AHHOTanusA pado4yeil MporpaMMbl
Jucuumiaunbl OIL13. « IOKYMEHTAIIMOHHOE OBECIIEYEHUE
YIIPABJIEHUS»
no cnenuagabHocT 40.02.01 IIpaBo u opranu3anmsi COUAIBHOTO
odecneyeHust
YPOBEHb MOATOTOBKH — 0a30BbIN

PaGouas nporpamma  yuebnoit  aucruniuuel  OIl.13./JokyMeHTaliMOHHOE
oOecrieuenue yrpanieHus pazpadorana Ha ocHoBe @I'OC CIIO. IIporpamMma BKIIIOYaET B
cebs: macmopT pabodeit mporpaMmsel (MecTo yueOHoU quciuIuinHabl B cTpykType [ITICC3,
Hend W 3aJauyd y4yeOHOM JAMCUMIUIMHBI — TpeOOBaHMsSI K pe3yiabTaraM OCBOCHHS
JTUCLUIUIMHBI); CTPYKTYpPY M COAEp)KaHHEe Y4yeOHON AUCHUIUIMHBI (00beM yueOHOM
JUCIUIUIMHBI U BHUJIbI y4eOHOW pabOThl, TEMAaTUUYECKUN IJIaH U CONEp:KaHue Y4ueOHOMH
JTUCIUIUIMHBI); YCIOBUSl pealu3aluu AUCIHUIUIMHBL (TpeOoBaHHS K MHUHHUMAIbHOMY
MaTepuaIbHO-TEXHUUECKOMY OOecCIeueHnI0, HH(OpMalnoOHHOE olecreyeHne o0ydeHus,
nepeyeHb PEKOMEHIYyeMbIX YyueOHBIX u3naHui, WHTepHeT-pecypcoB, OCHOBHOU U
JOTIOJTHUTENIbHOM ~ JINTEpaTypbl); KOHTPOJIb U  OLEHKY pEe3YyJIbTaTOB  OCBOECHUS
JUCHUTLTAHBI.

1.1. Ob61acTh NpUMEHEHHUsI MPOrPaAMMBI.

PaGouass mporpamma yueOHoi  gucuumiuHel  OIL.13./lokymeHTanMOHHOE
oOecrieyeHre yMpaBleHUs OPTaHU3AIMU SIBISETCS YaCThIO TPOrPAMMBI TMOATOTOBKHU
CIEeMaIucToOB cpenHero 3BeHa B coorBerctBuu ¢ PI'OC CIIO mo crenwanbHOCTH
40.02.01 IlpaBo u opraHu3amus COMUAIBHOTO 00ECIICUCHHUS.

1.2. MecTo yueOHo# nucuuniainnsbl B crpykrype IHHIICC3

Jucrumnmaa BxoauT B 0a3oBbii muki OI1.00.

1.3. lean w 3aga4ym JMCUMIUVIMHBI — TpeOOBaHUS K pe3yJabTaraM OCBOCHHS
TUCIUIUIMHBL. B pe3ynbTaTe OCBOCHMS y4yeOHOW MUCHUIIUHBI O0YYAIOMIUNUCS JTOKEH
YMeETh:

— 0pOpMIIATh OPraHU3aALMOHHO-PACTIOPSAIUTENbHBIE TOKYMEHTHI B COOTBETCTBUU
¢ nerctByromum 'OCTowm;

—  OCYHIECTBIISITH 00paOOTKY BXOISIINX, BHYTPEHHUX M UCXOJSAIIUX IOKYMEHTOB,
KOHTPOJIb 32 UX UCIOJIHEHUEM;

— 0pOpMIIATH JOKYMEHTHI JIJIs Iepejaul B apXUB OpraHU3alUu.

B pesynbrare ocBoeHUs yueOHOW NUCIIUIUIMHBI 00YUYaIOIIHUICS TOJKEH 3HATH:

— TOHSTHE IOKYMEHTA, €r0 CBOMCTBA, CIOCOOBI JOKYMEHTUPOBAHHUS;

— TpaBWIa COCTaBIEHUS U OGOPMIICHUS OPTaHU3ANMOHHO-PACTIOPSATUTEITHHBIX
nokymMeHToB (nanee — OPJI);

— CHUCTEMY U THUIIOBYIO TEXHOJIOTHIO JIOKYMEHTAallMOHHOTO OOecreyeHus
ynpasieHus (qanee — 10Y);

— O0COOEHHOCTM  JICNONPOM3BOJACTBA MO  OOpamieHusIM  TpaxaaH U
KOH(HICHIIHATBHOTO JIEIONPON3BOJICTBA.

B pesynbraTre ocBoeHUs Y4eOHOM NUCUMIUIMHBI OOy4YalOIIUUCSA JOKEH MMeTh
NMPAKTUYECKHUI ONBIT:

- METOJIMKOW COCTaBIEHUS, OQOPMIICHUS W PEIAKTHPOBAHUS CIY>KEOHOTO
JIOKYMEHTa, OpraHu3anuu padoThl C HUM;

- crnocob0amMu TOKYMEHTHUPOBAHUS M KOHTPOJIS 32 MCIOJHEHUEM Pa3IMYHBIX
BUJIOB JOKYMEHTOB;

- COBpEMEHHBIMU TexXHosorusmu JOV;



- HaBbIKaMu paboTel ¢ pecypcamu cetu «/HTEpHET», y4eOHON M HaydHOU
nuteparypoi o J10Y;

- HaBbIKaMU cocTaBieHus u opopmienust OP/I.

®opMupyemMble KOMIIETCHIIUM:

Vuamuiics nommkeH 001a1aTh OOIMMMHM KOMIIETCHIIMSMH, BKIIIOYAIOIMMH B ceOs
CIOCOOHOCTb:

OK 1. IloHuMaTh CYIIHOCTh U COLMAJIBHYIO 3HAYMMOCTb CBOEW Oynymiei
npodeccuu, IposBIATh K HEHl yCTOMYUBBIM HHTEPEC

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JESATENBHOCTb, BEIOUPATH TUIIOBBIE METO/bI
U CIOCOOBI BBINOJIHEHUS MPO(ECCHOHANBHBIX 3a/lad, OLICHWBAaTh UX 3((EKTUBHOCTb U
Ka4eCTBO

OK 3. IlpuHuMath pemnieHHs B CTaHAAPTHBIX W HECTAaHAAPTHBIX CUTYyalUAX WU
HECTH 32 HUX OTBETCTBEHHOCTb

OK 4. OcymecTBIATh MOMCK M MCIIOJIb30BaHUE MHPOPMALUU, HEOOXOAUMOM ISt
3¢ (EeKTUBHOTO BBIMOJHEHUS MPOQPECCHOHATIBHBIX 3aJay, MNpo(ecCHOHANbHOIO U
JMYHOCTHOTO Pa3BUTHSL.

OK 5. MHcmnonb3oBaTh HHGPOPMAIMOHHO-KOMMYHUKALIMOHHBIE TEXHOJOTUU B
poQeCCUOHATBHOMN eI TEIHHOCTH.

OK 8. CaMOCTOATENBHO ONPENEATh 3a/1a4u MPOPECCUOHATBHOTO U JIMYHOCTHOT'O
pa3BUTHs, 3aHUMAThCS CaMOOOpa30BaHMEM, OCO3HAHHO IUIAHUPOBATh MOBBILICHHUE
KBTI (pUKAITIH.

OK 9. OpuenTrpoBaThCs B YCIOBUAX MOCTOSIHHOTO U3MEHEHUS ITPABOBOM 0a3bl

VYuammiics  gomkeH — oOnmagath  MpOo(EeCCHOHAIBHBIMH  KOMIIETEHIMSIMH,
BKJIIOYAIOIIUMU B ce0si CHOCOOHOCTb:

[IK 1.1. OcymiecTBiaTh npopecCHOHATBHOE TOJIKOBAaHUE HOPMATHUBHBIX MPAaBOBbIX
aKTOB JJI peaiu3aliy MpaB rpakaaH B cepe NeHCUOHHOTO 00eCeueHUs U COLIMaIbHON
3aIUTHI.

[IK 1.2. OcyuiecTBasITh IpUeM IrpakJiaH Mo BOIMPOCaM MEHCHUOHHOTO 00ecreYeHHUs
U COLMAJILHOM 3aIUTEL.

[IK 1.3. PaccmaTpuBaTh MakeT JHOKYMEHTOB JJisi Ha3HAYCHHS TEHCHIA, TOCOOU,
KOMIIEHCAIlMM, JpPYrux BBILIAT, a TaKKEe MEp COLMAIBHON NOAJEPKKH OTAEIBbHBIM
KaTeropusiM IpaxaaH, HY>KJIAIOIMUMCS B COL[MAIIbHOMN 3aluTe.

I[IK 1.4. OcymecTBisTh yCTaHOBJCHUE (HA3HAUCHHE, IEpepacyeT, MEPeBO.),
MHJCKCAIIUIO U KOPPEKTUPOBKY MEHCUM, HA3HAYEHUE TOCOOMH, KOMIICHCAIINI U APYTUX
COLIMAJIbHBIX BBIIUIAT, UCIIOJIB3YS MH(OPMAILIMOHHO-KOMIIBIOTEPHBIE TEXHOJIOTHH.

IIK 1.6. KoHCcynpTHpoBaTh IpakJaH W INPEACTABUTENICH IOPUINYECKUX JHUIL MO
BOIPOCAaM NEHCHOHHOT'0 00eCeueHus U COL[MAIbHOM 3alUTHI.

1.4 PexoMeHnayemMoe KOJIMYECTBO 4YacOB HA OCBOCHHE INPOrpPamMMbl Yy4eOHOM
AUCHMUIINHBI:

JIEKIIUUA 48 yac.

MIPaKTUYECKUE 3aHATUS 52 4ac.

camocTosiTeNbHbIC 3aHATUS 48 yac.

1.5 TemaTnuyeckuii IVIaH y4eOHOM TUCHHUIIMHbI:
OcBoeHHEe TUCHMIUIMHBI PEATNONAraeT U3y4eHHUE CIEIYIOUIUX TEM:

KoJsim4yecTBo ayIMTOPHBIX YaCOB
IIpakTHyeckue u
Ja06opaTopHbIe
3aHATHS

HaumeHnoBanue Tem Teopernueckoe
Bcero
odyuenue

(uac)

CamocrosiTeJIbHasI
paboTa cTyaeHTa




1.1.1.TTonsiTHE NOKYMEHTALIMOHHOTO
obecriedeHusl yIpaBIIeHUs

1.1.2.10KyMEeHTBI U AOKYMEHTUPOBaHUE

10

1.1.3.Van¢wukanus v cTaHgapTH3aIAA
JOKyMEHTOB. Y HU(HUIIUPOBAHHbIC
CHCTEMbI JOKYMEHTAINN

12

1.1.4.YandumnupoBaHHas cuctemMa
OPraHU3aMOHHO-PACTIOPAIUTEILHON
noxymenranuu (YCOP/).
®opmynsap-oopazen; OP/]. PexBusuter u
OJaHKH

14

1.2.1.IlpaBuna odopmIiieHHsT OCHOBHBIX
BHJIOB OPTaHU3allMOHHO-
pacnopsauTeabHbBIX JOKYMEHTOB.
[IpaBuia opopmIICHHUS U BRIAAYN KOITHIA
JOKYMEHTOB

24

10

10

2.1.1.Cixyx0a TOKYMEHTAITHOHHOTO
o0ecrieueHHs yIpaBICHAS

12

2.1.2.0pranuzauus npuema,
PacCMOTpPEHHUS, PETHCTPAUU U
WCIIOJTHEHUS JOKYMEHTOB

12

2.1.3.adopmManmioHHO -CTIpaBOYHAS
pabota. KoHTpoJb UCTIOTHEHUS
JOKyMeHTOB. OpraHu3alliOHHAs
OTIIPAaBKa HCXOASIINX JTOKYMEHTOB

12

2.2.1praHu3alys onepaTuBHOTO
XpaHeHus AoKyMeHToB. HomeHnknarypa
Jen

13

2.2.2.9kcnepTr3a eHHOCTH
JIoKyMeHTOB. [ToaroToBka nen x
ApXUBHOMY XpaHEHHIO

13

2.3.1.0Opranusanus paboTsI ¢
oOpalieHusIMH rpakaaH

10

2.3.2.0pranusanus paboTsI ¢
JOKyMEHTaMH, UMEIOIUMHU TP
OTpaHWYCHUs! JOCTYIAa K HUM

12

Bcero mo qucuuniinHe

148

48

52

48

1.6. Bux npomeskyTouHoi arTectanum: 1uddepeHIIMPOBaHHBIN 3a4eT.
1.7 OcHoBHasi auTEparypa.

1. Kopuees, U. K. JlokymeHTaImOHHOE oOecrieueHre yrpaBieHus + TecTsl B ObC
: yueOHuk u mnpaktukyMm s CIIO / U. K. Kopuees, A. B. Ilmenko, B. A.
Marmrypues. — 2-e u3f., nep. u gon. — M. : U3gatensctBo HOpaiit, 2018. — 384
c. — (Cepus : Ilpodeccuonansnoe odpazoanue). — ISBN 978-5-534-05022-6.

— Pexum nocrymna :
33406B23FDD9
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