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TIpakTuyeckue 32 132 (32 |32
HWroro ayn. 64 (64 |64 |64
Konrakthas pabora |64 |64 |64 (64
Cawm. pabora 53 [53 |53 |53
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1. HEJIX OCBOEHUA JTUCHUITJIMHBI

11

O3HaKOMHUTb CTYJCHTOB ¢ JOPMHUPOBAHHUEM U Pa3BUTHEM KaJPOBOM TOKyMEHTAIMK B PoccHn Kak HEOThEMIIEMOH YacTh
npoliecca yrpasJlieHHs IepCOHalIa, €€ HICTOPHH U OCOOCHHOCTEH; HAYUYUTh CTYJICHTOB IPAaMOTHO COCTABIIATh M OOPMILITH
JOKYMEHTHI 110 YIIPABJICHHIO IIEPCOHAIOM; OOYYHTh METOIaM PabOTHI C KaAPOBEIMH JOKYMEHTaMH, B T.4. cOOpOM,
00paboTKOM A1 TaNTbHEeHIIeH IPaKTHYECKOH BOSMOKHOCTH Y4acTHs B MH()OpMAaTH3allUA COOTBETCTBYIOIIUX OPraHOB
BJIACTH.

2. MECTO JUCHUIIITUHBI B CTPYKTYPE OOII

uxn (pa3gen) OOIL: b1.B.01

2.1

TpeGoBanus K NpeABAPUTEIbHON NOATOTOBKE 00y4aloLIerocs:

211

JoxymeHnToBenenue

212

WHdopMaoHHbIe TEXHOJIOTHH 00paOOTKH JIeI0BOH HHPOPMAIHH

2.2

I[P[CIH/I]I.]'II/IH])I N MPAKTHKH, I KOTOPBIX OCBOCHHE JTAHHOM TUCUHIIJIMHBI (MOI[yJISI) HeOﬁXOHHMO KakK
npeamecTrByrouiee:

221

T'ocynapcTBeHHAs 1 MyHUIIMIATIbHAS CITyXK0a

222

PernonanbHoe ynpasieHre 1 TEPPUTOPHATIBHOE IIJIAHUPOBaHNE

2.2.3

TexHO0THMHU IPOBEAEHUS COBELAHUI U IEPETOBOPOB

3. KOMIIETEHIINHX OBYYAIOINEI'OCS, @OPMUPYEMBIE B PE3YJIBbTATE OCBOEHUS TUCIIUITIJINHbBI

(MOJLYJIST)

IIK-1.4: Benet 1e/10NpoU3BOACTBO U JOKYMEHTO000OPOT B OPraHax myoJu4HOI BJIacTH

pe3yJbTaTe 0CBOCHM AUCHUIIIMHBI 00y4Yaroumiics 10J7KeH

3.1

3HaTb:

3.11

OCHOBBI pa3pabOoTKU U BHEAPEHUS KJPOBOI U YIPaBICHYECKON JOKYMEHTAIUH, OCYLIECTBICHHUS JETIOBOTO OOIICHHSI.

3.2

YMmeTnb:

321

OIITUMU3UPOBATH ,E[OKyMeHTOO60pOT U CXEMbI (I)yHKL[I/IOHaHI:HBIX B3aMMOCBSI3eH MEXKAY noapas3acJICHUsAMU, BECTU
KaapOBOC ACIIONPOU3BOACTBO U OPIraHU30BbIBATH APXUBHOC XPAaHCHUE KAaJAPOBbIX JOKYMCHTOB B COOTBETCTBUMU C
,I[eﬁCTByIOH.IPIMPI HOPMATHUBHO-IIPABOBBIMHA aKTaMH, BECTHU IEPETOBOPLI, IPOBOAUTH COBCIIAHUS.

4. CTPYKTYPA U COJEPKAHUE JTUCITUIIJIMHBI (MOAYJIS)

Kon HaumenoBanue pa3nenoB u teM /Buja | Cemectp / | HacoB | Kommerten- | Jlutepatypa IIpumeuanue
3aHATHS 3anaTHs/ Kvne 11701
Paszpnen 1. Paznea 1. lenoBoe o01enne
1.1 Henosoe oomenwe /Jlex/ /Jlex/ 5 12 I1K-1.4 JI1.1J12.1J13.1
3133
1.2 Henosoe obmmenwne /Ip/ /TIp/ 5 12 [1K-1.4 JI1.1
JI1.2J12.1J13.1
JI3.2
3133
13 Henosoe obmenne /Cp/ /Cp/ 5 18 [K-1.4 JI1.1
JI1.2J12.1J13.1
J13.2
3133
Pazpnen 2. Pazgen 2.
JlokyMeHTHpOBaHNe B cHCTeMe
roCy/1apCTBEHHOTO0 U
MYHHUIUTAJIBHOTO YIIPABJIEeHUS
21 Opranu3zanyst paboThl ¢ JOKYMEHTaMH1 5 10 [K-1.4 JI1.1
/J1ex/ /Jlex/ JI1.4J12.1J13.1
0133
2.2 Opranuzanus paboThl ¢ JOKyMEHTaMU 5 20 IK-1.4 JI1.1J12.1
/Cp/ ICp/ J12.2J13.1 JI3.2
0133




2.3 Opranuzanus paboThl ¢ JOKyMEHTaMU 5 10 I1K-1.4 JI1.1J11.3

/Mp/ Mp/ JI1.4J12.1J13.1
3.2
2193

Pa3nen 3. Paznen 3. /leonpousBoacTso

B CHCTeMe roCyapCTBEeHHOI0 U

MYHHIUIAJBHOTO YIIPABJIeHUs U

TpeGOBaHNS K €ro BeJeHHIO

3.1 J1enorpou3BOJICTBO B CUCTEME 5 10 [K-1.4 JIL.1J11.2
TOCYAapCTBEHHOTO ¥ MYHHUITUIIAIIEHOTO JI1.4J12.1
yIIpaBJIe€HUS U TPEOOBAHUS K €0 BEACHUIO J12.2J13.1 JI3.2
/J1ex/ /Jlex/ 2193

3.2 JIeTonpou3BOACTBO B CHCTEME 5 10 MK-1.4 [ JI1.1 J11.4J12.1
TOCYAapCTBEHHOTO ¥ MYHHUIUIIAIEHOTO JI2.2J13.1 JI3.2
yIIpaBJIeHUs U TPeOOBAHUS K €T0 BEACHUIO 0193
Mp/ Mlp/

3.3 J1enorpou3BoICTBO B CUCTEME 5 15 [K-1.4 [JI1.1J11.4J12.1
TOCYAapCTBEHHOTO M MYHHUITUIIAIEHOTO JI2.2J13.1 JI3.2
yIpaBiieHHsl 1 TpeOOBAHHUS K €ro BeICHHIO 2153
/Cp/ ICp/

34 /Kontp.pabd./ 5 0 [K-1.4 [J11.1J11.2J11.3

JI1.4J12.1
J12.2J13.1 JI3.2
3152033
35 /Ox3amen/ 5 27 K-1.4 [J11.1J11.2 J11.3
JI1.4J12.1
J12.2J13.1 JI3.2
315233

5. OHEHOYHBIE CPEJICTBA

5.1. OueHounble MaTepuaJibl IJId TEKYIIEro KOHTPOJIA U l'lpOMe)KyTO'—lHOﬁ arrecranuu

HpCIlCTaBHCHI)I OTACJIbHBIM JOKYMEHTOM

5.2. OueHo4yHble MaTepUaJIbl JJIsl IUATHOCTHYECKOr0 TeCTHPOBAHUS

HpeI[CTaBHeHLI OTACJIbHBIM JOKYMEHTOM

6. YHEBHO-METOJNYECKOE H THOOPMAIIMOHHOE OBECIHEYEHUE JUCHUIIIMHBI (MOAY JISI)

6.1. PexoMennyemas iurepatypa

6.1.1. OcHoBHasi TUTEpaTypa

ABTOpBI, COCTaBUTENN 3arnaBue WznarensctBo, ron | Komnu-Bo

JI1.1 |KazakeBuu, T. A. JoxymenToBenenue. JlokyMeHTAIIMOHHBIN cepBHC : yueOHuK n  |M3maTenscTBO 1
IIPAKTUKYM IS By30B IOpaiir, 2021, 2021,
URL : anexTpoHHBIN
pecype

JI1.2 |IlaBnosa P. C. JloxyMeHTalluoHHOE obecreueHue ynpasieHus. Jlenopas Canxr-IletepOypr: 1
nepenucka: yueOHoe nocodue A By30B Jlans, 2023,
JJIEKTPOHHBIN

pecypc




ABTOpBI, COCTABUTEIH 3arnaBue WznatensctBo, roa | Komuy-Bo
JI1.3 |bsikoBa T.A., JloKyMeHTalMOHHOE 00ecTeueHe YIPaBIeHUs Mocksa: OOO 1

Kysnenosa T. B., (memonpoun3BoACTBO): YueOHOe mocodue "HayuHo-

Cankuna JI. B. W31aTENbCKUHA LEHTP
NH®PA-M", 2023,
3JIEKTPOHHBII
pecype

JI1.4 |BbeixoBa T.A., JlokyMeHTalnoHHOE 00ecIieueHUe YIIpaBIICHHUS Mocksa: OO0 1

Kysuenosa T. B., (menonpoun3BoACTBO): YueOHOe mocodue "HayuHo-

Cankuna JI. B. M3JATENbCKUN LIEHTP
HUH®PA-M", 2024,
3JIEKTPOHHBIN
pecype

6.1.2. JlonoHuTeIbHAS IUTEPATYpPa
ABTODEI, COCTaBUTEIHN 3arnaBue WznarensctBo, rox | Konuu-Bo
JI2.1 |JI. A. Joponuna JlokyMeHTOBeleHHe : Y4eOHUK U MPAKTHKYM ISl BY30B IOpaiir, 2021, 1
3JIEKTPOHHBII
pecype
JI12.2 |Eropos B.I1., JIOKyMEHTOBEICHHE U JIOKYMEHTAIIMOHHOE 00ecieueHHe Cankr-IleTepOypr: 1
CnunbkoB A. B. yIpaBJIeHHs B YCIOBUAX IIM(YPOBOI SKOHOMUKH: yueOHUK Uit [JIanb, 2023,
BY30B 3JIEKTPOHHBIN
pecype
6.1.3. MeTroanueckue pa3paboTku
ABTODEI, COCTaBUTEIHN 3arnaBue WznarensctBo, rox | Komuu-Bo
JI3.1 |Ky3nenos U. H. JlokyMeHTallMOHHOE 00eCIIeYeHUE YIPaBICHHUS. Mocksaa: FOpaiir, 1
JIoKyMEeHTOO0OpOT | JeJIOMPOU3BOJCTBO: YICOHHUK U 2023, 351eKTpOHHBIH
MIPAKTUKYM IS By30B pecypc
JI3.2 |AGynamze 1. T., JlokyMeHTalnoHHOE o0ecreueHue yrpasieHus nepconanom: |[Mocksa: FOpaidr, 1
Beimpsokkuna U. B., YUeOHHUK U MPAKTUKYM [T BYy30B 2024, 5eKkTpOHHBIH
Macnosa B. M. pecypc
6.2. IlepeuyeHn pecypcoB HH(OPMAIIMOHHO-TEJIEKOMMYHUKAIMOHHO# ceTn "UHTepHeT"
31 |Cepsep opranoB rocyaapctsennoi iactu PD: http://www.gov.ru
32 |DenepanbHas ciyxba rocynapcTBeHHoM cratuctuku: http://www.gks.ru/
93  |O¢pununanbHbIN HHTEPHET-TIOPTA MPaBOBOM MH(MopMarmu http://pravo.gov.ru
6.3.1 IlepeyeHsb MPOrpaMMHOr0 odecreyeHust
6.3.1.1|IIporpamMmsl, obecieunBaroIIne JOCTYI B ceTh MHTepHeT (Hanpumep, «Google chromey);
6.3.1.2|IIporpaMmsI ist JEMOHCTPALIMU U CO3JaHKs Mpe3eHTarumil (Hanpumep, «Microsoft PowerPointy).
6.3.2 Tlepeyenb HHPOPMALMOHHBIX CIIPABOYHBIX CHCTEM
6.3.2.1|T"apanT-uHbOpMaIIOHHO-IPaBOBO# mopTai. http://www.garant.ru/
6.3.2.2|Koncynsrantllintoc — HagexxHas mpaBoBas mogaepxkka. http://www.consultant.ru/
7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJIMHBI (MOAYJIS)
7.1|YueOHbIe ayTUTOPHH ISl IPOBEACHHS 3aHATHH JIEKIIMOHHOTO THIIA, 3aHATHH CEMUHAPCKOT0 TUTIA (IPAKTUIECKUX 3aHSITHH ),

IPYIIOBBIX ¥ HHAWBUAYAIBHBIX KOHCYJIBTAINH, YKOMIUIEKTOBAHBI CIICLUATU3UPOBAHHON MEOEINIBIO0 M TEXHUIECKUMHU
cpencreaMu oOyueHus (10cka, SKpaH (CTallMOHAPHBIA HITM IEPEHOCHOM), poekTop). [ToMereHus 111 caMoCTOATENbHON
paboThI 00yUarOIIUXCsl, OCHAIICHHBIE KOMIIBIOTEPHOIH TEXHUKOW C BO3MOXHOCTBIO MOJKIIOYeHHUs K ceTH "MHTepHeT" u
obecrieyeHus 10cTyna B 3JEKTPOHHYIO HH(POPMaAIIMOHHO-00pa30BaTEeNIbHYIO Cpely OpraHU3al|H.




