ABTOHOMHAasi HEKOMMEpYECKast
npodeccronanbHas 00pa3oBaTelibHasi OpraHU3aIus
"Braaumupckuil TEXHUKYM SKOHOMUKH U npaBa Brnagkooncorosa'

PABOYAS TIPOTPAMMA
YYEBHO! JUCIHATIJINHBI

OI1.13 JOKYMEHTAIIMOHHOE OBECIIEYEHME YIIPABJIEHUSA

s cnienuanbHocTH 40.02.01 ITpaBo v opraHu3anus CONUAIBHOTO 00ecnevYeHus

r. Bnagumup



PabGouas mnporpamma yuyeOHOM JAMCHMIUIMHBI pa3pabOTaHa Ha OCHOBE
denepanbHOTO TOCYMAPCTBEHHOTO oOpaszoBarenbHOTO cTaHmapra (mamee @I'OC) mo
CIIEIMAJIBHOCTH CpeaHero npodeccuoHanbHOro oopazoBanus (ganee CIIO) 40.02.01

HpaBo N OpraHm3anmda COnajabHOIo o0ecreyeHusl.

Opranmzanus—pa3paboTynk: ABTOHOMHAs HEKOMMepdYeckas mpodeccruoHanbHas
oOpa3oBarenbHas opraHuzainus "BraaauMUpCKuUNl TEXHHMKYM 5JKOHOMHMKM U TIpaBa

Biankooricoroza'.

Pazpaborunk: I'omskoBa TaresiHa HukonaeBHa — mpenojaBaTeNb CHELIACIUILTHH

AH IT1OO BTOII.
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1. MACHOPT PABOYEN ITIPOIr'PAMMBbBI YYEBHOM JIUCHUILJIMHBI

OIl1.13 JlokyMeHTALIMOHHOE O0ecneyeHue yIpaBJIeHUs

1.1. O61acTh NpUMEHEHUS TPOTPAMMBI:

PaGouass mporpamma yuebHOW mucuuruimHbl OIL.13  JlokymMeHTallMOHHOE
o0ecrieueHrne  yOpaBlICHUS  SABISAETCS  YacThbl0 OCHOBHOM  Mpo(decCHOHATBHOM
oOpazoBarensHOil mporpamMmmbl B cooTBeTcTBUU ¢ PI'OC mo cmenumansHoctu CIIO
40.02.01 ITpaBo 1 opraHu3anus COUMAJIBLHOIO 00ecneYeHust

1.2. Mecro AMCHUTNIIMHBI B CTPYKTYype OCHOBHOH
npodeccuoHAIBLHON 00pa30BaTEIbLHOI POrPAMMBI:

VYyeoOnas mucuuminHa OIL13 «JloKyMeHTallMOHHOE OOeCneYeHHe YIpPaBICHUS
IPUHAIICKUT K 001enpoecCHOHATBHBIM UCITUTUIMHAM.

13. Hean um 3agaum JMCHUILVIMHBI - TPeOOBaHHMA K PpPe3yJbTaTaM OCBOCHHS
AUCUMILTHHBI:
B pe3ynomame oceoenus oucyuniunsl 00y4arouuticss OOAHCeH yMemby:
- 0hOpMIIATh OPraHU3ALUOHHO-PACTIOPAIUTEIbHBIE TOKYMEHTHI B COOTBETCTBUU C
nerictByromuM 'OCTowm;
- OCYILIECTBIISATh 0OpaOOTKY BXOJSIINX, BHYTPEHHUX U HUCXOMSIIUX JOKYMEHTOB,

KOHTPOJIb 32 UX UCTIOJHEHUEM;

- 0hOpMIIATH TOKYMEHTHI JIJIS TIEpE/lauil B apXUB OpPraHU3alIuy;

B pezynomame oceoenus oucyuniunsvt 06y4aromuiicsi O0NH*CeH 3HAMb.

- TOHATHE JOKYMEHTA, €r0 CBOMCTBA, CIIOCOOBI TOKYMEHTUPOBAHUS;

- TMpaBujia COCTaBJ€HUS W OGOPMIICHUS OPTraHU3aAMOHHO-PACTIOPSAIUTEIBHBIX
nokyMeHToB (nanee - OP/]);

- CHUCTEMY M THUIIOBYIO TEXHOJOTHIO JOKYMEHTAI[MOHHOTO oOOecreueHus
ynpasienus (nanee - JIOY);

- 0COOEHHOCTHU JEJIONPOU3BOCTBA o oOpaleHusIM rpaKJaaH U

KOH(PUACHIIMATBHOTO JIEJIONPOU3BO/ICTRA.



14. PexomenayemMoe KOJMYECTBO 4YacOB HAa  OCBOCHHE  MNPOIrPaMMBbI
AUCUMILTHHBI:
MaKCHUMaJIbHOW y4eOHOM Harpy3ku oOyuatomierocs: 70 4acoB, B TOM YHCIIE:

00s3aTeNIbHON ayAUTOPHON yueOHOU Harpy3ku oOyyvaromierocs 46 4yacos;

caMoCTOsATENbHON paboThl 0Oyyatouierocs: 24 yaca.

2. CTPYKTYPA U COAEPKAHUE YUEBHOM JIUCITATLTAHBI
2.1. O0bem yueOHOH TUCHUIJIMHBI U BUABI Y4eOHOH padoThl

Bunabl yue0Hoi1 padoThI Oo6bem
4acoB

MaxkcuMaJibHasi y4eOHasi Harpy3ka (Bcero) 70
O0s13aTeIbHAsI ayIMTOPHAs Y4eOHasi Harpy3ka (Bcero) 46
B TOM YHCIIE:
MIPAKTUYECKNE 3aHATHS 18
CamocrosiTesibHasi padoTa o0yuyamiuerocs (Bcero) 24
B TOM YHCIIC:
pemienue B cucteme Koncynbrant [lnroc
paboTa ¢ yueOHOM JIUTEPaTypOM, KOHCIICKTaMU 17
Hrorosas arrecranus B hopme nuddepeHINPOBAHHOIO 3a4eTa




3. YCJIOBUSA PEAJIM3AIINU ITPOT'PAMMBI IUCHUITINHBI
3.1. TpeOoBanusi K MHUHMMAJBLHOMY  MATEPHAJIbHO-TEXHHUYECKOMY
o0ecrne4yeHH0:

Peanuzanust mporpaMmbl JAUCIUIUIMHBI  TpeOyeT Haau4yus Y4eOHOro
kabuHera «JlOKyMEHTaIMOHHOE OO€cCIeueHne yIpaBiCHUS», OUOIHOTEKH,
YUTAJIBHOTO 3aj1a C BBIXOJOM B ceTh IHTEpHET.

OoOopynoBanne y4eOHOro KaOUHeTA:

- KOMIUIEKT YYEHUYECKON Mebenu,

- pabodee MeCTO IpenoaaBaTersi.

TexHnuyeckue cpeacrsa 00yuYeHus:

- KOMITBIOTEPHI C YCTAHOBJICHHBIM JIMIICH3MOHHBIM MPOTrPAMMHBIM OOECIICUeHUEM,
- MyJIbTUMEIUNHBIA IIPOEKTOP.

3.2. MudopmanuonHoe odecrneyeHne 00y4eHus :

Ilepeyenbr pexkoMeHayeMbIX Yy4eOHbIX u3AaHuii, WHTepHeT-pecypcos,

JAOMOJTHUTEIbHOM JIUTEPATypPbl
Hopmamuenaa numepamypa

1. Koucruryuus Poccutickoit @eaepanuu.- M.: [Ipocnekt, 2004.

2. "O6 wuHbopmanuu, UHPOPMALMOHHBIX TEXHOJOTHSIX M O 3alIUTe
uHpopmarn". Oeaepansuelii 3akoH PO ot 27.07.2006 Ne 149-D3.

3. "OO snexTponHoi 1udpoBoi noanucu". Deaepanbbiii 3akoH oT 10.01.2002
No 1-@3.

4. "O TexHuueckom perynupoBanuun' ®@enepanpHblii 3akoH Poccuiickoi
®deneparuu ot 27 nexadbps 2002 r. Ne 184-D3

5. T'paxpanckuii kogekc PO (uactu 1,2,3) - M.: [Ipocnekt, 2002.

6. "O xkommepueckoii TaiiHe". @enepanbHbiil 3aK0H 0T 29.07.2004 Ne 98-D3.

7. TOCT P 51141-98. [lemonpou3BOACTBO M ApXWBHOE HA€JI0. TepMUHBI U
onpenenenus (y1B. [loctanoBinenuem 'occtangapra PO ot 27.02.98 Ne 28).

8. I'OCT P 6.30-2003. VYHuduuupoBaHHbIE CHUCTEMbI JOKYMEHTAIIUH.
VYHudunrpoBanHas cucrema OpraHu3aluOHHO-PACTIOPSIUTETBLHON
JNOKyMeHTaruu. TpeboBanuss K OGOPMIICHUIO TOKYMEHTOB. YTBEpXkKICH

noctanoBieHuem I['occrangapra PO ot 03.03.2003 Ne65-ct.- M.: U3a-BO



crtanaaptos, 2003.

9. TunoBasgs WHCTPYKLUMS MO JEJIONPOU3BOJCTBY B ¢eepalbHbIX OpraHax
ucnonHutensHoi Brnactu (yTB. [lpmkazom MuHucTepcTBa KyIbTYpbl H
MaccOBBbIX KOMMYHUKaIil PO ot 8 Hos0ps 2005 r. Ne 536)- M., 2008.

10.006mepoccuiickuii  knaccupukarop ympasieHdeckoi mokymeHtarmuun OK
011-93 (OKVYM). (Y1BepkaeH W BBEIECH B JCUCTBHE IOCTAHOBIIEHHUEM

I'occrangapra PO ot 30.12.1993 No299 (¢ usm. u gom.ot 1999-2002 rr.).

Y4eOHasi IuTEpaTYpa M CIPABOYHbBIE NOCOOUS

1. beikoBa T.A. JlokyMeHTallMoHHOE oOecTedYeHue yIpaBieHus: YdeOHoe

nocobue — 2 u3., nepepad. u gom. — M.: HUL[ UHOPA — M, 2016 — 304c.

2. I'maguii E.B. JlokymeHTallMoOHHOE oOecleueHre yIpaBieHus: YueOHoe
nocobue — 2 uzn., nepepad. u gon. — M.: U1l PUOP: HUIl UHOPA — M,
2016 —249c.

3. Kupcanosa M.B. Kypc aenonpousBoACTBa:  JTOKYMEHTAllMOHHOE
obecrieueHue yrpaBiieHHsS: YdeOHoe mocodue — 6 u3., UCIp. 1 JoIL - M.:

HUII UTHOPA - M, 2015 — 256¢.

4. KprokoBa H.II. JlokyMeHTMpOBaHME YHPABICHUYECKOW JEITEIbHOCTH:
VYueonoe nmocooue — M.: UHOPA-M, 2015 — 268c.
5. Kyszueno N.H. JlenonpousBoacTBo: YueOHO-cIpaBOYHOE mocodue - 6

u3., nepepad. u gom. — M.: U3narenscko-ToproBasi kopriopanus «Jlamkos

n K%, 2016 — 520c.



4. KOHTPOJIb U OLIEHKA PE3YJIbTATOBOCBOEHUS
JUCHUATUIMHBI

KonTposib W  oOmeHKka  pe3yJibTaTOB  OCBOCHUS  JUCHUILIAHBI
OCYILECTBIISIETCA IPENOAABATEIEM B TIPOLIECCE IPOBEICHUS IMPAKTUYECKUX
3aHATHN W Ja00paTopHBIX pabOT, TECTUPOBAHMS, a TaKXKE BBIMOJIHCHUS

O6y‘IaI-OHII/IMI/ICH HHAWBUIYAJIbHBIX SaﬂaHI/Iﬁ, ITPOCKTOB, HCCHCHOB&HHﬁ.

Pe3yabTathl 00yueHust @®opMbI M METOABI KOHTPOJISA M
(ocBoeHHBbIE YMEHHUSI, yCBOEHHbIE OIIeHKHU Pe3yJIbTATOB 00y4eHH s
3HAHUA)
3HAHUS)
YMenus
OdopmisaTh opraHu3almoOHHO- DKcriepTHas OlIEHKa OTYETOB 110
pacnopsANTEIbHbIC IOKYMEHTHI B MIPaKTUYECKUM paboTam.
COOTBETCTBUM C JCHCTBYIOIIUM
I'OCTowm.
OcymiecTBiATh 00pabOTKY BXOJSIINX,
BHYTPEHHUX " HUCXOJISIINX
JTIOKYMEHTOB, KOHTPOJIb 3a 1704
HCIIOJIHCHHUEM.

OdopmiiaTh TOKYMEHTHI JIJISl TIEpeavu
B APXHB OPTraHU3ALNH.

3Hanusg

[TonssiTME JOKYyMEHTa, €ro CBOMCTBA,|Y CTHBIA OIIPOC, TECTUPOBAHHUE.
CrocoObl JOKYMEHTUPOBAHHS.

[IpaBuna cocraBienuss U oGopMICHUS
OpPraHu3alMOHHO-PACTIOPSAAUTEIBHBIX
JOKYMEHTOB.

CucreMy W THUIOBYIO TEXHOJIOTHIO
JOKYMEHTAILIMOHHOTO oOecrieueHus
YIIPaBJICHHUS.

OcoOeHHOCTH  JIETTONPOU3BOJICTBA  T10
oOpaleHusIM rpaxaaH u
KOH(HIEHIUATBbHOTO




ACJIOIIPONU3BOJACTBA.




