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1. OBILASI XAPAKTEPUCTUKA PABOYEI IPOT'PAMMBI YYEBHOIA
JUCHUTIUHBI
«OI1.06 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUSI»

1.1. MecTo TUCHUIIMHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/ibHOI MPOrpaMMbl

VYyeOHass pucuuiuiiHa «JlOKyMEHTallMOHHOE OOecreueHue YMpaBiICHUs» SIBISETCS

o0si3aTenbHONM YacThio OO0ImenpodecCHoHaIbHOTO IMKJIA 00pa30BaTENbHOM IMPOrpaMMbl B
cootBercTBUM ¢ PI'OC CIIO no cnenuaibHOCTH.

Ocoboe 3HaueHHE MAMCLUUIUIMHA HMeeT NpU (OPMHUPOBAHMM M PA3BUTHU OOIIUX
komnerenuit OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 07, OK 08, OK 09.

1.2. He.]'ll: H IINIAHUPYEMBIC PE3YJbTATbl OCBOCHUSA TUCHUIIJIMHBI:

B pamkax nporpammbl y4eOHOW IHUCIMILIMHBI OOYYaIOLUIMMUCS OCBAUBAIOTCS YMEHHUS

U 3HaHMA
Kon Ymenus 3Hanus
IIK, OK

OK 01, [IpumeHsTH Ha npakTuke | TepMUHOJIOTHIO B obmactu

OK 02, roCyIapCTBEHHbIE CTAaHMAPTHI, | TOKYMEHTALIHOHHOTO obecreueHus

OK 03, JIpyrue HOPMATHUBHO-METOJIUYECKHE | YIIPABICHUS,

OK 04, JOKYMEHTBI,  periameHtupyoomue | HopmarusHbie JOKYMEHTHI,

OK 05, OpraHM3alUl0 JOKYMEHTALlMOHHOIO | PETJIaMEHTUPYIOIUE  COCTABICHUE U

OK 06, obecrieyeHus yrpaBlieHUs; oopMIIeHHE NOKYMEHTAIlMH M TOPSIOK

OK 07, CocTaBisTh u IIPAaBUIBHO | €€ 00paboTKH;

OK 08, oopmisTH OCHOBHBIE Bupbl | [IpaBuna cocraBineHuss U odopmileHus

OK 09, OpraHU3aIMOHHO- OpraHU3alMOHHO-PACIOPSAIUTEIBHBIX

MK 1.2, pacnopsaauTeIbHbIX JOKYMEHTOB; JIOKYMEHTOB, BXOSIIUX B

IIK 1.3. OdopmisaTe nH()OPMAITMOHHO- | YHU(DHUITMIPOBAHHYIO CUCTEMY
CIPAaBOYHYIO JOKYMEHTALIUIO; OpraHU3alMOHHO-PACTIOPSAIUTENIBHBIX
Odopmnsath KaJIpOBYIO | TOKYMEHTOB, YHH(PHUIUPOBAHHYIO
JOKYMEHTALUIO; CUCTEMY [IEPBUYHOU Y4ETHOU
Odopmisath IPETEH3UOHHO- | JOKYMEHTAllUl B YacTH JOKyMEHTalluu

HCKOBYIO JIOKYMEHTAIIHIO.

10 y4eTy TpyAa;
[Topsimok MPOBEICHUS AKCHEPTU3BI
LEHHOCTH JOKYMEHTOB W MOJATOTOBKH
JIeJl K apXUBHOMY XPaHEHUIO.
TexHomoruro

JTOKyMEHTOO00pOoTa B

OpraHM3alyu
OpraHu3aLuax
(YdpexneHusx).




2. CTPYKTYPA U COJAEP)KAHUE YUEBHOM TV CIHUILIAHBI
2.1. O0beM yueOHOM AMCUMIIIMHBI M BU/bI Y4e0HOI padoThl

Bup yueOHo# padoTbl O0bem B yacax

O0bem o0pa3oBaTebHON NPOrpaMMbl YUeOHOM AN CHMIIJIMHBI 72

B T.4. B ()OpMe NPAKTHYECKOH MOATOTOBKH 22

BT. 4.

TeopeTuieckoe o0ydyeHue 32
MIPaKTUYECKHUE 3aHATHUS 32
Camocmosmenvras paboma -
Koncynomayuu 2
IIpoMe:kyTouHasi aTTecTAlUs - JK3aMeH 6




2.2. TemaT4yecKkHii IJIAH U COAepPKaAHME YUeOHOM JUCHMIIIIMHbI

O0BeM, akan.
g/
B TOM 4HCJIe B

Koanl komMmneTeHui,

HanmenoBanue Copepxanue yueOHOro Mmareprasa u GopMbl OpraHu3alHA (popmupoBanuio
pa3iesioB U TeM AesITeIbHOCTH 00yYaroHXCs (bopme .. | KOTOPBIX cOCOOCTBYET
MPARTITICCRON | ) rement MpOorpaMMbl
MOArOTOBKH,
akaa. 4
1 2 3 4

Paznen 1. OCHOBBI JOKYMEHTHUPOBAHUS YIIPABJIEHYECKOW JEATEJbHOCTH 12/6
Tema 1.1 IlousaTne 0 | Cogep:kanue yueOHOro MaTepuaJia 2 OK 01, OK 02, OK 05,
JAOKYMEHTAlMOHHOM | OCHOBHBIC CBOMCTBA JIOKYMCHTOB M UX (DYHKIMH B CHUCTEME YIPaBICHHSI. OK 09
od0ecreyeHu N [Tonsitne nmoxkymenta. Muadopmamus u  gokymeHT. Knaccudukanus IIK 1.2, T1IK 1.3
ynpasJieHusl, JOKYMEHTOB: 10 BHAY O(OpMIEHHS; MO COAEpXKaHUIO; Mo ¢opme; IO
AOKYMEHTe U IPOUCXOKACHUIO; 10 CpeAcTBaM (UKCAlUKM; IO CPOKaM XpaHEHMS. 5
cnocodax MarepuanbHble HOCUTETN HHPOPMAIIHH.
AoxkymeHTHpoBaHust | [lonstue nokymeHTHpoBaHUS. OCHOBHBIE CIIOCOOBI JTOKYMEHTHPOBAHUSI.

OCHOBHBIE COBpPEMEHHBIE TEXHOJIOTUH, MPUMEHSEMbIE INPH OpPraHU3aALUU

paboThI ¢ JOKYMEHTaMU B OpraHU3alusaX (YUpexKAeHUsX).
Tema 1.2 Conep:xxanue yueOHOro MaTepuaJia 2
HopmaTusHo- HopMmatuBHO-TIpaBOBBIE  aKThl,  PETYJHPYIONIME  JTOKYMEHTAIMOHHOE OK 01, OK 02, OK 05,
npasosas 0a3a oOecrieyeHue ynpasiieHus. YHU(UKALUA U CTaHAApTU3AlMs KaK OCHOBHbIE OK 09
AOKYMEHTAIMOHHOI'0 | HallpaBJICHUs COBEPILUEHCTBOBAHUSA JOKYMEHTOB M JOKYMEHTAllMUOHHOI'O K 1.3
obecneyeHust obecrieueHus yrnpaBieHusl.
ynpasJieHUs [lepeyeHb OCHOBHBIX TOCYJApCTBEHHBIX CTaHIAPTOB Ha YHU(PHUIIMPOBAHHBIE 2

cucTeMbl  JOKyMeHTauuu. OCHOBHBIE TIOJOXEHHUS TIOCYJapCTBEHHOMN

CUCTEMBl  JIOKYMEHTAllMOHHOro  oOecrieueHus  ynpasieHus. CocraB

YHH(PHUIIPOBAHHBIX cuCcTEM JIOKYMEHTALIUU: OpraHHu3alOHHO-

pacnopsauTenbHas, OTYETHO-CTATUCTUYECKas!, UHAHCOBAs U JIp.
Tema 1.3 Cnoco0b1 1 | Coaep:xkanue y4eOHOIro MmaTepuaJia 2/6 OK 01, OK 02, OK 03,




npaBuJjia Co31aHUsA

Xapakrepuctuka, coctaB u  coaepkanue ['OCTa Ha  cucremy

OK 04, OK 05, OK 06,

JAOKYMEHTOB OpPraHU3alMOHHO-PACHIOPSAUTENIBHOM TOKYMEHTAlMU. Y HU(PHUIHPOBAaHHAS OK 07, OK 08, OK 09

CHUCTEMa OPTraHM3AIMOHHO-PACIIOPSIIUTEIILHON JOKyMeHTaIuu. TpeboBaHus 2 K 1.2, IIK 1.3

K odopmienuto gokymeHTOB. @Dopmymsip-oopazerr OPJl.  IlpaBuna

oopMIIeHUs PEKBU3HUTOB, periiaMeHTHpoBaHHBIX [[OCTom.

B ToM 4uciie NpakTHYeCKUX 3aHATHH 6

[Tpaktudeckoe 3ausTue Nel. OdopmiieHne peKBU3UTOB Ha TOKYMEHTAX. 6
Paznen 2. OPTAHU3ALIUA CUCTEMbBI JOKYMEHTAIIMOHHOI'O OBECIIEYEHU A 40/20
Tema 2.1 Coaep:xxanue yueOHOro MaTepuaJia 8/4 OK 01, OK 02, OK 03,
Od¢opmitenue XapaKkTepucTUKa W COCTaB CIPABOYHO-MH(OPMAIIMOHHBIX JTOKYMEHTOB OK 04, OK 05, OK 06
UH(OPMALIHOHHO- (cmy>ke0OHBIX MHCEM, CIIPABOK, 3asIBICHUI, AaKTOB, TPOTOKOJIOB, TOKJIATHBIX 1 4 IK 1.2, 11K 1.3
CIIPABOYHOM OOBSICHUTENIBHBIX ~ 3alHMCOK), TpeOoBaHMA K  HUX  O(GOPMIICHHIO.
AOKYMEHTAIUH JIoKyMeHTUpOBaHUE AESITEIbHOCTH KOJIETHAIbHBIX OPTaHOB.

B ToM 4ynciie NPAaKTHYECKHUX 3aHATHH 4

[Ipaktnueckoe 3anarue Ne2. Opopmienre nHOPMaLMOHHO-CITPABOYHON 4

JOKYMEHTal1H.
Tema 2.2 Coaep:xkaHue y4eOHOIro MaTepHuaJia 8/4 OK 01, OK 02, OK 03,
Odopmitenue OcCHOBHBIE TpyNIbl OPraHU3ALMOHHO-PACTIOPSAUTENbHBIX JOKYMEHTOB. OK 04, OK 05, OK 06,
OPraHU3alNOHHO- XapakTepucTUKa W COCTaB OpPraHHU3aIlMOHHBIX JOKYMEHTOB (ycTaBa, OK 07, OK 08, OK 09
pacnopsIMTeAbHOH | TIOJIOXKCHUSI, WHCTPYKIIUMHU, JOKHOCTHOW WHCTPYKIUH), TpeOOBaHHS K K 1.2, IIK 1.3
AOKYMEHTAIlUH odopmiieHn0. XapaKTepUCTHKa U COCTaB PacHOPSAUTEIbHBIX JOKYMEHTOB

(mocraHOBNEHUs, TpUKa3a, pEUICHMs, pPacHOpPsDKEHMs,  yKa3aHus), 4

TpeGoBaHUs K UX OPOPMIICHHUIO.

[lonsTHe NOJNIMHHUKA, KOMHWHW, BBINUCKU, AyOnukata. Buasl komui

JIOKYMEHTOB, OCOOEHHOCTH 3aBEPEHUS KOMUN M BBIIUCOK HOTapUaIbHBIMU

KOHTOpPaMH U JTOJKHOCTHBIMU JIMIIAMH OpTaHU3alNM.

B TOM unciie NIpaKTHYECKUX 3aHATHI 4

[Ipaktuyeckoe 3ausaTue Ne3. Odopmienue opraHM3alMOHHO- 4

paCHOPHHHTeHBHOﬁ AOKYMCHTAIHH.




Tema 2.3 | Coaepxxanue yueOHOro MaTepuasa 8/4 OK 01, OK 02, OK 03,
Odopmaenne 3asiBIIeHUS W TIPUKA3bl TI0 IMYHOMY cocTaBy. JInyHas xaprouka ¢popmsl T-2 4 OK 04, OK 05, OK 06,09
Ka/JIpoBoii W JINYHEIE Jeja IIK 1.3
AOKYMEHTAalUH B TOM 4mciIe NPaKTHYECKUX 3aHATHI 4

[Tpaktuyeckoe 3ausaTre Ne4. OopmiieHne KapoBOil TOKYMEHTALINH. 4
Tema 2.4 JloroBopHo- | Coaep:kanue y4eOHOIro MaTepuaJia 8/4 OK 01, OK 02, OK 03,
npaBoBast [Tonstue noroBopa. OcHOBHBIE pa3zaeinsl JoroBopoB. [lopsinok odopmiuenus 4 OK 04, OK 05, OK 06
AOKYMEHTalus TPYAOBOTO JOIOBOPA, 1OI0OBOPA MOCTABKU, 10r0OBOPA KYILIU-IIPOIAXKU. K 1.2, IIK 1.3

B ToM 4nciie NpaKTHYECKUX 3aHATHH 4

[TpakTuueckoe 3austue NeS. OdopmieHue 10roBopoB. 4
Tema 2.5 | Copepxkanmne yueOHOro MaTepuajia 8/4 OK 01, OK 02, OK 03,
IIperenznonuo- OCHOBHBIE PEKBU3UTHI W TOPSAOK O(GOPMIICHUS NPETEH3UH, OTBETOB Ha OK 04, OK 05, OK 06,
HCKOBast nperensuto. HOpunuueckas cny0a, BBIIOJHAIONAS —PETEH3UOHHO- OK 07, OK 08, OK 09
AOKYMEHTaIUsA HCKOBYIO paboTy Ha npeanpustuu. XKypHan peructpauuu npeTeH3 . 4 K 1.2,1IK 1.3

ITopsimoxk odopmiieHHsI MCKOBBIX 3asBIEHUN M IpEJICTaBIEHUE HX B

ApOUTpaKHBIA CY/I.

B ToM 4mHciIe IpaKTHYeCKUX 3aHATHH 4

[Ipaktuyeckoe 3amsatue Ne6. OdopmieHue MpPeTeH3MOHHO-UCKOBOU 4

JOKYMEHTALUH.
Pa3znen 3 OPTAHU3ALIUSA PABOTbBI C JOKYMEHTAMMU B OPTAHU3ALIUAX 12/6
(YYPEXAEHUSAX)
Tema 3.1 Coaepxanue yueOHOro MaTepuasa 2 OK 01, OK 02, OK 03,
TexHnonorus VYmopaBneHne U JeNONpou3BOACTBO.  OpraHusanuoHHbIE  (QOpPMBI OK 04, OK 09
OpPraHu3aunu JIEJI0TIPOU3BO/ICTBA. Cmyx0a JIOKyMEHTAITMOHHOTO oOecreueHus IIK 1.2, I1IK 1.3
JAOKYMEHTO000p0Ta B | yIIPAaBJICHUS, OCHOBHas 3a1a4a, (YHKIUH, THUIOBBIE CTPYKTYPBHI, 5
OpPraHu3anuax TOJDKHOCTHOU coctaB. Permamenranust pabotsl ciayx0br JIOY. IlpumepHoe
(Yupe:kaeHusIx) MIOJIOKEHHE O CIyKO0e JOKYMEHTAlMOHHOTO O0ecredeHus! YIpaBlIeHHS U

JOJPKHOCTHBIE MHCTPYKLIUH.
Tema 3.2 Coaepxanue yueOHOro MaTepuasa 4/2 OK 01, OK 02, OK 03,




OcobennocTu [lonsTust mpeioxeHusi, 3asBiIeHUd U KaynoObl. IlpueM m peructpauus OK 04, OK 05, OK 06,
AeJI0ONPOU3BOACTBA IIMCEM rpakaaH. PaccMoTpeHne U pa3peleHue MUCceM, CPOK pacCMOTPEHUS. OK 07, OK 08, OK 09
1o o0paleHnsiM AHaJM3 MUCEM T'pakIaH. IIK 1.2, IIK 1.3
rPasKAaH U KondunennuansHoe nenonpon3BoAcTBO. [pu¢ orpaHuueHUs] JOCTyMma K 2
KOH(HUIEHINAIBHOIO | TOKYMEHTY. ABTOMAaTH3UPOBaHHBIE CHCTEMBI pPalOTBI C JIOKyMEHTaMH.
AeJI0TPOU3BOICTBA CpenctBa H3rOTOBJICHHUS, KOMUPOBAaHMA U Pa3MHOXKEHHS JOKYMEHTOB.

Opranuzanus paboynx MecT.

B ToM 4uciie npaKTHYeCKUX 3aHATHH] 2

[TpakTrueckoe 3austue Ne7. Oopmienue oOpamieHui rpaxkiaH. 2
Tema 3.3 Copaepxanue yueOHOro MaTepuasa 6/4 OK 01, OK 02, OK 03,
CucreMaTu3anus [TonsiTie  MOKyMEHTOOOOpOTA. OO0mme  NpUHIMIBI  OpraHU3aIuU OK 04, OK 09
JAOKYMEHTOB, JTOKYMEHTO000pOTa, €r0 OCHOBHBIC 3Talbl: IPUEM U MEepBUYHAs 00paboTKa IK1.2,11IK 1.3
(opMupoBaHuEe X B | JOKyMEHTOB; paclpe/ielieHue MOCTYNUBUIMX JIOKYMEHTOB; PETHUCTpAIHs
Aesia U mepeaavya B JOKYMEHTOB U TIpEABAPUTEIBHOE HUX PACCMOTPEHME; pPAcCMOTpPEHHE 2
aApXMB OPraHM3alMM | JOKYMEHTOB PYKOBOJICTBOM OpraHH3aiuu (YUpexKIeHUs) U HAlpaBJICHUE UX

Ha WCTIOJHEHWE; WCTIOJHEHHWE M KOHTPOJIb 32 WCIOJHEHHWEM IOKYMEHTOB;

TEKyIllee XpaHEeHUE JJOKYMEHTOB.

B ToM 4HcIIe IpaKTHYeCKUX 3aHATHI 4

[TpakTrueckoe 3anstue Ne8 Homenknarypa aen. O6paboTka aemn ais

MOCTIEIYIOIIETO XpaHeH!sl. DKCIePTHU3a IEHHOCTH JOKYMEHTOB, 4

oopmienue nen, cocraBienue onuceid. Cnava Jien B apXuB.
Koncynpranuu 2
[IpomesxyTouHas arTecTanus - DK3aMeH 6
Bcero: 72




3. YCJIOBUSA PEAJIN3AIIMM YYEBHOM JUCHUILIVHBI

3.1. lna peanu3amuu NPorpaMmbl NPodeccHOHATHHOT0 MOAYJS TOJKHBI ObITh
NpeIyCMOTPEHbI ClieluaJIbHbIe IOMelIeHHs :

Kabuner  «/lokymeHTamoHHOro  oOeclie4eHHs  YIOpPaBICHUS»,  OCHAIICHHBIH
B COOTBETCTBHUHU C 1I. 6.1.2.1 oOpa3zoBaTenbHOI MPOrpaMMbI 10 CIIEIUATLHOCTH.

3.2. UuopmannoHHoe odecnieyeHHe peain3aluu MpPorpaMMbl

Jis peanuzanuu nporpamMMmbl OMOIMOTEUHBIH (OHI 00pa3oBaTeIbHON OpraHU3aluu
JIOJDKEH MMETh TeYaTHBIE W/WIIN HJIEKTPOHHBIE 00pa30BaTeIbHbIe U HH()OPMALIMOHHBIE PECYPCHI
JUTSL MCTIONBb30BaHMs B 00pa3zoBaTesibHOM mpornecce. [Ipu dpopmupoBanuu 6ubanoreunoro poxaa
00pa30BaTEeIbHON OpraHM3anreil BRIOMpACTCS HE MEHEee OJHOTO H3JaHUS U3 IMEPEeYHCIICHHBIX
HIDKE TEYaTHBIX M3JaHUN U (MJIM) SJIEKTPOHHBIX M3JIaHUM B KAaueCTBE OCHOBHOTO, NPH 3TOM
CITMCOK MOYET OBITh JIOTIOJHEH JAPYTHMH U3IaHUSMH.

3.2.1. OcHOBHBIE eYaTHbIE U3TAHUS

1. 1. Ky3nenoB, MW.H. JlokymeHTanmoHHoe oO€cTeUeHHE  YNpPaBIICHHUS.
JIOKyMEHTOO0OpOT W  JIETOMPOM3BOJACTBO : YYEOHMK W  TPAKTHKYM JUIsL  CPEAHETrO
npodeccuonanpHOoro obpazopanus / M. H. Ky3nenos. — 4-e u3zn., nepepad. u mon. — Mockaa :
NznarensctBo FOpaiit, 2023. — 545 ¢. — (IIpodeccuonanpHoe odpasoanue). — ISBN 978-5-
534-16004-8.

2. bacakoB, M. U., JlokyMeHTallmoHHOE OOecleYeHne ympaBlieHUs (C OCHOBaMHU
apxuBoBezieHHs) : yueOHoe nocobue / M. U. bacakoB. — Mocksa : KuoPyc, 2023. — 216 c. —
ISBN 978-5-406-11367-7. — URL: https://book.ru/book/948724 (mara obGpamieHus:

26.06.2023). — TeKCT : 3IeKTPOHHBIA.

3.2.2. OcHOBHBIE 3JIeKTPOHHbIE U3IAHUS

1. Bapmynn, B. B., JlokymenTannonHoe obecriedeHue ynpasieHus : yueonuk / B. B.
Bapmynn. — Mocksa : Octumus, 2022. — 271 ¢. — ISBN 978-5-4365-8902-2. — URL.:
https://book.ru/book/942707 (nata oopamenwsi: 26.06.2023). — TeKCT : 3MCKTPOHHBIH.

2. Kopuees, U. K. JlokymMeHTanMOHHOE OOECleYeHHE YIPABICHUS : Y4EOHHK H
MPAaKTUKYyM Ul cpenHero npodeccuonansHoro obdpasosanus / U. K. Kopnees, A. B. ITmenko,
B. A. Mamypues. — 3-e uzn., nepepad. u mon. — Mocksa : UznarensctBo FOpaiit, 2023. —

438 c. — (ITpodeccuonampHoe oOpaszoBanue). — ISBN 978-5-534-16002-4. — Tekcr
NeKTpoHHBIH  //  OOpasoBarenpHass  miatdpopma  FOpait  [caiir]. —  URL:
https://urait.ru/bcode/523611 (mara obpamenus: 26.06.2023).

3. Ky3Hernos, . H. JIOKyMEHTaIMOHHOE obecrieucHHe yIpaBJICHUS.

JIOKyMEHTOOOOPOT W JIEJIONPOM3BOJCTBO : YYEOHHMK W  MPAKTHKYM JUISI  CPEIHETro
npodeccuonanpHoro oopazosanus / . H. Ky3unenos. — 4-e u3n., nepepad. u gom. — Mocksa :
WznarensctBo FOpaiit, 2023. — 545 ¢. — (IIpodeccuonanpHoe odpazosanue). — ISBN 978-5-
534-16004-8. — Texkcr : anekTpoHHBbIH // OOpa3oBarenbHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/523613 (nara obpamenus: 26.06.2023).

4, Kysnemnora, M. B. JlokymeHTanmoHHOE oOOecIieueHue YMpaBieHUs : y4eOHOe
nocobue s CIIO / WU. B. Kysmemosa, I'. A. Xawarpsn. — 2-¢ u3g. — CapatoB :
[Ipodobpazosanue, Aii ITu Dp Menua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-



4488-0216-4. — TeKcCT : ANEKTPOHHBIN // DAEKTPOHHBIA pecypc IMUGPOBOM 00pa3oBaTEIbHON
cpeast CITO PROFo6pa3osanue : [caiit]. — URL: https://profspo.ru/books/80326
S. [ysanosa, H. H. JlokyMeHTanmoHHOE OOecreueHUe YIpaBICHUS : Y4EOHUK U

MPAaKTUKYM I cpeiHero npodeccuoHanbHoro odpasosanus / H. H. lllyBanoBa. — 3-e wu3n.,
niepepad. u gom. — Mocksa : UznarensctBo Opaiit, 2023. — 247 ¢. — (IIpodeccuonansHoe
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUAA

YYEBHOM JUCLUATIIUHBI

Pe3ysbTaThl 00y4YeHUs ‘

Kpurtepun oueHku

MeToabl OLIEHKHU

HepequL 3HaHHI>'I, OCBAMBACMBIX B paMKaX JUCIHUITIIMHEI

TepmuHoIOTHSA B
o0nacTu
JIOKYMEHTallMOHHOT'O
obecrieueHHs
yIpaBIEHUS;
HopmatuBHbIe
JOKYMEHTHI,
perjiiaMeHTHpYIOoIIHe
COCTaBJICHUE u
oopmienue
JIOKYMEHTaIluU u
MOPSIIOK ee 00paboTKH;
[IpaBuna cocraBieHus: u
odopmiIeHHS
OpraHU3aIMOHHO-
pacnopsAUTENbHBIX
JOKYMEHTOB, BXOJISIIHX
B YHU(QUIIMPOBAHHYIO
CUCTEMY
OpraHU3aIMOHHO-
pacropsIuTeIHHBIX
JOKYMEHTOB,
YHUPHUITTPOBAHHYIO
cUCTEMY [IEPBUYHOU
Y4ETHOW JOKYMEHTAIluu
B YaCTH JOKYMEHTAIUU
10 Y4ETy Tpyaa;

[Topsimok  mpoBeneHUst
9KCIIEPTU3bl  LIEHHOCTU
JOKYMEHTOB u
NOATOTOBKM A€l K
apXMBHOMY XpaHEHHUIO.
TexHomorus
OpraHu3aluu
JOKyMEHTOOOOpoTa B
OpraHu3anusIxX
(YupexneHusx).

- oopMIICHHE TOKYMEHTOB U PEIICHUE
HpaKTquCKHX chyauHﬁ C
HOpMaTI/IBHI)IM HpaBOBI)IM
000CHOBaHHEM;

- WCIIOJIb30BaHUE pa3IMYHBIX
HCTOYHHKOB, BK/IIO4Yasd 3SJICKTPOHHLIC
pecypcel, Meana pecypchl, MHTEepHET-
peCypcChl, TIEPUOTUICCKUE W3JIAHUS I10
CHEIUAIBHOCTH TUTS pelieHus
podeCCHOHANBHBIX 33724

- JACMOHCTpalusa OTBCTCTBCHHOCTHU 3a

NPUHSATHIE PEIIeHUs, 000CHOBAaHHOCTH
camMoaHajIu3a u KOppeKIus
pE3yJIbTaTOB COOCTBEHHOW PadOTHI;

- HCIIOJIB30BAHHUEC 3aKOHOAATCIIbHBIX H
HOPMAaTHBHO-TIPABOBBIX ~ aKTOB NP
IUIAHUPOBAHUU TPEANIPUHIUMATEITBCKON
NeSATENbHOCTH B  MpodeccrnoHambHOM
chepe;

- JIEMOHCTpanus 3HaHMA B 001acTH

(buHAHCOBON TPAMOTHOCTH;
- KOHCTPYKTHMBHOCTH B3aUMOJCHUCTBUS

C O6y‘laIOIJ_II/IMI/IC$I, npenoaaBaTejIiMu B

Xxone  OOydeHHs, PYKOBOIUTEISIMH
y4ueOHOU u MIPOU3BOACTBEHHOM
NPAKTHK.

-cobmtoienne HOPM
npodhecCHOHAIBbHON STUKY;

— TOCTpoeHHe NpOo(eCcCHOHATHLHOTO
OOIIeHUsT C  Yy4YEeTOM  COILIMAJIbHO-
npodeccHoHaTBFHOTO cTaryca,
CUTyalliM OOIIeHUs, OCOOECHHOCTEH
TPYIIIBI " VHIBHyaTbHBIX
0coOeHHOCTeH YYaCTHHKOB
KOMMYHUKAIINY;

- TPaMOTHOCTb YCTHOM M NHCbMEHHOU
peuy;

- opopmieHHE  JOKYMEHTOB B

cootBetrcTBHU ¢ 'OCToMm;
- sCHOCTb  (OpPMYJIUpOBaHUS U
W3JI0KEHUST MBICJICH;

- TMpOSIBJICHHE  TOJIEPAHTHOCTH B
npoiiecce OOIICHMS;

- JKCIIepTHOE HaOIII0/IeHue
BBITIOJTHEHHSI
MPAKTUYECKUX 3aJaHU,

- OIEHKa TI0 UTOram
YCTHOTO orpoca
CTY/ICHTOB,

- HaOJIOIEHHE II0 UTOraM
TECTUPOBAHUS,
- OIlGHKa B
MIPOBEICHUS
IIPOMEKYTOUHON
aTTeCTalUY.

nporiecce




- COOJNIOZICHHE HOPM TIOBEIEHHUS BO
BpeMs yueOHbIX 3aHATHIA;

- coOIroienre CTaHJIapTOB
AHTUKOPPYIILIMOHHOTO MTOBEICHNS;
- CcOONIOaeT HOPMBI AKOJOTHUYECKOU

0€30MacHOCTH;

ornpezenser HaIpaBJICHUS
pecypcocOepexeHus B pamKax
poeCCHOHANTBHON NIEATEIIBHOCTH TI0
CIIELIUATIBHOCTH;

- 3(hQeKTUBHOCTh  HUCIOJIb30BAHUS
cpenctB (U3MYECKOW KyIbTYphl s
COXpaHEHUS M YKPEIUICHUS 3710POBBS B
nporuecce npodeccroHanbHOM
NeATeTbHOCTH u IO PIKAHUS
HEOOXOUMOT0 YPOBHS  (PU3UYECKOI
MOJIFOTOBJIEHHOCTH;

- 9(QQeKTUBHOCTh HCIOJB30BAHUS B
npodeccruoHaIbHOI JeSITEIbHOCTH
HEOOXOUMOM JTOKYMEHTAIMH, B TOM
YHcJie HA MHOCTPAHHOM SI3bIKE

[lepedens ymeHuid, ocBan

BAaCMbIX B paMKaX NJUCHUIIIMHEI

IIpumensaTs Ha
MIPAKTUKE
rocyJ1JapCTBEHHbIE
CTaHJApTHI, apyrue
HOPMAaTUBHO-
METOJINYECKUE
JIOKYMEHTHI,
periaMeHTHpYOIne
OpraHu3aluUIo
JIOKYMEHTallMOHHOT'O
obecrieueHHs
yIpaBJICHUS;
CocraBnsTh u
MPaBWIbHO O(OPMIISATH
OCHOBHBIE BUJIBI
OpraHU3alMOHHO-
pacnopsAUTEIbHBIX
JIOKYMEHTOB;
OdopmisaTh
UH(POPMAIIMOHHO-
CIIPaBOYHYIO
JOKYMEHTALUIO;
OdopmiIATe  KagpoBYIO
JIOKYMEHTALHIO;

OdopmisaTh

- oopMIICHHE JIOKYMEHTOB U PEIICHUE
MPaKTUYCCKUX
HOPMAaTHUBHBIM
000CHOBAHHEM;

CUTYyaLUi c
MIPaBOBBIM

- HCIIOJIb30BaHUE pa3IMYHbIX
UCTOYHUKOB, BKJIIOYasl 3JIEKTPOHHBIE
pecypcel, Meaua pecypcbl, HTepHeT-
pecypchl, MEepHOAMYECKUE HM3AaHUS 10
CHEIUAIIbHOCTH IS pelieHus
npodecCUOHATBHBIX 33j1a4

- JIEMOHCTpalusi OTBETCTBEHHOCTH 3a
NPUHATHIE PEIIeHHs, 000CHOBAHHOCTH

caMoaHaIn3a u KOPPEKIIHS
pe3yJabTaTOB COOCTBEHHOMN pabOTHI;

- HCIIOIIb30BaHUE 3aKOHOJATEIBHBIX U
HOPMATUBHO-TIPABOBBIX ~ aKTOB  TIpH
TUTAHUPOBAHHUH TIPEIIPUHUMATETHCKOM
JIESATENBbHOCTH B MpodeccroHambHOMI
coepe;

- JICMOHCTpalusi 3HAaHWW B 00JIaCTH
(bUHAHCOBO TPAMOTHOCTH;

- KOHCTPYKTUBHOCTH BSaHMOﬂeﬁCTBHﬂ
C O6y‘IaIOHII/IMI/IC$I, npenoaaBaTeiIsIMU B

xoae  oOyueHus, PpyKOBOJIUTEISIMU
yueOHOI 51 IIPOU3BOACTBEHHOMN
IIPAKTHK.

- DKCIIepTHOE HaOIII0/IeHNe
BBITIOJTHEHHSI
MPAKTUYECKUX 3aJaHU,

- OICHKa 1o uroram
YCTHOI'O orpoca
CTYACHTOB,

- HaOJIOIEHHE II0 UTOraM
TECTUPOBAHUS,
- OIGHKa B
MIPOBEICHUS
IIPOMEKYTOUHON
aTTeCTaLUY.

nporiecce




MMPETCH3NOHHO-NCKOBYIO
AOKYMCHTAIHIO.

-cobmtoienne HOPM
npohecCHOHALHON ATUKY;

— TocTpoeHHe Mpo(ecCUOHATBHOTO
Oo0IIeHUsT C  Yy4YEeTOM  COILIMAJIbHO-

npodeccHoHaTBHOTO cTaryca,
CUTyallul OOIIEHHs, OCOOEHHOCTEU
TPYIIIBI u VHBHTyaTbHBIX
ocoOeHHoCTeH YYaCTHHKOB
KOMMYHUKAIINY;

- TPAaMOTHOCTb YCTHOM M IHCbMEHHOU
peuu;

- opopmieHHE  JOKYMEHTOB B
cootBeTcTBHM ¢ ['OCTom;

- scHOCTb  (OpPMYJUpPOBaHUS U
HM3JI0KCHHS MBICIICH;

- IMMPOSBJICHUC TOJICPAHTHOCTU B
poIiecce OOIICHMS;

- COOJNIOZICHHME HOPM TIOBEIEHHUS BO
BpeMsl yUeOHBIX 3aHSITHIA;

- coOuroIeHIE CTaHJApTOB
AHTUKOPPYIILUOHHOTO TTOBEACHUS,

- COOJIIOJTaeT HOPMBI IKOJIOTUYECKOMH

0e30IMacHOCTH;
— ormpeseIser HaTPaBIICHUS
pecypcocOepexeHus B paMKkax

po(heCCHOHAIBHOM JIEeATeTLHOCTH 110
CICIHATBHOCTH;

- 2(QQEeKTUBHOCTh  HUCIOJIB30BAHUS
CPeNCTB (PU3UYUCCKON KYJIbTYphI ISt
COXpaHCHHA U YKPCIUICHUA 3J0POBbs B
nporiecce npodecCUOHATBHOM
NCATCIBHOCTU u noaacpIKaHuA
HEOOXOJUMOr0 ypOBHS  (DU3HYCCKOU
[IOJITOTOBJICHHOCTH;

- 3((}EeKTUBHOCTh HCIOJIb30BAHUS B
npodeccuoHaTbHOM NEATETLHOCTH
HEOOXOJUMOM JTOKYMEHTAIlUU, B TOM
YKCJIC HA HHOCTPAHHOM SI3BIKE
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