AHHOTanusA padoyeil NPOrpaMmbl
Jucuumiaunasl OIL13. « IOKYMEHTAIIMOHHOE OBECIIEYEHUE
YIIPABJIEHUS»
no cneuuaabHocTu 40.02.01 IIpaBo 1 opraHu3anus COLUAIBHOI0
obdecnieyeHu
YPOBEHb MOATOTOBKY — 0a30BbIN

PabGouass mnporpamma yueOnoit  mucuuniauuel  OIL.13./lokyMeHTaliOHHOE
obecrnieueHue yrpasieHus pazpadborana Ha ocHope @I'OC CIIO. [Iporpamma BKITIOYAET B
ce0s: macnopt pabodeil mporpaMmel (MecTo yuyeOHOU auciuiuiunbl B ctpykrype [TICC3,
Heln M 3aJadyd  y4yeOHOM JMCUMIUIMHBI — TpeOOBaHUS K pe3ylbTaraM OCBOEHHUS
IUCLUIUIMHBI); CTPYKTYpY U colepKaHue ydeOHOM IucUUIUIMHBL (00beM YyuyeOHOU
JTUCIUIIIMHBI U BUABl Y4EeOHOM pabOThI, TEMAaTHUYECKUM TUIaH W COAEpKaHUE Y4ueOHOM
JTUCIUIIIMHBI); YCJIOBHUS pealu3allii JUCHUILIMHBI (TpeOOBaHUS K MHUHUMAIbHOMY
MaTepUaJIbHO-TEXHUYECKOMY OOecreueHnto, nH(OopMalnoHHOEe obecriedeHue oOydeHus,
nepeyeHb PEKOMEHJYEeMbIX YueOHbIX u3JlaHul, HTepHeT-pecypcoB, OCHOBHOW H
JIOTIOJIHUTEILHOW ~ JIUTEpaTypbl); KOHTPOJIb U OLEHKY pe3yJbTaroB  OCBOEHUS
JUCITUATIITAHEI.

1.1. ObsacTh NpUMEHEHHUsI IPOrPAMMBI.

PaGouas mporpamma  yueOHoi  aucuuniauubl  OIL.13.JJoxkymeHTalMOHHOE
o0OecrieyeHre YMpaBJEHUS OpTraHU3alMK SIBISETCS YacThbIO MPOrPaMMbI TMOATOTOBKHU
CIIeIMAIUCTOB cpenHero 3BeHa B cootrBercTBuU ¢ PI'OC CIIO mo cnenuanbHOCTH
40.02.01 IIpaBo u opranu3aiys COIUAILHOTO 00ECIIeUeHHUS.

1.2. MecTto y4yeOHO# nucuuiinHbl B cTpykrype IHIICC3

JucnumianHa Bxoaut B 6a30BbIi kit OI1.00.

1.3. Henun u 3ama4u JMCUMIUVIMHBI — TpeOOBaHUS K pe3ylbTaTaM OCBOEHUS
IUCHUIUIMHBL. B pe3ynbTaTe OCBOCHHS yueOHOW NMCUMIUIMHBI OOYYarOUIMIICS TOJIKEH
yMeThb.

— 0pOpMIISATH OpraHU3aLMOHHO-PACTIOPS TUTENbHBIE TOKYMEHTBI B COOTBETCTBUU
¢ nerctBytomum ['OCTowm;

—  OCYUIECTBJISATH 00pabOTKY BXOJASIINX, BHYyTPEHHUX U UCXOJSAIINX JOKYMEHTOB,
KOHTPOJIb 32 UX UCIIOJIHEHHEM;

— 0pOopMIATH JOKYMEHTHI JUIs epeaadd B apXUB OpTaHU3aIIIH.

B pesynbrare ocBoeHUS y4eOHON AUCIUILITUHBI 00YYArOIIHIACS TOJKEH 3HATH:

— TIOHSTHE IOKyMEHTa, €T0 CBOWCTBA, CIIOCOOBI JOKYMEHTHUPOBAHMUS;

— TIpaBWJIa COCTaBIIeHUS U OGOPMIICHHUS OPraHU3aAIMOHHO-PACIIOPSTUTEITHHBIX
nokymeHToB (nanee — OPJI);

— CHUCTEMY U THIIOBYIO TEXHOJIOTHIO JIOKYMEHTAIIMOHHOTO oOOecreueHus
ynpasieHus (nanee — JJ0Y);

— O0COOEHHOCTM  JENONPOM3BOJACTBA IO  OOpalIeHWsIM  TpakJaH U
KOH(HUICHIIUAILHOTO JIEJIONPOU3BOJICTBA.

B pesynbprare ocBOeHUsS ydeOHOH MHUCHMIUIMHBI OOYYarOIIUICS JOJKEH HMeTh
NMPAKTHYECKUH ONBIT:

- METOJIMKON COCTaBJeHUS, OGOPMIICHUS U PEIAKTUPOBAHUS CIY>KEOHOTO
JOKYMEHTa, OpTraHu3aIuu paboThHI C HHUM;

- crocob0amMu TOKyMEHTHPOBAHUSI U KOHTPOJIA 332 MCTIOJHEHUEM Pa3ITUYHBIX
BHUJIOB JIOKYMEHTOB;

- COBpeMEHHbIMU TexHosorusamu J10Y;



- HaBbIKaMU paboThl ¢ pecypcaMu ceTu «VHTepHET», yueOHOH M Hay4dHOH
nutepatypoi o J10VY;

— HaBbIKaMu cocTaBlieHus u opopmienust OP/I.

dopmMupyeMble KOMIIETEHIIHN:

Vuamuiics nomkeH o0J1aaTe OOIMMMH KOMIICTEHIIMSMH, BKIIOYAIOIIUMH B ceOs
CIIOCOOHOCTB:

OK 1. IlonumaTe CYIIHOCTh M COLMAJIBHYIO 3HAUYUMOCTH CBOEHM Oymyrmieit
npodeccuu, MposBIATh K HEM yCTOWYUBBIN UHTEpEC

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO JI€ATEIbHOCTD, BBIOMPATh TUIIOBbIE METObI
U CIOcOOBI BBIMIOJTHEHUSI MPO(ECCUOHANBHBIX 3aJlad, OLICHUBAaTh MX 3(PHEKTUBHOCTh U
KaueCTBO

OK 3. Ilpunumate penieHuss B CTaHAAPTHBIX M HECTAHJAPTHBIX CHUTYaLMSIX M
HECTH 32 HUX OTBETCTBEHHOCTh

OK 4. OcymiecTBisiTh MOUCK M UCIOJIb30BaHWE MHGOPMAIIMH, HEOOXOAUMOM s
3(¢(HEKTUBHOTO BBINOJHEHUSI MNPOPECCHOHANBHBIX 3a7ad, MNpPOPECCUOHATBHOTO U
JUYHOCTHOTO Pa3BUTHUS.

OK 5. HUcnonw3oBaTh HMHPOPMAIMOHHO-KOMMYHHKAIIUOHHBIE TEXHOJIOTHU B
po¢eCCHOHATBHOMN JAESITEIHHOCTH.

OK 8. CamocTosTeIbHO ONPEACNATh 3a4a4u MPOPECCHOHATHHOTO U TUYHOCTHOTO
pa3BUTHA, 3aHUMAThCS CamMOOOpa30BaHHEM, OCO3HAHHO TIUIAHUPOBATH TIOBBIIICHHUE
KBaJTU(UKAIUH.

OK 9. OpueHTHpOBaThCS B YCIOBHIX MOCTOSHHOTO U3MEHEHHS ITPaBOBO 0a3bl

VYyamuiics  gomkeH — oOnagath  NpoQecCHOHAIbHBIMU  KOMIIETEHLUSMH,
BKJTFOYAIOIITUMU B Ce0sl CIOCOOHOCTH:

[IK 1.1. OcyuiecTBasTh npodecCuOHATBbHOE TOJIKOBAHUE HOPMATUBHBIX MPABOBBIX
aKTOB IS peasu3alliy MpaB rpakaaH B chepe MeHCHOHHOI0 00eCTIeYeHUs U COLIUATIBLHOM
3aILIUTBHIL.

[1K 1.2. OcyiecTBasTh MpUEM Tpaxk/iaH Mo BOMpOocaM MEHCUOHHOTO 0OecTeueHus
U COIIMAIbHOM 3aLUTHI.

IIK 1.3. PaccmarpuBaTh TakeT JTOKYMEHTOB JIsl Ha3HAUCHHS TICHCHM, MOCOOHH,
KOMIICHCALN#, JPYIMX BBILIAT, & TaKXXE MEp COLHUAIbHOM MNOAIEPKKUA OTIACIbHBIM
KaTeropysM I'pakKJIaH, HY>KJAIOIIMMCS B COLIMAJIBHOW 3aIlIUTE.

I[IK 1.4. OcyuiecTBisiTh yCTaHOBJEHUE (HAa3HAUEHUE, IEepepacyeT, MNEpPeBOX),
WHJICKCAIIUIO U KOPPEKTUPOBKY MEHCUMN, HA3HAUYCHHE MOCOOU, KOMITEHCAIIUN U IPYTHX
COLIMANIBHBIX BBITUIAT, UCIIOJIBb3YS UH(DOPMAIIMIOHHO-KOMIIBIOTEPHBIE TEXHOJIOTHH.

IIK 1.6. KoHcynpTHupoBaTh IpakgaH U IpPEACTAaBUTENICH IOPUAUYECKUX JIUI[ IO
BOIPOCaM MEHCHOHHOT'O 00€CTIeYeHUS U COLIUATBHOM 3aIIHTHI.

1.4 PexomeHayeMoe KOJIHYECTBO YACOB HA OCBOEHHE NMPOrpaMMbl y4eOHOI
AUCHHUILIUHBI:

JIEKIUHU 48 yac.

PaKTUYECKUE 3aHATHUS 52 gac.

camocTosiTelbHbIC 3aHTHs 48 dac.

1.5 TemaTrn4yecknii nJjiaH y4eOHOM JTUCHUNINHBI:
OcBoeHMe AUCIUIUIMHBI NPEANOIaraeT U3yuyeHHue CIEeIYIOIUX TEM:

KosnuecTBo ayANTOPHBIX 4aCOB
IIpakTnuyeckue u
J1abopaTopHbIe
3aHATHA

HaunmeHoBaHue TeM TeopeTnueckoe

Beero o0yueHue (uac)

CamocrosiTeIbHAS
padoTa cTyaeHTa




1.1.1.ITonsiTHE TOKYMEHTAMOHHOT O
obecrieueHns! ynpaBIeHHs

1.1.2.J]IoKyMEHTBI U TOKyMEHTHPOBAHUE

10

1.1.3.Yandukamus u crangapTA3aLus
JOKyMEHTOB. YHU(HUIIUPOBAHHEIE
CHUCTEMBI JOKYMEHTaIUH

12

1.1.4.Yau¢puumpoBaHHas cuctema
OpTraHU3aLMOHHO-PACHIOPS IUTENBHOM
noxkymentaryu (Y COPJ).
®dopmymsap-obpazernr OPJI. PexBu3uTh u
OnaHKH

14

1.2.1.ITpaBma opopMIICHUS OCHOBHBIX
BHJIOB OPTaHU3AI[OHHO-
PACTIOPSAIUTENBHBIX JTOKYMEHTOB.
[IpaBuia opopMIICHHS U BBIJAYN KOITHIA
JIOKYMCHTOB

24

10

10

2.1.1.Cnyx6a JOKYMEHTallMOHHOTO
obecrieueHns! ynpaBIeHHs

12

2.1.2.0pranun3zanus npuema,
paccMOTpeHusl, perucTpaly 1
UCTIOJHEHHS JJOKYMEHTOB

12

2.1.3. MlHpopManimoHHO-CIIpaBOYHAS
pabota. KOHTpOIIb UCTIONTHEHHS
JOKyMeHTOB. OpraHu3aIoHHas
OTIIpaBKa UCXOAAIINX I[OKyMeHTOB

12

2.2.1pranusanys onepaTUBHOTO
XpaHeHHs A0KyMeHToB. HomeHnknatypa
Jen

13

2.2.2.0kcnepTr3a HeHHOCTH
JnokyMeHToB. Iloaroroska nen k
ApXUBHOMY XPaHEHHUIO

13

2.3.1.0pranusarus paboThl C
o0palleHUsIMH IpaXk/IaH

10

2.3.2.0pranusarius paboThI C
JIOKyMEHTaMHU, UMEIOIIHMHE Tpud
OrpaHUYCHHs TOCTYIIA K HUM

12

Bcero no jucuunjinHe

148

48

52

48

1.6. Bux npome:kyTouHO# aTTecTauuu: TudGepeHIINPOBAHHBIN 3aUeT.
1.7 OcHoBHas auTepaTypa.

1. Kopnees, U. K. JlokymenTanmonHoe obecrieuenue ynpasieHus + tectsl B ObC
: yueOnuk u mpaktukym mius CIIO / U. K. Kopuees, A. B. Ilmenko, B. A.
MarmrypueB. — 2-¢ u3n., nep. u gon. — M. : U3natensctBo FOpaiit, 2018. — 384
c. — (Cepus : Ilpodeccuonansrnoe obpazopanue). — ISBN 978-5-534-05022-6.

— Pexum noctyna
33406B23FDD9

CocraBurens: npenoaasarens E.H. Mymsp.
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