TEICKOMMYHUKAIIMOHHBIX TEXHOJIOTHH,
COOTBETCTBYIOIIUX TEXHUYECKUX WU TEXHOJIOTMUECKUX CpPEJICTB, OOeCHeurBarolias OCBOEHUE
oOyyaromuMucs: 00pa30BaTENbHBIX MPOrpaMM WM MX YacTed, a TakKe B3aMMOJICHCTBUE BCEX
cyowsektoB D0.

NHupopmanmoHHO-KOMMYHUKAIIMOHHAS mwiardopma «Chepym» obecrieunBaeT
BO3MOXKHOCTh TPOBEACHUS BCEX BHUJOB 3aHATHUH ¢ B3aUMOJCHCTBUS T€IarOTMUECKHX
PabOTHUKOB ¢ OOYUYAIOIIUMHUCS B AJIEKTPOHHOU MH(DOPMAIIMOHHO-00pa30BaTEILHOM Cpeie.

Camblit 6ospiioit anemeHT B cucteMe DMOC — cuctema ynpasieHus: ooydenueM (LMS)
«MOODLEY». Ona oGecnieunBaeT BO3MOKHOCTh (DUKCAIIMM X0J1a 00pa30BaTebHOTO Mpollecca,
TEKYIIEr0 KOHTPOJIS YCIEBAaE€MOCTH, INPOBEIEHUE MPOMEKYTOUHONH U HTOTOBOM aTTECTallHH,
peaiiMzanMsi  KOTOPbIX  MPEIyCMOTpeHa ¢  MPUMEHEHUEM  D3JIEKTPOHHOTO  OOy4eHHs,
JTUCTAHIITMOHHBIX 00Pa30BaTEIIbHBIX TEXHOJIOTHH.

DNeKTpOHHBIC yIeOHbIe KaOWHETHI YICOHBIX JUCIIUILINH, MEXKIUCITUTUTHHAPHBIX KYPCOB,
MPaKTUK OCHAIIEHBl HEOOXOJUMBIMU YU€OHO-METOAMYECKUMH MaTepHalaMHu: pPabOdYnMH
nmporpaMMaMH  Y9€OHBIX TPEIMETOB, KYPCOB, JUCHUIUIMH (MOJYJEH), dJICKTPOHHBIMU
KOMILJIEKTaMU OLICHOYHBIX MaTepUasoB, 3aJlaHUIMHU JUIsl CAMOCTOSTENbHON paboThl, TOCTYIIOM K
y4eOHHKaM U y4eOHO-METOMUYECKUM TTOCOOHUSM AJIEKTPOHHO- OMOINOTEYHOU CHCTEMBI.

OnektponHble  yuyeOHble kabunersl OUMOC obOecnedywBalOT OpraHU3ANMIO  BCETO
o0pa3oBaTeIbHOTO Mpolecca s MPOBEIEHUS BCEX BUIOB 3aHATUN  (JIEKIIMOHHBIX,
MPAKTUYECKUX), CAMOCTOSITENIbHOM paldOThl, I'PYNMOBBIX M WHAUBUAYAJIBHBIX KOHCYIbTallUH,
TEKYIIErO0  KOHTPOJIA, MPOMEKYTOUHOM M  TOCYJapCTBEHHOM  HWTOTOBOM  aTTECTallMH
UCKITIOYUTENEHO C MPUMEHEHHEM 3JIEKTPOHHOTO 00YYEeHHSI M TMCTAaHIIMOHHBIX 00pa30BaTeNbHBIX
TEXHOJIOTUH.

OUNOC paboraeT co BCeMHM paclpoCTpaHEHHBIMH THMamMu Opay3epoB. be3zomacHOCTh
OUOC obecnieunBaeTcst uACHTU(UKAIIMEH TOJIb30BaTEIICH,

CUCTEMOM 3alUThl IEPCOHALHBIX JIaHHBIX U AHTUBUPYCHOM 3aIIUTOM.

Texuuueckoe obecneuenre DMMOC Bkitoyaer B ceosi:

- cepBepa AJsl XpaHeHHs ¥ PYHKIHOHUPOBAHUS IPOTPAMMHOTO 00eCTIeUeHHS;

- noMenieHuss U o0opynoBaHue, HEoOXoauMoe IJisi OOecreueHusl dKCILTyaTaluu,
pasBuTHs, XpaHeHusi mporpammuoro obecneuenus DMOC u mocTyna moib3oBaTeNnel K HEi, a
TakkKe JJ11 KOMMYHHUKAIIUA MOCPeCTBOM ceTu MHTepHeT.

BOUOC noctynHa 00yJaromUMCs KpYTIIOCYTOYHO 0€3 BBIXOHBIX.

OnextpoHHble yueOHbie KabuHersl DJMOC oOecneunBalOT OpraHU3alMi0  BCEro
0o0pa3oBaTeNbHOrO TMpoliecca A HHBAIMIOB M JIUI[ C OTPAHHYEHHBIMH BO3MOXHOCTAMU
3I0pOBbSI B YACTH WPOBEICHHS BCEX BHJOB 3aHATUN (JEKIUOHHBIX, MPAKTUYECKUX),
CaMOCTOSITENIBHOM  paboOThl, TPYNMOBBIX U WHAMUBUAYAIBHBIX KOHCYJIbTAIMi, TEKYIIETo
KOHTPOJISI, MPOMEKYTOYHON U UTOTOBOW aTTECTAlMU C TPUMEHEHUEM DIIEKTPOHHOTO 00y4eHus 1
JMCTaHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOJOTHH, B TOM UHWCJIE C Y4acTHEM AacCHCTEHTa /Wiu
ThioTOpa. s oOydarommuxcsi ¢ OTrpaHHYEHHBIMA BO3MOXKHOCTSMH 3/I0POBBSI pealn30BaHa
Bepcus Kaxkaoro kommoHeHTa DWMOC st cnaGoBHIAIIMX B COOTBETCTBHM C aKTYaJbHBIMU
HOpMaTUBHbIMH  TpeboBanusimu. B DOUMOC peanmn3oBaHa BO3MOKHOCTH OOIIEHHS C
MIPEToJaBaTeNIIMUA U COTPYAHUKAMU C TIOMOIIBIO TOJIOCOBBIX COOOIIEHUH.

Kaxxnomy oOydaromeMycst U menarorudeckoMy padoTHuky Koiemxka mpemocTaBieHa
BO3MOHOCTh CBOOOJHO paboTaTh B MOJHOTEKCTOBOM PEXHUME C JTUIEH3MOHHON JTHUTEPaTypoH,
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npencrasierHoil B ObC  «Book.ru». 3BC olecneunBaeT BO3MOXKHOCTh OCYIIECTBICHUS
WH/IMBUYAIIbHOTO aBTOPH30BAHHOTO JOCTYINA IOJb30BAaTENEed K M3JAHHUSIM 1O IUCIHILIMHAM
(O6e3 orpaHMyeHHs KaKOH-JIMOO OTAENBHOW MPEIMETHOM O00JacTbi0 WM HECKOJIbKHMU
CHeUaIu3UPOBAHHBIMU 00JIACTSIMU).

buGnuoreuynsii  GoHI YKOMIUIEKTOBAH 3JCKTPOHHBIMU HM3AaHUSMH OCHOBHOW U
JOTIOJTHUTEIBHON JIUTEPAaTypbl MO KaXIOW JUCHUIUIMHE (MOIYJI0) U3 pacuera OJHO
AJIEKTPOHHOE M3/IaHUE IO KXKIOW NUCUUILTMHE (MOJIYJ0) Ha ogHOro oOydvaromierocs. [lomumo
yueOHOU  juTepaTypbl OuOmuoTeuHbld  (QOoHI  BKIOYaeT OQUIMATIbHBIE, CIPABOYHO-
OoubmmorpaduyecKre U MepUOIMIECKIE N3 TaHHS

3.2 YuyeOHO-MeTOANYECKOe o0ecnieueHre y4eOHOH AU CHUILINHBI
OcHoBHas nuTepaTypa:

1. BacakoB, M. W., JlokymeHTanmoHHoe oOecrnieueHne ympaBieHUss (C OCHOBaMH
apxuBoBezieHUs) : yueOHoe nocobue / M. U. bacakoB. — Mocksa : KnoPyc, 2024. — 216 c. —
ISBN 978-5-406-12836-7. — URL.: https://book.ru/book/952778. — TekcT : 371eKTPOHHBIH.

2. Bapmyan, B. B., JlokyMmeHTalmoHHOe oOecrieueHWe ympaBiieHus : y4eOHmk / B. B.
Bapmynn. — Mocksa : Ocrumms, 2024. — 271 c¢. — ISBN 978-5-406-12551-9. — URL.:
https://book.ru/book/951739— TekcT : 37eKTPOHHBIIA.

3. Muxaiinosa, JI. JI., Opranuzanms JOKyMEHTAIIMOHHOTO OOECIIEYEeHHUsI YIPaBICHUS U
(GyHKIIMOHUPOBaHUS opranu3auuii : yaeoHoe nocodue / JI. JI. Muxaitnoa. — Mocksa : KnoPye,
2024. — 211 c¢. — ISBN 978-5-406-12863-3. — URL.: https://book.ru/book/952837— Tekcr :
3IEKTPOHHBIMN.

,Z[OHOHHI/ITGJ'IBHBIC UCTOYHHUKH:

1. TromeneBa, T. A., JIoKyMEHTalMOHHOE OOECHCUYCHHE YIpaBiIeHUS (C TMPAKTHKYMOM) :
yueOnuk / T. A. TroneneBa. — Mocksa : KnoPyc, 2025. — 186 ¢. — ISBN 978-5-406-13717-8.
— URL.: https://book.ru/book/955652 (nata oopamierust: 03.01.2026). — TeKCT : 271€KTPOHHBII.
2. bacakoB, M. W., JlokyMeHTallMOHHOE oOeclieueHne yhpaBieHUs (C OCHOBaMH
apxuBOBesieHH) : yueObHoe ocodue / M. U. bacakos, JI. JI. MuxaiinoBa. — Mocksa : KnoPyc,
2025. — 218 c. — ISBN 978-5-406-14633-0. — URL: https://book.ru/book/958252 (nmara
oopamenus: 03.01.2026). — TekcT : AIEKTPOHHBIH.

HuTepHer - pecypcesr:

- MenepanbHbii mopran "Poccuiickoe oopasoBanue” https://www.edu.ru/;

- OdunmaneHblii THTEPHET-TIOPTAJ IPaBOBOM MHpopManuu http://pravo.gov.ru/

- CIIC Koncynprant I[lmroc https://www.consultant.ru/edu/student/study/;

- Nudopmanmonno-npasooii moptan "["apant” https://www.garant.ru/;

- Odwurmmanensiii caiit [pesunenra PO — http://www.kremlin.ru/;

- OdunmansHslii caiit BepxosHoro Cyna P® — https://www.vsrf.ru/;

- OdunmaneHbi caiit ['enepanbHOil mpoxypaTypbl PO — https://epp.genproc.gov.ru/web/gprf;
- OcdunmanbHeli cautr  TI'ocymapcrtBennoii  Jymer  Poccuiickoni ~ denepanuu -
http://www.duma.gov.ru/;

- OdunmansHsii caiit [IpaBurenscTBa PO - http://www.government.gov.ru/;

- Odunmnanesiii caiit Koncturymonsoro Cyna P® - https://www.ksrf.ru/;

- CucTeMBl BIIEKTPOHHOTO TokyMeHToobopoTa (COJ]) https://www.doc-online.ru/

-CB1u ECM https://ecm-journal.ru/
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4. KOHTPOJIb ! OHEHKA PE3YJbTATOB OCBOEHHS YYEFHON

JUCLUILINHBI

KoHTpons U olieHKa pe3ylbTaTOB OCBOCHHUS Y4eOHOM JUCLMILIMHBI OCYIIECTBIISETCS
IperoIaBaTelieM B Mpollecce IMPOBEACHUS MPAKTUYECKUX 3aHATHH W JTAOOPaTOpHBIX padoT,

TECTUPOBAHUS.

Pe3yabTaThl 00y4eHHs \

Kputepuu onenku

MeToabl OLIEHKH

HepequL 3H3HPII>1, OCBAaMBACMBIX B paMKaxX JUCHUIIJIIMHBI

TepMuHosorus B
obnactu
JTOKYMEHTAI[MOHHOTO
obecrieueHus
yIpaBJIECHUS;
HopmaTtusHbie
JIOKYMEHTHI,
periiaMeHTHPYIOITHe
COCTaBJIEHUE "
odopmIieHHE
JTOKYMEHTaluu u
MOPSZIOK ee 00paboOTKH;
[IpaBuna cocraBieHus u
ohopMIICHHS
OpraHu3aIMOHHO-
pacnopsauTeNbHBIX
JOKYMEHTOB, BXOJSIINX
B YHUPHUIMPOBAHHYIO
CUCTEMY
OpraHu3aIMOHHO-
pacnopsaIuTeNbHBIX
JOKYMEHTOB,
YHU(PUIIMPOBAHHYIO
CUCTEMY MEePBUYHON
YU4ETHOW JOKyMEHTAIluu
B YacTH JOKyMEHTAIluu

0 y4eTy Tpy/a;
[Topsimox  mpoBeaeHUs
9KCMEPTH3bl  IIEHHOCTH
JTOKYMEHTOB "
MNOJATOTOBKM  Jieln K
apXMBHOMY XpaHEHHUIO.
TexHonorus
OpraHu3aluu
JOKYMEHTOO0OpoTa B
OpraHu3aIusax
(Y4pexIeHUsAX).

- oopMIICHHE TOKYMEHTOB M PEIICHNE
MMPAKTUICCKUX CI/ITyaHI/II\/JI C
HOpPMaTUBHBIM IIpaBOBbIM
000CHOBaAHHEM;

- WCTIOJIh30BaHUE Pa3TMIHBIX
HUCTOYHUKOB, BKIIKOYasd OJICKTPOHHBIC
pecypchl, Meama pecypcbl, MHTepHeT-
pecypchl, TePHOIMYECKIE H3IaHUS IO
CIICIINAJIBHOCTHU JJIA pemicHus
npodeccroHalbHBIX 3a7a4

- JIEMOHCTpAIsl OTBETCTBEHHOCTH 32
MPUHATBIC pelIeHusi, 000CHOBAaHHOCTh
caMoaHaJIn3a " KOPPEKIIHS
pe3ynbTaTOB COOCTBEHHOU PaOOTHI;

- HCHOJB30BaHUE 3aKOHOJATECIBHBIX U
HOPMATHBHO-TIPABOBBIX ~ aKTOB  IIPH
TUTAHUPOBAHHUH TIPEANPUHAMATEIHCKON
NEeSITENBbHOCTH B  MPO(ECCHOHAIBHON
chepe;

- JIEMOHCTpanusi 3HaHWWd B 00JacTu
(UHAHCOBOW TPAaMOTHOCTH;

- KOHCTPYKTHBHOCTH B3aUMOJICHCTBHUS

C O6y‘IaIOH_[I/IMI/ICH, IperioaaBaTCJIsIMU B

Xole  OOy4deHHs, PYKOBOJUTEISIMU
y4eOHOI u MPOU3BOICTBEHHOMN
HPAKTHK.

-COOJTI0ICHHE HOPM
npodeccuoHanbHON ATHKH;

— TOCTpoeHHe NpPO(eCcCHOHATHHOTO
OOIIeHHsT C  y4ETOM  COIMAIBHO-
po(eCcCHOHATBHOTO craryca,
CHTyallil OOILIeHHUs, O0COOEHHOCTEH
TPYIIITBI u WHIUBUTYATbHBIX
ocobeHHOCTeH Y4aCTHUKOB
KOMMYHUKAIUH,

- I'PaMOTHOCTb YCTHOW M THCHMEHHON
peun;

- odopMmieHne  JOKYMEHTOB B

- DKCIEPTHOE HaOII0/IeHne
BBITIOJTHEHUS
MPAKTUYECKHUX 3aJaHUN,

- OIEHKa IO HToram
YCTHOTO orpoca
CTYJICHTOB,

- HaOJIOEHWE [0 HTOraM
TECTUPOBAHUA,
- OIleHKa B
MIPOBEACHUS
MPOMEKYTOUYHOMN
aTTEeCTallUU.

mporecce
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cootBercTBUM ¢ 'OCToM;

- sCHOCTb  (opMyIHpOBaHHMA U
HU3JI0KESHUS MBICIICH;
- TNPOSABICHHE TOJEPAHTHOCTH B

mporiecce OOIICHNUS;

- COOJIIOICHHE HOPM TIOBEJCHUS BO
BpeMs y4eOHBIX 3aHITUH;

- coOmroneHue CTaH/IapTOB
AHTUKOPPYIIIHOHHOTO TIOBEICHUS;

- COOJIOaeT HOPMBI IKOJIOTHYECKOM
0e30I1aCHOCTH;

oTpesienser HaIpaBJICHUS
pecypcocOepekeHust B pamMKax
poheCcCHOHANTBHOM NIEATETLHOCTH TIO
CTEUANTBHOCTH;

- 9(QeKTUBHOCTH  HCMOJIH30BAHUS
CpencTB (pU3UYECKOW KYyIBTYPBI IS
COXpaHEHHS U YKPETUICHHs 37I0POBbS B
rporecce poecCHOHATEHON
TS TEeTbHOCTH " IO IJICPIKAHUS
HEOOXOJMMOTO  YPOBHS  (PU3HUECKON
MOATOTOBIICHHOCTH;

- 9(h}eKTUBHOCTh WCIOJB30BaHUS B
npodeccuoHanbHO I NesITENbHOCTU
HEO0OXOIMMOM JOKyMEHTAalluh, B TOM
Yyclie HA HHOCTPAHHOM SI3bIKE

[Tepeuenb ymeHuii, ocBaun

BAaCMbIX B paMKaX TUCHHUIIJIMHBI

[Ipumenars
MPaKTHUKE
roCyJapCTBEHHBIC
CTaHIAPTHI, JIpyTHe
HOPMaTHBHO-
METOINYECKHE
JIOKYMEHTHI,
periaMeHTHpYoIINe
OpraHU3aIUIo
JOKYMEHTAI[HOHHOTO
obecneyeHus
yIpaBJICHHUS;
CocraBisTh Hu
MPaBMWIBHO O(QOPMIISATH

Ha

- oopMJICHHE JOKYMEHTOB U PEIICHHE
PAKTHYCCKUX CUTYyaIui c
HOPMATHUBHBIM IIPABOBBIM
000CHOBAHMEM;

- HCITI0JIb30BaHUE Pa3IMYHBIX
UCTOYHUKOB, BKJIIOYAs 3JICKTPOHHBIC
pecypcel, Meaua pecypchl, MHTepHeT-
pecypchl, MEPHOJANYCCKUE U3JIAHHS TI0
CIEIHUATBLHOCTH JUTSt peleHus
npodeccHoHalbHBIX 3a71a4

- JIEMOHCTpAIsi OTBETCTBEHHOCTH 32
IPHUHSITBIC PEIICHUs, 000CHOBAaHHOCTH
caMoaHaIn3a u KOPPEKIIHS
pe3yapTaTOB COOCTBEHHOM PabOTHI;

OCHOBHBIE BUJIBI | - UCTONB30BAaHUE 3aKOHOJATENBHBIX U
OpraHU3alMOHHO- HOPMATUBHO-TIPABOBBIX ~ aKTOB  MpH
pacmopsaIUTeNbHBIX TUTAHUPOBAHUM TPEIIPUHUMATENbCKON
JOKYMEHTOB; NeATeNbHOCTH B  NMPO(eCcCHOHAIBHON
OdopmitsaTe chepe;

nH(OPMAIIMOHHO- - JEMOHCTpalus 3HaHWi B oOnactu
CIPaBOYHYIO (MHAHCOBOM TPAMOTHOCTH;
JOKYMEHTAIHIO; - KOHCTPYKTHMBHOCTb B3aMMOJICUCTBUS
OcopMisiTs  KaJIPOBYIO | ¢ 0GydarOMMMUCS, IPENOIaBATEIAMH B
JOKYMEHTAIHIO;

- DKCIEPTHOE HabJo/IeHne
BBITOJIHEHUS
IPAaKTUYECKUX 3alaHUMH,

- OLUEHKa IO HTOoram
YCTHOTO orpoca
CTY/ICHTOB,

- HaOJIIOJIEHHE 10 HUTOram
TECTUPOBAHUA,
- OLCHKa B
IPOBEIECHUS
MIPOMEXKYTOUYHOU
aTTeCTalH.

Impouecce
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OdopmisaTh
MPETEH3UOHHO-UCKOBYIO
JTOKYMCHTAITHIO.

xone  OOydeHHs, PYKOBOIHUTEISIMU

yueOHOI u IIPOU3BOICTBEHHOU
MPaKTHK.
-co0OmoieHne HOPM

podecCHOHATLHOM ATHKH;
— MOCTpOeHHE TMPO(PEeCCHOHATBHOTO
OOIlIEHUsT C  y4eTOM  COLHUAIBHO-

po(eCCHOHATBHOTO craryca,
CUTyalluu  OONICHHUs, oOcoOeHHOCTeH
TPYIIIBI u WHIUBUAYAJIbHBIX
0ocoOeHHOCTEH YYaCTHUKOB
KOMMYHHKAIIIH;

- TPaMOTHOCTb YCTHOW M NHCbMEHHOU
peuu;

- odopmieHue  JOKYMEHTOB B
cootBercTBUM ¢ 'OCToM;

- SACHOCTb  (OpMYIHpPOBaHUA U
HU3JI0KSHHUS MBICIICH;

- TpOSBICHUE  TOJCPAHTHOCTH B
rporiecce OOIIeHUS;

- COOJIIOICHHE HOPM TIOBEJCHHUS BO
BpeMsi y4eOHBIX 3aHSITHI;

- coOmronenne CTaHApTOB
AHTUKOPPYNIIMOHHOTO OBEICHUS;

- COOJIOJaeT HOPMBI IKOJIOTUYECKOU
0€e30MacHOCTH;

— onpenenser HaIpaBJICHUS
pecypcocOepexxeHus B pamKax
npodeccuoHanbHON NIEeATENBHOCTH 10
CHEIHAIbHOCTH;

- 9(QQeKTUBHOCTh  HCMOJIb30BAHMS
CpencTB (pU3MYECKOU KyJIbTYpHl IS
COXPAaHEHHUS U YKPEIJICHUS 3[0POBbS B
nporecce npodeccnoHabHOM
NeSITeIbHOCTH u MO IJICPIKAHUS
HEOOXOUMOTO YpOBHA (PHU3NYECKOU
MOJATOTOBJICHHOCTH;

- 3(h}EeKTUBHOCTh HCIOJIB30BaHUS B
npodeccuoHanbHOM JesITeNbHOCTU
HEOOXOUMOM JIOKyMEHTAllui, B TOM
YyClie HA THOCTPAHHOM SI3bIKE
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