AHHOTALUS 10 TUCHHUIINHE

OI1.04 «/lokymeHTAIIHOHHOE OOecrieyeHre yIpaBJaeHusD)
CrnemumanpHocTh 43.02.01 Opranuzanusi 00CTyKUBaHUS B OOIIICCTBEHHOM MTUTAaHUU

O6beM TPyI0eMKOCTH: Bcero 4acoB 86, B TOM 4ucie: 00s3aTeNnbHas ayTuTopHas yuyeOHas
Harpy3ka 56 yaca (yiekiuu — 28 yac., mpakThy. 3aHATHs — 28 yac); caMocTosTeNbHast padota 26
qac.;. KOHCYIIbTalMu 4 4ac., popMa MIPOMEKYTOUHOU aTTeCTAllMH - 3ayer.

Heab aucuuniannbl [ens - u3ydeHue BUIOB OQUIHMATBHBIX JOKYMEHTOB M TpeOOBAaHUHN K
WX COCTABJICHUIO U OOPMIICHUIO.

OCHOBHBIMHU 3a0auamu TUCUUILIMHBI SBISIOTCS OCBOCHHUE IPAaBHJI OpPraHMU3alH padOThI C
JOKYMEHTaMH; TIOpsIKa OpraHM3alud paboT MO JAEJIONPOU3BOJICTBEHHOMY OOCIYKHBAaHUIO;
IPUEMOB COBPEMEHHOT'O JICJIONPOU3BO/ICTBA.

B pesynbrare nzydenus o0s3aTebHOM YaCTH YI€OHOTO UKJIA 00YYAOIUICS JTOJKEH:

3HAMb:

- 00 OCHOBHBIX MOJIOKEHHUSAX IO TOKYMEHTHPOBAHUIO YIIPABICHYECKON JCATEIbHOCTH;

- TEPMHHOJIOTHIO B 00JIaCTH IOKYMEHTALMOHHOTO 00ECTIeYeHUs YIIPaBICHHUS

- 0 paBWiIaX 0POpPMIICHHS JOKYMEHTOB;

- HOpPMAaTUBHBIC JIOKYMEHTHI, pEIJaMEHTHPYIOIIME COCTaBICHHE H  OQOpMIICHHUE
OpraHU3aIMOHHO-PACIOPSAUTENBHBIX TOKYyMEHTOB

- 00 yHH(UKAIMK ¥ CTAaHAAPTU3ALNH YIIPABICHYECKUX JOKYMEHTOB

- (hOpMBI, METO/IBI ¥ CHCTEMBI JJOKYMEHTHPOBAHMUS,

- HOPSIIOK OPTaHU3aLUH JOKYMEHTOB B KOMILJICKCHI;

- 3aKOHOJIATEeNIbHBIE aKThl MU HOPMAaTHBHBIE JOKYMEHTHI IO OpraHM3aluu paboThl ¢
JOKyMEHTalUeH;

- NpaBUiIa COCTABICHUS i O(POPMIICHHIO Pa3IMYHBIX BUIOB JOKYMEHTOB;

- TpeOOBaHMUs K TEKCTY CIY)KEOHBIX IOKYMEHTOB;

- o0IIre mpaBuiIa OpraHnu3aiy paboThl ¢ JOKYMEHTaMH

ymemy:

- IOJTb30BAThCS U3YYEHHBIMH CTaHIaPTU3UPOBAHHBIMU TEPMHHAMU;

- TIPUMEHSATh Ha TPAKTHKE TOCYIApCTBEHHBIC CTaHIApPTHI, JAPYrHe HOPMATUBHBIE U
METOJAMYECKHE TOKYMEHTHI, PETJIAMEHTHPYIOIINE OPTaHU3alUI0 JOKYMEHTAIIMOHHOTO 00eCIIeYeHuUs
yIIpaBJICHUS;

- COCTaBJSITh M TPAaBHIBHO (B COOTBETCTBHH C JEHCTBYIOIIMMH HOPMATHBHBIMHU
JIOKYMEHTaMH ) 0OpPMJIISITh OCHOBHBIE BUIbI OPraHU3aI[MOHHO-PACTIOPSIIUTENBHBIX TOKYMEHTOB,;

- BBINOJHATH OIpENeNIeHHbIE BUABI pabOT IO OpraHW3amuyd padoOT C JOKYMEHTaMH B
YUPEKACHUSX;

- opopMIATP HOMEHKJIATYpy JHen u (OPMHpPOBATH Jiela B COOTBETCTBUH C
HOMEHKJIaTypo# Jed;

- OCYIIECTBIISAITh TIOKYMEHTHPOBAHNUE M OPTaHU3ALHUIO PA0OTHI C JIOKYMEHTaMH;

- NI0JTb30BaThCsl OCHOBHBIMH HOPMATHBHO-TIPABOBBIMH JIOKYMEHTaMH B 00JacTH
JOKYMEHTHPOBAHUS

- COCTaBJISITh M OPOPMIIATE Pa3INYHbIC BUIBI JOKYMEHTOB.

MecTo TMCHUILUIMHBI B CTPYKTYpe MPOrpPaMMbl MOATOTOBKH CIENHAJINCTOB CPeIHEro
3BEeHA

JuctmuimHa — «JlOKyMEHTallMOHHOE ~ OOecreueHHe  YIpaBJICHUS»  OTHOCHUTCS K
o0menpogeccuoHaTbHBIM TUCIUILTHNHAM PO ECCHOHATBHOTI0 YU€OHOT 0 IIUKIIA.

Hucuummuna OI1.04 «JlokymMeHTalMOHHOE OOecreueHue yIpaBiIeHUs» ONUpaeTcs Ha
IPE/IIECTBYIONINE JUCHUIUTUHBL: «ODKOHOMHUKA OpraHu3anum», «MEHEDKMEHT U YIpaBIeHHE
NEPCOHATIOM B OpraHW3alusx OOIIECTBEHHOTO MUTAHUS» M (OPMHUPYET KOMIETCHIIUH ISt
OCBOCHMS  TOCHEAYIOIUX JUCHMIUIMH: «DUHAHCBI W BaIOTHO-(DMHAHCOBBIE —ONEpalnuu
OpraHu3aIuN».



TpeOoBaHNsI K YPOBHIO OCBOCHHSI JUCIHUNJIMHBI
Pe3ynpraroM ocCBOEHHMS THporpamMmbl MPOQECCHOHATBLHOTO LMKIJIA SBISETCS OBIAJCHHE
00y4JaronMMuCsT BUIOM MPOPECCUOHATBLHON JEATEILHOCTH «J[oKyMeHTalmoHHOe olecreueHne

yIpaBIICHUS»,
xomrereHisamu  (I1K),

B TOM YHCIIC

06CJ'IY)KI/IBaHI/I$I B O6H_ICCTBGHHOM IIMTaHNN

obmumu  komnereHiusamMu  (OK) w  mpodeccnonanbHbIMU

ykazanHpiMU  PI'OC mno cnenuanbHoctd  43.02.01  Opranuzanus

B pesynbTate nzydeHus yueOHOH JUCIUIIIMHBI 00ydaromuecs

JIOKYMEHTaMH

- COCTaBJIAATh U

Ne | Uupexc JIOJDKHBI
CozaepxaHue KOMIIETeHIIUH =
ILIO | KOMIIET . MPaKTHYECKUH
(nnu e€ yactu)
SHIINU 3HATh YMETb OTIBIT
(B1azmeTh)
OK-1 IloHuMaTh CyIHOCTb U - 00 OCHOBHBIX | - IIOJIb30BAThCA
COIMANIbHYIO 3HAUUMOCTb TMIOJIOKEHUSX N0 | M3Y4YEHHBIMHU
cBoelt Oynymieit JOKYMEHTHUPOBaHUIO CTaH/IapTHU3UPOBAHHBIM
npocdeccuy, IPosBIATh K YIIpaBJICHYECKON U TEPMUHAMU;
HEel YCTOMYUBBII UHTEpEC JIeSATENbHOCTH; - IPUMEHSTh HA
OK-10 | Cobmronats meiicTByromee | -  TEPMHHOJOTHIO B | NPAKTUKE
3aKOHO/ATEIBCTBO U obnactu TOCYAapCTBEHHBIE
o0si3arenbHble TPEOOBaHUS | TOKYMEHTAllHOHHOTO CTaH/apTHI, IPyTHE
HOPMAaTHBHO-TIPABOBBIX obecreueHus HOPMAaTHBHBIC U
JOKyMEHTOB, a TaKXXe yIpaBICHUS METOAUYCCKUE
TpeOOBaHUS CTAaHTAPTOB U | - 0 npaBUIax | JOKYMEHTBI,
MHBIX HOPMATHBHBIX odopmiIeHHs perIaMeHTHpYoLIue
JOKYMEHTOB JOKYyMEHTOB; OPraHU3alHI0
IIK-2.4 | OcymecTBsATh - HOPMAaTHBHBIE | TOKYMEHTAI[HOHHOTO
UH(POPMALIUOHHOE JOKYMEHTBI, obecriedeHHs
ofecneyenue npouecca perylaMeHTHPYIOIIHE YTIPaBICHUS;
00CITyKHBaHHUS B COCTaBJICHHE U | - COCTaBIJIATH U
OpTaHM3AIIAX odopmieHue TIPaBIIIBHO (B
0O6IECTBEHHOTO IIUTAHUS OpTaHM3aI[IOHHO- COOTBETCTBHH C
pacnopsIIUTEIbHBIX JEHCTBYIOIIMH
JIOKyMEHTOB HOPMAaTHBHBIMHU
- 00 yHHOHMKAUMM WU | JOKYMEHTaMH)
CTaHJapTU3ALUH 0(hOPMIIATE OCHOBHBIE
YIIPaBICHYECKHUX BUJIBI
JOKYMEHTOB OPraHU3alOHHO-
- GopMBl, MeETOABl MU | PACHOPSIUTEIBHBIX
CHCTEMBI JOKYMEHTOB;
JIOKyMEHTHPOBaHHUS; - BBITIOJIHATH
- TIOPSIIOK OIIpe/ieIeHHbIEC BU/IBI
OpTaHM3aIN paboT 1o opraHu3aIuH
JIOKyMEHTOB B | paboT c JOKyMEHTaMH
KOMIUIEKCBI; B YUPEIKIACHHUS;
- - 0pOpMIIATH
3aKOHOJATENbH | HOMEHKIATYpY JeN U
bI€ aKThl ¥ HOPMaTUBHEIE | (HOPMHUPOBATH [ejIa B
JOKYMEHTBI IO | COOTBETCTBHUH C
OpraHu3alu paboTel C | HOMEHKJIATYpOil Je;
JOKYMEHTaIHeH; - OCYIIECTBIIATh
- TIpaBuiIa JOKyMEHTHPOBAaHUE U
COCTaBJICHUS U | OpraHu3anuio padoThI
odopMIIeHHIO C IOKyMEHTaMH;
Pas3IMYHBIX BUJIOB | - H0JIb30BAThCS
JOKYMEHTOB; OCHOBHBIMH
- TpeOOBaHUSI K | HOPMATHBHO-
TEKCTy CITyKeOHBIX | MPABOBBIMU
JOKYMEHTOB; JIOKyMEHTaMH B
- obure mpaBuia | obmactu
OpraHu3alyu paboTsl € | JOKYMEHTHPOBAHHUS




Ne | Unnexc
ILII | KOMIIET
EHIUN

ConeprxaHre KOMITETEHITUH
(wn e€ gacTm)

B pesynbraTe usydeHus y4eOHOM AUCIMIUIMHBI 00yYaronIuecs

JOJIKHBI

3HATh

YMETb

MPaKTHYECKUH
OTIBIT
(BmameTh)

BHIBI IOKyMEHTOB

0QOPMIISITH pa3INIHBIC

OcHoBHBIE pa3e/ibl AUCHHILTHHBI
Pacnpeznenenue BUI0B y4eOHON pabOTHI M UX TPYITOEMKOCTH MO pa3ieiaM AUCIUTUIINHBI

KoJsin4yecTBO ayIMTOPHBIX YaCOB CamocrosiTesibHA
s1 padora
HaunmenoBanmue Teopernuec | IlpakTuyeckue u p
o0yuaronerocst
pa3aesioB U TeM Bcero Koe JabopaTopHble (B T.4
o0yueHHe 3aHATHSA -
KOHCYJILTALMH)
Paznen 1. Beenenue B
OKYMEHTHUPOBaHUE
ACKyMEHTTHpOBat 28 14 14 12
YIPaBICHUYECKOM
JeSITeIbHOCTH
Paznen 2.
Opranm3anuys padoThl ¢ 28 14 14 14
JTOKYMEHTaMU
Koncynpranuun - - - 4
Bcero mo nucuuniune 56 28 28 30

(I)opMa NMPOBEACHUSA ATTECTALIMM 110 TUCHUIIJIHHE: 3a4em

OcHoBHas JIMTepaTypa
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