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PabGouast mporpamma y4eOHOM JUCUMIUIMHBI pa3pabOoTaHa Ha OCHOBE
denepaibHOTO TOCYIAPCTBEHHOTO oOpa3oBaTenbHOro cranaapra (nanee OI'OC)
M0 CIHEIUAIBLHOCTH CpeIHero mpodeccuoHanbHoro obpazoBanus (nanee CIIO)
40.02.01 IlpaBo M oOpraHu3anus COLUHUAJIBHOIO oO0eclme4YeHUus YKPYIMHEHHOU
rpynmnsl cienranbHocTed 40.00.00 IOpucnpyneHinus HanpaBi€HUsS MOJITOTOBKH
Hayku 06 ob61ectse.

Opranuzanusi-pa3padoTUHK: l'ocynapcTBeHHOE ABTOHOMHOE
npodeccuoHanpHOe 00pa3oBaTelbHOE YyUpekaeHHe YyKOTCKOrO aBTOHOMHOTO

okpyra «Yykorckuii MmHOrompoduibHbli Komremk» (manee ['AIIOY YAO
«UMKp»).

Pa3zpaboTuuk:
Cemucunora C.JI., mpenogasarens 'AIIOY HAO «UMK».

Peructparmmonnstit Ne [TuOCO 252-20 ot 04.03.2020 r.

Pexomennosana MetoanuecknuM coBetoM ['AIIOY HAO «UMK»
[TpoToxos Ne 06 ot «17» mapra 2020 r.

Yreepxaena [Ipukazom Ne 01-10/332 ot 31.08.2020 r. «O6 yTBepKaeHUU
JIOKYMEHTOB TI0 OpTaHHU3aIH YIeOHOTO MPOIIECcCar»
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1. MACIHOPT PABOYEM NPOT'PAMMBI YUEBHOM JJUCHUATLJIMHBI
OI1.13 JOKYMEHTAIHMOHHOE OBECIIEYEHUE YIIPABJIEHUSA

1.1. O6n1acTs npuMeHeHus1 padoveil NPOrpaMmbl

Pabouas nmporpamma yuyeOHOW AMCLMIUIMHBI SIBISIETCS YAaCThIO MPOrPaMMBI
NOJATOTOBKM CHEIUAINCTOB CPEIHEr0 3BEHA B COOTBETCTBUU C DenepalibHbIM
rOCyJ1apCTBEHHBIM 00pa30BaTEbHBIM CTaHAAPTOM CPEAHETO MPO(PECCHOHAIBHOTO
obopazoBanus (mamee PI'OC CIIO) mo cnemuansHOocTH 40.02.01 IIpaBo u
OpraHu3anms COLMAJIBHOIO olecnieueHust YKPYITHEHHOU IpyMNIbl
cnenuanbHocTeit 40.00.00 FOpucnpyaenuusi HanpaBiieHUs: TOAroToBKU Hayku 00
o01ecTBe.

Pabouas nmporpamma yuyeOHOW JUCHUIUIMHBI MOKeT ObITH MCIOJIb30BAHA

B JIOTNOJHUTEIBHOM MNpPO(PECCHOHAIBHOM 00pa30BaHUM, MpPU  IOBBILLIECHUU
KBaJTM(DUKAIIMU TI0 TOJKHOCTAM cinykamux 21047 ['naBHbIM 10puUCT.

1.2. Mectro mucuunjuibl B cTpykrype IIIICC3: mpodeccroHanbHbIM
LK.

1.3. Heann u 3amaum y4eOHOH JUCHHMILIMHBI — TpeOOBaHUS K
pe3yJibTaTaM OCBOCHUSA YU4eOHOM IMCIUILIAHDI:

Hean:
-  nOpuoOpeTeHHe CTYACHTAaMH TEOPETHUYCCKMX 3HAHUN M IMPAKTHUCCKHUX
yMEHUM B 00JIaCTH IOKYMEHTAIIMOHHOTO 00ECIIeUeHHsl YIIPaBIICHHUS.

3anaum:

-  pa3BHUBaTh HaBBIKU 3¢ pexTUBHOTO HCIIOJIb30BaHUs
JIOKYMEHTAITMOHHOTO 00ecTieYeHus yIpaBieHUs, HEOOXOAUMBIX JJI1 paOOThI;

-  HAyYUTh HCIOJB30BaTh 3HAHUS B 00JAaCTH JOKYMEHTAIIMOHHOTO
oOecrieueHus: yIpaBJICHHUS.

B pe3ynbraTte ocBOCHUS TUCHUILUIMHBI 00YUYaIOITUNCS T0JKEH YMETh:
—  oopMIATh  OpPraHU3AIMOHHO-PACTIOPSAIUTEIbHBIE  JOKYMEHTHl B
cooTBeTcTBUM C AckcTBYyIomMM ['OCTowm;

—  OCYLIECTBISITh OOpabOTKY BXOIAIIMX, BHYTPEHHUX U HUCXOISAIIUX
JIOKYMEHTOB, KOHTPOJIb 34 UX MUCIIOJIHEHUEM;
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- OClJOpMJI?ITb AOKYMCHTHI IS ICPCIavn B ApXUB OPpraHrU3aIuu.

B pe3ynbraTe 0CBOEHUS TUCIUILUIMHBI 00yYaONTUNACS 10JI2KeH 3HATh:

—  TIOHATHE JOKYMEHTA, €ro CBOMCTBA, CIOCOOBI JOKYMEHTHUPOBAHUS;

—  mpaBuia cocrapieHus u opopmiienus OP/L;

—  CcHCTeMYy M THNOBYIO TexHousoruto 10V,

—  0COOEHHOCTH JEJNONPOU3BOACTBA IO OOpalleHUsIM TpaxkaaH U
KOH(UICHIIMATEHOTO JIEIOMPOU3BO/ICTBA.

1.4. KotnuecTBO 4acoB HA OCBOEHHE MPOTrPaMMbl JMCHUIIUHBI:

MAKCUMATbHOU Y4eOHoU Hacpy3Kku obyuarowecocs 60 4acoB, B TOM YUCTIE:
00s3aTeNbHON ayAUTOPHON yueOHOM Harpy3ku oOydaromierocs: — 20 4acos;
caMOCTOSTENbHOM paboThl 0Oyvatomierocs — 40 yacos.
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2. CTPYKTYPA U COJAEPXKAHUE YUEBHOM JUCHUNJIAHBI

2.1. O0beM yueOHOM NMCIUIVIMHBI M BUAbI Y4eOHOH padoThI

Bua yueoHO#i paGoThI O0beM yacoB
MaxkcuMaJibHasi yueOHasi Harpy3ka (Bcero) 60
Oo6s13aTeIbHAsI AyAMTOPHAs YueOHasi HAarpy3Ka (Bcero) 20
B TOM YHCIIE:
MIPAKTUICCKHUE 3aHATHS 16
KOHTpOJIbHBIE paboThI (pedepar)
CamocrosiTe1bHast padoTa oby4aronierocs (Bcero) 40
B TOM YHCIIE!
COCTaBJICHUE KOHCIIEKTOB 8
HarucaHue peepaTos, JOKJIAI0B 14
CO3JJaHUE MYJIbTUMEANNHHBIX PE3CHTALIUH 4
COCTaBJICHUE CXEM, TAOJIHIL 14

Urorosas arrectanus B popme nudpepeHInpoBaHHDBIN 3a4eT
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2.2 Pabouuii TemaTu4eckmii mjian u coaep:xkanue yueonoi qucunnanusl OI.13 JOKYMEHTAIMUMOHHOE
OBECIIEYEHME YIIPABJIEHUSA

ConepxaHue y4eGHOT0 MaTepuaJa, JaGopaTopubie padoThl U MPAKTHYECKHE 3aHATHS, O0bem YpoBeHb
HaunMeHoBaHMe pa3esioB U TeM
caMocTosITe/IbHAsl padoTa 00yuarommxcsi, KypcoBasi paéora (IIpoeKT) 4acoB OCBOCHUSA
1 2 3 4
Pazgen 1 OcHoBbI 24
AOKYMEHTAIIHOHHOTO
obecrnieyeHUs1 ypaBJjieHUs
Tema 1.1. Copep:xaHue yueOHOTr0 MaTepuaJa 2
Beenenue 1 | OcHOBHBIE 3aJa4H JOKYMCHTAIIMOHHOTO 00ECIICUEHHsI yIIPaBICHHA. 2
JlabopaTopHbie pa6oThI
IIpakTuyeckue 3aHATUS 4
1 | OcHOBHBIE 3a7]a4K JOKYMEHTAIIMOHHOTO 00ECTIeYeH s yIIpaBIeHUs. MecTo U pojb JOKYMEHTOB B
YIpaBICHUH.
2 | Ucropus pa3zButus fenonpounsBoacTBa. CocTaBiIeHUE TaOIUIIbI
CaMocTosiTe1bHast padoTa 00y4Yaronuxcst 4
1 | CocraBnenue koHcHekTa 1o Teme «lcropus pasBuThs nenonpousBozacTsa B Poccum.
2 | [MoaroroButk pedepara Ha TeMy «OCHOBHBIE TIPO(ECCHOHAIBHBIE TEPMUHBI U OTIPE/ICICHHSY.
Tema 1.2. Coaep:xkanue yue0HOT0 MaTepuasa
JdokymeHTBI. JlabopaTopHbie pa6oThl
IIpakTuyeckue 3aHATUS 4
1 | bnanku noKyMeHTOB u TpeOoBaHus K HUM. O3HaKOMJICHHE C OJIaHKaMH JOKYMEHTOB.
2 | BnaHku JOKyMEHTOB U TpeOOBaHMs K HUM. 3allOJIHEHUE OJIAHKOB IOKYMEHTOB.
CamocrosiTesibHAst padoTa 00y4arOUIUXCs 2
1 ‘ CocrtaButh Tabnuiry Ha TeMy «Kiaccugpukaiyst JOKyMEHTOB.
Tema 1.3. Conep:xkanue yue0HOT0 MaTepuasa 2
HopMaTuBHO-MeTOAMYECKOE 1 ‘ HopmaruBHo-MeTonnueckas 6aza JI0Y. 2
peryJupoBaHue padoTsl ¢ JlaGopaTopHble paGoThI
AOKYMEHTAMH IpakTnyeckne 3aHATHSA 6
1 | Cuctema opraHH3allMOHHOHM JOKYMEHTAINH. Pemenne CUTyanoHHbBIX 3a1ad.
2 | Cucrema pacriopsiIMTEIbHON TOKYMEHTalMK. Pellienre CUTyalMoHHbIX 3a1a4.
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3

Cny)Ke6Ha$1 MNepenmrcKa Ha MpeAnpUATHA. 3anoiHeHre OJaHKOB JOKYMCHTOB.

CamocTosiTe1bHAsI padoTa 00y4YaroLuXcst

1 |IloxroroButs pedepara Ha TeMy «[ ocyqapcTBEHHAs! cCUCTEMa JOKYMEHTAI[HOHHOTO 00eCTIeYeHUsI
ynpasieHus. OcHOBHOe mojioxeHns1. O0mue TpeboBaHMs K JOKYMEHTaM U CITy:KO0aM
JIOKyMEHTAI[HOHHOTO 00€CIIEYCHU.

2 | M3o6pa3uts cxeMy Ha TeMy « THIOBasi HHCTPYKIHS O AEIONPON3BOACTBY B MUHHCTEPCTBAX U
BegomMmcTBax Poccuiickoit denepanyuuy».

3 | CocraButh TabnMIy Ha TeMy «KiaccuduuupoBaHue crieliuanbHbIX aKTOB, pad0oTa ¢ ONpeaeIeHHON
KaTEeropueil JOKyMEHTOB PEriaMEeHTUPYETCS CIIEUAIbHBIMU aKTaMID).

4 | Co3nanne MyJIbTUMEIUHHBIX Npe3eHTalni Ha TeMy «HopMaTuBHO-MeToAnYeCKHEe TOKYMEHTBI».

5

CocraBnenne xoHcmekTa mo Teme «['OCT P 6.30-2003 «YHuumpoBaHHas cucTeMa OpraHu3aioHHO-

pacmopsauTeNbHOM JoKyMeHTaluu. TpeOoBaHus K OQYOPMIICHUIO TOKYMEHTOBY.

10

Paspnen 2 TpeGoBanue k
oopMmiIeHHIO U padoTa ¢
JAOKYMEHTAMH Pa3HbIX THIIOB.

Tema 2.1.
TpeboBanus Kk ohopmiIeHNnI0
ynpaBJieHYeCKHX J0KYMEHTOB.

Coaep:xkanue yueOHOro MaTepuaJa

JlabopaTopHbie pa6oThI

IIpakTnyeckune 3aHATHSA

CamocrosiTesibHAast padoTa 00y4arOUIUXCS

1 |CocraButh Tabmuiy Ha TeMy «TpeboBaHMS K OQOPMIIEHHIO PEKBH3UTOB JOKYMEHTOB. TpeboBaHMS K
M3TOTOBJICHUIO JOKYMEHTOBY.

2 | IoaroroButs pedepara Ha Temy «Dopmats! Oymaru u nonst. TpeGoBaHUS K TEKCTY TOKyMeHTOB. biankn
JIOKYMEHTOBY.

3

O6mue TpeboBaHus K O(POPMIICHHIO YNPaBICHUYECKUX JIOKYMEHTOB. BBIMOIHEHHE YNpaKHEHUH TIO
oopMIIEHHIO yIIPaBIEHYECKUX JOKYMEHTOB

Tema 2.2.

Oco0eHHOCTH OATOTOBKH B
oopmiieHNs OTAEJBHBIX BU/I0B
JOKYMEHTOB

Coaep:xanue yueOHOT0 MaTepuasa

JlaGopaTopHbie padoThI

l'[paKTuquKue 3aHATUSA

CamocrosiTe1bHast padoTa 00y4alonuXCcs

1

IMoaroroBuths pedepara Ha TeMy «OCHOBHBIE JOKYMEHTHI yIIpaBieHuUs. JJOKyMEHTHI IO JINYHOMY
COCTaBY».

CocraBneHue KOHCHEKTa o TeMe «OpraHu3alioHHbBIE JOKYMEHTHIL. PacopsiuTenbHble JOKYMEHTHI.
MupopmManoHHO-CIIPaBOYHBIE JOKYMEHTBD.
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Tema 2.4.
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3 |IoaroroButh pedepara Ha Temy «KoppecrnoHaeHIHMs, CBS3aHHAs C IPOBEICHHEM MEPUOANYECKUX
MEpPOIIPUATHI.
4 | U300pa3uth cxeMy Ha TeMy «XpaHeHHe TOKyMeHTOB. COBpeMEeHHOE JIeJIOBOE U KOMMEPYECKOEe MUCHEMO.
OpraHu3anyst KOHTPOJIS 38 UCTIOTHEHUEM TOKYMEHTOB.
Tema 2.3. Copep:xaHue y4eOHOTr0 MaTepHaJa
Pabora c nokymenramu, JlaGopaTopHbie padoThI
coiepKAIUMHU

IIpakTnyeckune 3aHATHSA

1 ‘ ,HCJ'IOBEUI peyb U €€ TPaMMATUUICCKUEC OCOOEHHOCTH. HpaKTI/I’{eCKOG MMPpUMCHCHUEC JICII0BOM peun

CamocrosiTesibHast padoTa 00y4arOUIuXCcs

1 |IlomrotoButh pedepata Ha Temy «CBelneHHs, HE OTHOCSINMECS K KOMMEpUecKoil TaitHe. 3amura
JOKyMEHTOB, COAEPKALINX KOMMEPUYECKyIo TaiHy. CBEeICHNS, OTHOCSIIHNECS K KOMMEPUYECKOH TalHe».
2 | W300pa3uth CcXeMy Ha TeMy

«Opranuszanust  paboTel € JOKYMCHTaMH,

coJiep KaluMu
KOH(QHICHINATbHEIE CBeACHUsI». I300pa3uth

CXeMy Ha TeMy «YTpara JOKyMEHTOB U UX

BOCCTAHOBJICHUC).

:‘)J'leKTp()HHOC A€JIONIPOU3BOACTBO

Coaep:xkanue yueOHOro MaTepuaJa

JlaGopaTopHbie pa6oThI

HpaKanecmle 3aHATUA

CamocrosiTesibHAst padoTa 00y4arOUIUXCH

1 |Co3nanue MyJIbTUMEIMHHBIX TIpe3eHTauuii Ha Temy «lIpaBoBoe perynmpoBaHHe 3JIEKTPOHHOTO
JIoKyMeHToo0opoTa. OCHOBHBIC TIPHUHITUITBI HCIIOJIB30BaHUS 3JIEKTPOHHOTO JJOKYMEHTO000pOTaY.

2 | CocraBneHne KoHCHekTa 1o Teme «Cmaoduu  91eKmpOHHO20 — 0OKyMenmoobopoma U — Ux
Xapakmepucmuxa .

3 |IoaroroButh pedepara Ha Temy «OCHOBHBIE pPEKOMEHJAIINH,

oOjervarone TOHCK HYXHOU
UH(DOPMALIMH ITPU paboTe Ha KOMIIBIOTEPEY.

BCETI'O:

60
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3 .VCJOBHUS PEAJIN3AIIAN PABOYEI ITIPOTPAMMBI YYEBHOM
JUCHUILIAHBI

3.1. TpeOoBaHuI K MHHHMAJIBHOMY MAaTEePHAJIbHO-TEXHUYECKOMY
o0ecreyeHn10

Peanuzamus nmporpaMMbl JUCHHUIUTUHBI TpeOyeT Hamuyusl yueOHOro KaOMHeTa
po(eCCUOHATIBHBIX TUCLUIUINH.

O6opynoBanue yueOHOro KabUHeTa:
—  TocaJioyHbie MecTa (10 KOJIMYECTBY O0yUarOIINXCA);
—  pabouee MECTO Mpemno1aBaTes;

- KOMIIBIOTCP C JIMICH3MOHHBIM ITPOIPaAMMHBIM oOecCIIcUYeHUEM.

TexHuueckue CpCaACTBa O6Y‘I€HHHZ
— MYJIbTUMCIHUAIIPOCKTOP,

—  DKpaH.

3.2.AndopmannonHoe odecneveHne o0yueHust
Ilepeyens pexoMeHAyeMbIX Y4eOHbBIX wu3aaHuii, HHTEepHeT-pecypcos,
JAOMOJIHUTENbHON JIUTEPaTypPHl.

OCHOBHbBIE HCTOYHUKH:

1. KazakeBnu, T. A. JlokymeHTaumoHHOE OO€cCeUYeHUE YNPABICHUS
yueOHuk u npaktukyMm mis CITO / T. A. Kazakesuu, A. U. Tkanuy. — M. : KOpaiir,
2020. — 177 c. - Tekcr : smektponuwni // DbC IOpaiit [caiit]. — URL:
https://urait.ru/bcode/452800

2. Kopnees, U. K. JlokymeHTanmmonHoe odecreueHne yrpaBieHus + TECTH B
OBC : yuebnuk u mpaktukym mis CIIO / U. K. Kopuees, A. B. Ilmenko, B. A.
MarmyprieB. — 2-e¢ u3z., nepepad. u gom. — M. : M3natensctBo FOpait, 2018, —
384 c. - Pexxum nmocryna: https://biblio-online.ru/

3. CemucunoBa C.JI. JlokymMeHTallMOHHOE OOECIEeYEeHUEe YIpaBICHUS.
KoHcnekT nexiuit 1uist CTYZISHTOB yUpeXKACHHU cpell. mpod. oOpa3zoBaHus. AHAIBIPb:
'ATIIOY YAO UMK, 2018.

4. CemucunoBa C.JI. [lokymeHTarimoHHOE oOOECIEUEHUE YIPaBICHUS.
[IpakTukyM aJis CTYIEHTOB YyupexaeHuil cpea. mpod. oOpa3oBaHusA. AHAIBIPb:
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'AITIOY HAO UMK, 2018.

JIOTIOTHUTENBHBIE UCTOYHHUKH
5. lllyeamoa, H.H. JloxyMeHTammoHHOe oOecleUeHUE yIpaBiICHUS:
VYuebnuk u npaktukym mis CI1O.- M.: FOpaiit, 2017

HNuTepHeT pecypcesr:

6. OnexTpoHHBIH Yy4eOHBIH Kypc «JlOKyMEHTAIlMOHHOE OOecreuYeHue
ynpasieHus». Pexu moctyma: http:// poral.tolgas.ru/edt/ef _eo/edt4399/index.htm?
e=4399 &sc=1784
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4. KOHTPOJIb U OLIEHKA PE3YJIbTATOB OCBOEHMS
JUCHUILIAHBI

KOHTpOJIb H OHEHKA PC3YJIbTAaTOB OCBOCHHUA AUCHUILIMHBI OCYIICCTBIISACTCA

mpernoaaBaTciyicM B IIPOLHCCCE IMPOBCACHUSA JICKIIMOHHBIX, ITPAKTHUYCCKUX BaHﬂTHﬁ,

TCCTUPOBAHHA.

Pe3yabTaThl 00yyeHus1 (0CBOEHHbIE YMEHNSl, YCBOEHHbIE
3HAHHUS)

@opMBbI 1 METOIBI KOHTPOJISI M OLIEHKH Pe3yJIbTAaTOB
00yueHust

1

2

YMmerhb:

— 0OpMIIATH OPraHU3aAMOHHO-PACHIOPSIUTENHHbIE
JIOKYMEHTHI B COOTBETCTBUH ¢ AeicTByronmM ['OCTowm;
— OCYILIECTBIISITH 00pabOTKY BXOSIINX, BHYTPEHHHUX U
UCXOISIINX JTOKYMEHTOB, KOHTPOJIb 32 HX UCIIOJHEHUEM;

— OreHKa BBINIONHEHNUS 3aaHus B popme
muddepeHInpOBaHHOTO 3a4€eTe 1Mo TeMaM Kypca

— 0oOpMIIATh JOKYMEHTHI AJISI [ICPEladl B apXHB
OpTaHM3AINN. .

— OLCHUBAHHNC BBITIOJIHCHHOI'O MMPAKTUYCCKOI'O 3aJaHNA

3HaThb:

— MOHATHUC JOKYMCHTA, €TO CBOﬁCTBa, CITIOCOOBI
JOKYMECHTHUPOBAHMS

— OICHKa 3HAHUI B BUJE IIOATOTOBKH pe(bepaTOB.

— mpaBmia coctaBieHus U opopmieHus OPL;

— OHOCHHUBAHHMC BBITIOJIHCHHOI'O IMMPAKTUYICCKOI'O 3a/1aHMs.

— CHCTEMY U THUIIOBYIO TexHoJoruto 10V,

— OLCHUBAHHNC BBITIOJIHCHHOI'O ITPAKTHUYCCKOI'O 3a1aHUs

— 0COOEHHOCTH JIETIONPON3BOJICTBA 110 0OPAIIEHIAM
rpakaaH ¥ KOHGUISHINATBLHOTO JeJI0IPOU3BOJICTBA,

— OLCHUBAHHNC BBITIOJIHCHHOI'O MTPAKTHUYCCKOI'O 3a1aHUs

Pa3paborumk:

I'AIIOY HAO «YMK»y»

IPerIoaaBaTCJib

C.JI. CemucuHOBa

(mecTo paboThI)

(3aHMMaemast 10JIKHOCTb)

(MHMLIMATBL, (aMUITHS)
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