AHHOTANUSA
b1.5.25 «OcHOBBI 1€/I0POU3BOACTBA M JIOKYMEHTO000POTa)

O6wem Tpynoemkoctu st cryaentoB 3DO: cocmasnaem 4 3au. ed. (144 uacos; uz nux — 16
yaca ayoumopHou Hazpy3Ku: 1eKyuorHolx 6 u., npakmuvecxkux 10 u.; 119 uacos camocmosmenvHotl
pabomwi, UKP - 0,3, xoumpoav — 8,7 uacos)

LensMu ocBOEHUST AUCHUIUIMHBI «OCHOBBI JIEJIONPOU3BOJCTBA M JIOKYMEHTOOOOPOTa
ABJIIIOTCSL MPUOOPETEHHE CTYAEHTaMH TEOPETUYECKUX 3HAHUH B OONACTH JOKYMEHTAllMOHHOTO
oOecrieyeHrs1  yNpaBJICHUS, O3HAKOMJICHHE C BUAAMU JOKYMEHTOB, WCIOJb3yEMBIMH B
JesITeIbHOCTH OPraHU3alluil U OPraHOB BJIACTH, IOTY4YEHHUE MPAKTHUYECKUX HABBIKOB MO CO3/IaHUI0 U
00paboTKe 3TUX TOKYMEHTOB.

3agauu U3y4eHUs AUCUUIUINHBL:

— chopMupoBaTh y CTYIEHTOB YETKOE IPEICTaBIEHHE O HEOOXOAUMOCTH U POJHU
JOKYMEHTUPOBAHUS B IESITEIHOCTH OPIaHOB BJIACTH, IPEANPUATHH, YUPESIKICHUHN;

— O3HaKOMHTb CTYACHTOB C OCHOBaMH JEJIONPOM3BOJICTBA M JOKYMEHTOOOOpOTa B
opraHax rocyaapcrBeHHoi Biactu Poccuiickoit denepauuu, opraHax rocyJapCTBEHHOH BiacTu
cyobexToB Poccuiickoil ®denepanuu; opraHax MECTHOTO CaMOYIIPaBJIEHMSI, IOCYIapCTBEHHBIX U
MYHULUOAIBHBIX OpPraHU3alUAX, MNPEANPUATUAX U YUPEKACHUAX, MOIMTUYECKUX MapTUsX,
O6HI€CTBCHHO-HOJII/ITI/I‘-ICCKI/IX N HCKOMMCPYCCKUX OpraHnu3alusiax;

—  O3HaKOMHTH CTYJCHTOB C OCOOEHHOCTSIMH 3aIIUTHI CIY)KEOHOW M KOH(HICHIIHMATHHON
uHpopmanuu, obecreueHuss OTKPBITOro JOCTyHa IpaxaaH K HHGOpMallMd B COOTBETCTBUU C
MIOJIOKEHUSIMU 3aKOHOATENIbCTRA,

— HAy4YuTb CTYACHTOB OPHEHTHUPOBATbCS B CHUTyalUsiX, TPEOYIOUIMX W3AaHUA
COOTBCTCTBYIOIIMX JOKYMCHTOB.

Mecro nucuuminnesl B ctpykrype OOII BO

JuctmmumHa «OCHOBBI JINIONPOU3BOJICTBA M IOKYMEHTOOOOPOTa» OTHOCHUTCS K BAPUATHBHOM
yactu broka 1 «/lucuunaunsl (Mmogymu)» (b1.5.25) yuebnoro nnana npoduins «locynapcTBeHHas
MOJTUTHKA W MyOJIMYHOE yIpaBlIeHNE» OPUEHTHPOBAHA TPHU MOJATOTOBKE OakaaaBpOB HA M3YyYEeHHUE
TEOPETUYECKUX 3HAHUM B 00JIACTH JOKYMEHTAIIMOHHOT'O 00ECIEUeHUs yIpaBIeHuUs, 03HAKOMJICHUE
C BUAAMH JIOKYMEHTOB, HCIOJBb3YEeMBIMH B JACSTEIBHOCTH OpraHW3allMii M OPraHOB BIIACTH,
MOJTyYeHHEe MPAKTUUYECKUX HABBIKOB IO CO3JaHMI0 U 00paboTKe 3THX AOKYMEHTOB. JlMCIUIUIMHA
HAXOJ/IUTCS B JIOTHYECKOH U COJEPIKATEIbHO-METOINIECKOM B3aNMOCBSI3U ¢ Ipyrumu gactsimu OOIT
u Oa3upyercss Ha 3HAHUAX, IMOJYYEHHBIX MPHU H3YYEHUHM JUCHMIUIMH OOLIEHAyYHOTOo U
npoeCCHOHATTPHOTO IUKJA, TakuX Kak: «OCHOBBI TOCYZAPCTBEHHOTO M MYHHIIHIAIHLHOTO
ylpaBiieHUs», «BBeneHue B creruaabHOCTh. Habop BXOASIIMX 3HAHUM U yMEHHi, COCTOSIIIUX B
MOHWMAaHWH  FOPUANYECKONH CHIIBI  TOKYMEHTOB, OJKOHOMHYECKHX AaCIIeKTOB OpTaHU3aI[iH
JIeTIOTIPOM3BOACTBEHHBIX ~ CIY)KO,  crneunpukn  OyXraiaTepckod,  OTYETHO-CTaTUCTHYECKOH,
(UHAHCOBOW JOKYMEHTAIIMH, POJH KOMITBIOTEPHBIX TEXHOJOTHA B paboTe ¢ JOKyMEHTaMHU
obecrieunBarOT TpeOyeMblil GyHAAMEHT AJIS U3ydeHUs AUCHUIUTUHBI «OCHOBBI JIEIONPOU3BO/ICTBA U
TOKyMeHTooOOopoTay. [lomyueHHbIe B mporiecce 0OydeHus 3HaHUSI MOTYT OBITh MCIIOJIB30BAHBI MPH
W3YYEHUHM TaKUX JAUCIUIUIMH, Kak: «AJIMHUHUCTpAaTHBHbIE MNPAKTUKA B CUCTEME IyOJIMYHOTO
ynpasieHUs», «OCHOBBI TAPIAMEHTCKON KYJIbTYpbI», « ITHKA TOCYIAPCTBEHHOW U MYHUIIMITAIIBHON
CITYKOBI».

TpeOoBaHMsI K YPOBHIO OCBOCHUS U CHUTIIUHbBI

[Tpomecc u3ydeHUs TUCIUIUIMHBI HAIIPaBJIeH Ha ()OPMHUPOBAHHE CIICTYIOIINX KOMIICTCHIINI
(cormacao ®I'OC 3+):

N3yuenne naHHOW y4eOHOW MUCIUIIIMHBI HAMPaBIEeHO HA (popMUpOBaHUE y 00YUaAIOMIUXCS
obmenpodeccrnonanproi komnerennuu OIMK-4, K-8, TTK-15


consultantplus://offline/main?base=LAW%3Bn%3D112747%3Bfld%3D134%3Bdst%3D100068

B pesynbprare uzydeHus: yueOHON AUCIIUTUIAHBI

No HNunexc Conepxanue .
n.1; KOMIIET | KOMIIETEHINH (WiIH e O0YHaIOIHNECs OKHEL
CHIRH 4acTH) 3HaTh yMeThb BJIAJIEeTh
1. OIIK-4 | cnocoOGHOCTBIO WHCTUTYIIMOHA | pa3pabaThiBaTh | HaBBIKAMU
OCYILIECTBIISITh JIbHBIE OCHOBBI | OIICHUBATh aHayu3a u
JIEJI0BOE OOILEHUE U OCYIIECTBIIATh | 9()(HEKTUBHOCT | OILICHKH
MyOIUYHbIe JIeII0BOE b JICTIOBOTO KOHTEHTa
BBICTYIICHHUS], BECTU oOmieHue u OOIICHUS U JI€JI0BOTO
TIePErOBOPHI, myOJIuYHBIC MyOJTUIHBIX oOIIeHUs 1
COBEIIaHMUS, BBICTYIUICHHUS, | BBICTYIUICHUH, | IMyOJHMYHBIX
OCYILIECTBIISITh BECTH BECTH BBICTYIUICHUH,
JICJTIOBYIO MEPEIUCKY U | TIEPErOBOPHI, MEePEroBOPHI, BECTHU
MO//IEP>KUBATH COBEILIaHUs, COBEIIaHUS, MEPETOBOPBHI,
3JIEKTPOHHBIC OCYIIECTBISITh | OCYIIECTBIIATh | COBELIAHUA,
KOMMYHHKAITUU JIEIIOBYIO JICJIOBYIO OCYIIECTBIISITh
MEPENUCKY U MEePENUCKY 1 JIETIOBYIO
MOAJEPKUBATh | MOJIJAEPKUBATh | MEPEMUCKY U
AJIEKTPOHHBIE | DJIEKTPOHHBIE MO/IICPKUBATH
KOMMYHHKAI | KOMMYHHUKAIIMH | 3JICKTPOHHBIE
u KOMMYHUKAIIU
2 IIK -8 | cnocoOHOCTEIO OCHOBHBIE IPUMEHSITD Hagbikamu
MIPUMEHSATH nH(popMaloH | MHGOPMaLKOH | pabOTHI ¢
nH(OPMALIMOHHO- HO- HO- uH(pOpPMaIMOH
KOMMYHUKAIIMOHHBIE | KOMMYHHKAIld | KOMMYHHKAIMO | HO-
TEXHOJIOTHH B OHHBIE HHbIE KOMMYHUKAIHO
npodecCuoHaIbHON TEXHOJIOTMH B | TEXHOJIOTUU B | HHBIMU
JEeSATEIbHOCTH C npodeccuonan | mpoheccuoHan | TeXHOJOTHSIMHU
BUJICHUEM UX BbHOM BHOM B
B3aMMOCBS3€H U NESTENIbHOCTH | JESTENbHOCTH C | MpoQeccuoHal
MEePCIIEKTHB C BUJICHUEM UX | BUJCHHEM HX bHOU
WCIIOIb30BAHUS B3aUMOCBSI3€H | B3aUMOCBSI3€H | IEATEIBHOCTH C
Y TIEPCIIEKTUB | W MEPCIIEKTUB | BUJICHUEM HX
WCIIOJIB30BAaHU | MCHOJB30BaHUS | B3aUMOCBSI3EN
s U TIEPCIIEKTHB
HCIIOJIb30BaHUS
3 [IK-15 | ymeHueMm Bectu OcHOBHBIE oQopMIIATh U HaBBIKAMH U
JIeJIOTIPOU3BOACTBO U | PEKBU3UTHI MPEACTABIATh | CIIOCOOHOCTSMHU
JTIOKYMEHTOO00OPOT B odopmIIeHUs pe3yabTaThl B oopMIIeHUS U
opraHax JIETIOTIPOM3BOJT | paMKax MpeCTaBICHUS
rocyJapCTBEHHOM CTBa U OCYUIIECTBJIEHU | PE3yJIbTATOB B
Bractu Poccuiickoii JIOKYMEHTO000 | s paMKax
@Denepanyu, opraHax | porta B OpraHax | JOKYMEHTOOOO | OCYIIECTBIICHU
roCyJIapCTBEHHOM TOCYJapCTBEHH | pOTa B OpraHax | s
BIIACTH CYOBEKTOB 0i1 B1acTu TOCY/IapCTBEHH | JIOKYMEHTO000
Poccuiickoit Poccuiickoit Ol BlIacTu poTa B opraHax
Oenepauuu, opranax | denepanuw, Poccuiickoit TrOCyJapCTBEHH
MECTHOTO oprasax denepanuu, OH BIAcTH




o WHeKe Conepskanme B pe3yanaTe61/I3yquH;{ y4eOHON JUCITUTIITUHBI
n.1;. KOMIIET | KOMIIETEHINH (WiIH e O0YHaIOIHNECs OKHEL
CHITHH 4acTH) 3HaTh yMeThb BJIAJIEeTh
CaMOyIIpaBJICHUS, TOCYAAapCTBEHH | OpraHax Poccuiickoit
roCy/1apCTBEHHBIX U 0Oif BI1acTu rocynapctBeHH | denepanuu,
MYHUIUIATBHBIX CyOBEKTOB oif B1acTu oprasax
NPEAIPUATUAX U Poccuiickon CyOBEKTOB roCy1apCTBEHH
YUPEKICHUSX, denepanuu, Poccuiickoit Oll BlIacTu
Hay4HbIX U opraHax depnepanuu, CyOBEKTOB
00pasoBaTebHBIX MECTHOT'O opraHax Poccuiickoit
OpraHu3alusix, CaMOYIIPaBJIEH | MECTHOIO ®denepanuu,
MOJIMTHYECKHUX us, caMOYTIpaBJieH | opraHax
MapTUsX, rOCyJlapCTBeHH | U, MECTHOT'O
00I111eCTBEHHO- BIX U TrOCYJIapCTBEHH | CaMOYIpaBJieH
MOJINTUYECKUX, MYHUIIMIIATBH | BIX U usl,
KOMMEPUYECKHUX U BIX MYHUIUTIAIBHBI | TOCYIapCTBEHH
HEKOMMEPUYECKHUX OPEANPUITHSIX | X BIX U
OpraHHU3aIHIX u OPEINPUITUSIX | MyHHIUITAIbHBI
VUpPEXKICHUAX, | U X
Hay4HBIX U YUPEKACHUAK, | MPEATPUITHIX
o0Opa3oBaTellbH | HAYYHBIX U u
BIX 00pa3oBareibH | yUPEKICHUSIX,
OpraHu3aIusIX, | bIX HAyYHBIX U
MOJIMTUYECKUX | OpraHM3alusaX, | 00pa3oBaTeNbH
MapTHsX, MOJTUTHYECKUX | BIX
OOIIIECTBEHHO- | MAPTHUSX, OpTraHHU3aIHIX,
MOJIMTUYECKHUX, | OOIIECTBEHHO- | MOJUTHYECKUX
KOMMEPYECKHUX | MOJUTHYECKUX, | MAPTHUSX,
u KOMMEPUYECKUX | OOIIECTBEHHO-
HEKOMMEpYECK | U MOJIUTUYECKHX,
ux HEKOMMEPUYECK | KOMMEPUYECKHUX
OpraHu3alusax | ux U
HEKOMMEpYECK
170:¢
KonnuecTBo vacos
AynuropHas Breayn
No HaumeHnoBanue pa3aenos (Tem) B UTOpHAas
Cero paborta
pabora
J | 113 JP | CPC
1 2 3 4 5 6 7
1 Brenenne B qucuuruinHy «OCHOBBI 8 8
JIeJIONPOU3BOJICTBA U JOKYMEHTO0O0POTa»
2 3akoHOMaTeNbHASI 1 HOPMAaTUBHO-METOIUYECKast 8 8
OCHOBA JIEJIOTIPOU3BO/ICTBA
3 JIOKyMeHTBI: KnaccuduKarus, CTpyKTypa, TpeOoBaHUs 10 5 8
K ohopmIIeHHIO.




4 OdopmiieHre opraHu3aliOHHO-PACTIOPSAUTEILHON 1 10| 2 8
WHGOPMAIIMOHHO-CIIPABOYHOH TOKYMEHTAIINH.
5 Odopmienre TOKyMEHTAIUU TI0 THYHOMY COCTaBY 10 2 8
6 Odopmiienne koppecronaeHIu. CTPYKTypa ASITOBBIX 8 8
HCEM.
7 OdopmiieHre T0roBOPHOM TOKYMEHTAIIUH. 10 | 2 8
8 Tumnossie u yauduuupoBanusie Gpopmbl JokymenToB. | 10 2 8
9 Opranuzans paboTel ¢ KOH(PHICHITUATBHBIMU 10 5 8
JOKYMEHTaMHU
10 |Dopmsbl perucTpany JOKYMEHTOB 8 8
11 |Opranuzanus npuemMa rpakiaH 10 | 2 8
12 |ABTromaTu3amnus AeIONPOU3BOICTBA 8 8
13  |Ilopsimok mepenauu Aea B apXUB 10 2 8
14  |DnekTpoHHOE MPABUTEIHCTBO 15 15
15 [ARP 0,3
16 |Kommponw Ha 5x3ameHe 8,7
Hmoeo no oucyuniune: 144 | 6 10 119

KypcoBbie padoThI: He npedycmompensi
®opma npoBeeHUs ATTECTAUM MO TUCHUILINHE: IK3AMEH

OcHoBHas iMTEepaTypa:
1. Kyzueunos, WM. H. JlokymeHTanuoHHoe obOecrneueHue ympasieHus. JlokyMeHTO000poT
U JICJIONIPOU3BOICTBO [ DNEKTPOHHBIN pecypc|: yUeOHUK U MPAKTUKYM JJIS IPUKJIAIHOTO OakaiaBpuara
/ KysnenoB U. H. - 3-e u3a., nmepepab. u gom. - M. : IOpaiit, 2018. - 461 c. - https://biblio-
online.ru/book/7873BFAB-A3F7-44E2-8ECO-1E3D6392702A
2. Kysnenos, U. H. Jlenmompou3BoacTBo [DneKTpoHHBIH pecypc]| : yudeOHoe mocodue /
Kysuenos U. H. - M. : Jlamukos u K°, 2014. - 460 c. - https://e.lanbook.com/book/50237#authors
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