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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,  pernameHtupyroomue | 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

IIK 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 JIOKYMEHTAITHIO.

10 y4eTy TpyAa;
[Topsimok MPOBEICHUS AKCHEPTU3BI
LEHHOCTH JOKYMEHTOB W MOJITOTOBKH
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 o0pa3oBaTe1bHON NPOrpaMMbl y4eOHOH AUCHMIIIMHBI 72
B T.4. B ()OpMe NPAKTHYECKOH MOATOTOBKH 6
BT. 4..

TeopeTuieckoe o0ydyeHue 6
NPaKTHYECKHUE 3aHITUS 6
Camocmosmenvras paboma 52
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 bopme (popmupoBanuio
pa3/iesoB U TeM AeATEeJbHOCTH 00y4aroIUXCs P .. | KOTOPBIX CIIOCOOCTBYET
NPaKTHYeCKOi
3JIeMeHT MPOrpaMmMbl
NOATOTOBKH,
aKaj. 4
1 2 3 4
Paznen 1. OCHOBBI JOKYMEHTHUPOBAHUS YIIPABJIEHYECKOW JEATEJbHOCTH
Teopernueckoe o0y4enue 2
IIpakTH4yeckune 3aHATHSA 2
CamocTrosiTeJIbHAast padoTa 12

Tema 1.1 IlonsiTHe o
AOKYMEHTAIIHOHHOM
ob0ecrieyeHUH
ynpasBJieHHs,

Conep:xxanue yueOHOro MaTepuaJia

OcHOBHbIE CBOWCTBAa JOKYMEHTOB M HUX (DYHKIMU B CHUCTEME YIIPABIICHUS.

[Tonsitue WNudopmanus Knaccudukanus

AOKYMCHTOB: II0 BUOY O(I)OpMHCHI/ISI; o COACPXKAHUIO, TIIO (I)OpMC; 1o

JIOKYMEHTA. U JOKYMEHT.

OK 01, OK 02, OK 05,
OK 09
I[IK1.2,1IK'1.3

JOKyYMeHTe U MPOUCXOXKACHUIO; M0 CpeAcTBaM (UKCAIMKM;, TI0 CPOKaM XpaHCHHS.

crocodax MarepuanbHble HOCUTETH HHPOPMAIIHH.

aoxkymentupoBanus | [lonstue noxkymeHTtupoBaHusi. OCHOBHBIE CHOCOOBI JOKYMEHTHPOBAHUSI.
OcHOBHBIE COBPCMCHHBIC TCXHOJIOTMU, NMPHUMCHACMBIC IIPpH OpraHU3aluu
paboThI C JOKYMEHTaMU B OPTaHU3aLUAX (YUPEKICHUSAX ).

Tema 1.2 Conep:xxanue yueOHOro MaTepuaJia

HopmaTtuBHo- HopmatuBHO-TIpaBOBbIE  aKThI,  PETYJIHPYIOIUE  JIOKYMEHTAIMOHHOE

npasoBas 6a3za oOecrieueHHe ynpaBieHus. YHU(DUKAIUSA U CTaHAAPTH3AIMS KaK OCHOBHBIC

AOKYMCHTAIIUOHHOI'O HampaBJICHUA COBCPIICHCTBOBAHUA OJOKYMCHTOB H JOKYMCHTAOIWMOHHOI'O

olecnieyeHus: obecreyeHus ynpaBIeHUsI.

ynpaBJeHust [lepeueHb OCHOBHBIX TOCYJAPCTBEHHBIX CTaHAAPTOB HA YHU(PHUIIMPOBAHHBIE

OCHOBHBIE rocyIapCTBEHHOU

CocraB

CUCTCMbI  JOKYMCHTAILIUU. IIOJIOXKCHU A

CHCTCMBI AOKYMEHTAIITUOHHOT'O obecreyeHus YHOpaBJICHUA.

OK 01, OK 02, OK 05,
OK 09
K 1.3




YHU(PHUIUPOBAHHBIX cUCTEM JIOKYMEHTALlUHU: OpraHMU3alMOHHO-

pacnopsasaAUTEIIbHAA, OTYCTHO-CTATUCTUYICCKA, (bl/IHaHCOBaH " ap.

Tema 1.3 Cnnoco0bI 1
NpaBUJIa CO3TAHUS
JOKYMEHTOB

Conep:xxanue yueOHOro MaTepuasa

Xapakrepuctuka, coctaB u  cojgepkanue ['OCTa Ha  cucremy
OpraHU3aIMOHHO-PACTIOPSAUTENILHON JOKYMEHTAMH. Y HUPHUIIMPOBAHHAS
CHUCTEMa OPraHU3aIMOHHO-PACIIOPSIIUTEIFHON JOKyMeHTaIuu. TpedoBaHus
K odopmienuto gokymeHtoB. @Dopmynsip-obpazeny OPJ. IlpaBuia
odopmIIeHHs PEKBU3UTOB, peritameHTupoBaHHbIX ['OCTom.

B ToM uncie NMPaAKTHICCKHUX 3aHATHH

[Tpaktrueckoe 3anstue Nel. OpopmieHue peKBU3UTOB Ha IOKYMEHTaX.

OK 01, OK 02, OK 03,

OK 04, OK 05, OK 06,

OK 07, OK 08, OK 09
K 1.2, 11K 1.3

Pasznen 2. OPTAHU3AIA CUCTEMBI JOKYMEHTAIIMOHHOTI'O OBECIIEYEHUA

TeopeTnueckoe o0yueHue 2
IIpakTHyeckune 3aHATHSA 2
CamocrosiTeibHas padoTa 20

Tema 2.1 Conep:kanue y4e0OHOIro MaTepuaa OK 01, OK 02, OK 03,
Od¢opmiaenne XapakTepucTUKa M COCTaB CIPABOYHO-MH(OPMAIIMOHHBIX JIOKYMEHTOB OK 04, OK 05, OK 06
UH(}OPMALUOHHO- (cmy>ke0OHBIX MHCEM, CITPABOK, 3asIBICHUIN, AaKTOB, TPOTOKOJIOB, TOKIATHBIX U IIK1.2,IIK 1.3
CIIPABOYHOM OOBSICHUTENBHBIX  3alHUCOK), TpeboBaHUS K UX  O(OPMIIEHUIO.
AOKYMEHTAIlUH JIOKyMeHTUpOBaHUE AESITETbHOCTH KOJJIETHAIbHBIX OPTaHOB.

B TOM unciie NIpaKTHYECKUX 3aHATHI

[Ipaktuyeckoe 3ausaTre Ne2. Odopmienne HHGOPMAITMOHHO-CIIPABOYHON

JOKYMEHTALUH.
Tema 2.2 Copaepxanue yueOHOro MaTepuasa OK 01, OK 02, OK 03,
Odopmitenue OCHOBHBIE TpyINIbl OPraHU3ALMOHHO-PACIOPSAUTENBHBIX JOKYMEHTOB. OK 04, OK 05, OK 06,
OPraHU3auMOHHO- XapakTepucThka M COCTaB OPraHW3allMOHHBIX JOKYMEHTOB (ycCTaBa, OK 07, OK 08, OK 09
PacHopsiAUTEbHOM | TTOJIOKCHUS, WHCTPYKIMH, TODKHOCTHOM WHCTPYKIMH), TpeOOBaHUS K I[IK1.2,1IK' 1.3
AOKYMEHTAIlUH oopmiennto. XapakTepuUCTUKAa U COCTAaB PACHOPSIUTENbHBIX JOKYMEHTOB

(mocTaHOBNEHUs, TpUKa3a, PpELICHUs, PACHOPSOKEHHs,  YKa3aHWs),
TpeOoBaHUs K UX 0(OPMIICHHUIO.




[loHsiTHE TOJUIMHHWKA, KOIMHWHW, BBINUCKU, AyOnwkata. Buasl komwmi
JIOKYMEHTOB, OCOOEHHOCTH 3aBEPEHUS KOMUN M BBIMTUCOK HOTapUaIbHBIMU
KOHTOpPaMH U JOJDKHOCTHBIMHM JIMIIAMU OpTaHU3alyi.

B ToM 4mciie NPAKTHYECKUX 3aAHATHI

[Tpaktrueckoe 3austue Ne3. OdopmieHue opraHu3alMOHHO-
pacnopsIUTENbHON JOKYMEHTAIUY.

Tema 23
Odopmienne
KaJpoBoil
AOKYMEHTAIMHU

Conep:kanue y4eOHOIro MaTepuaa

3asiBIIeHUs U MPHUKa3bl IO JTUYHOMY cocTaBy. JInynas kaprouka ¢opmsl T-2
U JIMYHBIE Jena

B ToM uncie NMPaAKTUIECCKUX 3aHATHH

[TpakTrueckoe 3austue Ned. OdopmieHue KaapoBor JOKyMEHTAIUH.

OK 01, OK 02, OK 03,
OK 04, OK 05, OK 06,09
K 1.3

Tema 2.4 JloroBopHoO-

Conep:xxanue y4eOHOro MaTepuaJia

OK 01, OK 02, OK 03,

npasoBas [Tonsitue noroBopa. OcHOBHBIE pa3zeibl 10roBopoB. [lopsinok odopmieHus OK 04, OK 05, OK 06
AOKYMEHTAIUsA TPYZIOBOI'O OTOBOPA, 1OrOBOPA MOCTABKH, JOTOBOPA KYILIU-IIPOIAKH. I[IK1.2,1IK'1.3

B TOM yMciIe IPAKTHYECKUX 3aAHATHI

[Tpaktuaeckoe 3anarue Ne5. OdopmieHne J0roBOpPOB.
Tema 2.5 | Coaepxxanue yueOHOro MaTepuasa OK 01, OK 02, OK 03,
IIpeTeH3uoHHoO- OcCHOBHbBIE PEKBU3HUTHI U MOPANOK OGOpMIICHHUS MPETeH3HMil, OTBETOB Ha OK 04, OK 05, OK 06,
HCKOBas npeteH3uro.  FOpuawdeckass ciayk0a, BBITIONHSIIONAS —MPETEH3UOHHO- OK 07, OK 08, OK 09
AOKYMEHTAIUsA MCKOBYIO pa0boTy Ha MpeaAnpusTuu. JKypHas perucTpanu npeTeH3 . I[IK1.2,1IK' 1.3

[Topsimoxk odopmieHHsT MCKOBBIX 3asBICHUN M TMpEICTaBICHHE HX B
ApOuTpaxHsbIii cyn.

B ToM uncie NMPaAKTUHIECCKUX 3aHATHH

[Ipaktnueckoe 3anstue Ne6. OdopmieHne NPETECH3MOHHO-HUCKOBOM
JOKYMEHTal1H.

Pa3znean 3 OPTAHU3AIUA PABOTBI C JOKYMEHTAMMU B OPTAHU3AIIUAX

(YYPEKJAEHMUAX)

TeopeTnueckoe o0y4eHue

IIpakTnyeckue 3aHATHS




CamocrosiTeibHas padoTa

20

Tema 3.1 Conep:kanue y4eOHOro MaTepuasa OK 01, OK 02, OK 03,
Texnosorus VYnopaBiaeHune M JeNONPOM3BOACTBO.  OpraHu3anMoHHBIE  (OPMBI OK 04, OK 09
OpPraHu3auMnu JIEJI0TPON3BO/ICTBA. Cmyx0a JIOKyMEHTAITMOHHOTO oOecreueHus TIK 1.2, TIK 1.3
JAOKYMEHT0000pOTa B | yIIpaBlIeHUs, OCHOBHAas  3ajada, (YHKIWW, THIIOBBIE CTPYKTYPBI,
OpraHM3anusax JOJDKHOCTHOW cocTaB. PernamenTtanus pa®otsl ciayx0s JJOY. ITpumepHoe
(YupexaeHusIx) MIOJIOKEHHE O CIY’K0e JOKYMEHTAllMOHHOTO O0ecredeHus! YIpaBlIeHHsS U

JOJPKHOCTHBIE MHCTPYKIIUH.
Tema 3.2 Coaepxanue yueOHOro MaTepuasa OK 01, OK 02, OK 03,
Ocob0ennocTn [TonsTs mpennoxkeHusi, 3asBICHUS W >kanoObl. [IpueM um peructparus OK 04, OK 05, OK 06,
AeJIONPOU3BOJACTBA nvceM rpaxaaH. PaccmoTrpenune u pa3perieHue muceM, CpoK pacCMOTPEHHS. OK 07, OK 08, OK 09
10 00paleHHsAM Amnanus nuceM rpakiaH. K 1.2, 11K 1.3
rpaskaaH u KondunennuanpHoe nenonpou3BoACTBO. ['pu¢ orpaHuueHus JocTyma K
KOH(HUIEHINAILHOIO | TOKYMEHTY. ABTOMAaTH3UPOBaHHbIE CHCTEMBI pabOThl C JOKyMEHTaMH.
AeJI0NPOU3BOICTBA CpencTBa H3TrOTOBJICHHUS, KOIMUPOBAaHHWS W PA3MHOKEHHS JOKYMEHTOB.

Opranu3zanys pado4nux MecT.

B ToM unciie MpaKTHYECKUX 3aHATHI

[Tpaktuaeckoe 3ansatue Ne7. OdopmieHue oOpalieHuid Tpax/IaH.
Tema 3.3 Coaep:xxanue yueOHOro MarepuaJia OK 01, OK 02, OK 03,
CucremMaTu3anus [Mousitue  mokymeHtooOopoTa.  OOIMe  OPUHIUIB  OpraHU3alUH OK 04, OK 09
AOKYMEHTOB, JOKYMEHTO000pOTa, €r0 OCHOBHBIE 3Tallbl: IPHUEM U MEepBUYHAs 00paboTKa K 1.2,1IK 1.3

¢opmupoBanue ux B
AeJia M mepeaaya B
apXUB OPraHu3anuu

JOKYMEHTOB; paclpefeleHue MOCTYNHUBIIMX JOKYMEHTOB; PEruCTpalys
JOKYMEHTOB U IPEIBAPUTEIIBHOE HUX PacCMOTPEHHUE; PACCMOTPEHUE
JIOKYMEHTOB PYKOBOJCTBOM OpTaHU3AIMH (YUPEXKIICHHUS) U HATPABICHUE MX
Ha MCIOJIHEHUE;, UCIIOJHEHUE U KOHTPOJb 34 WCIOIHEHUEM JIOKYMEHTOB;
TEKyIllee XpaHEHHUE IOKYMEHTOB.

B ToM uncie NMPaKTUIECCKUX 3aHATHH




[Tpaktrueckoe 3austue Ne8 Homenkmnarypa aen. O6padoTka aemn ams
MOCTIEIYIOIIETO XpaHeH!sI. DKCIIePTH3a IEHHOCTH JOKYMEHTOB,
odopmiieHne Aen, cocTaBieHue onucei. Cnava Jien B apXuB.

Koncynpranuu 2
[IpomMexxyTouHas aTTecTanus - JK3aMeH 6
Bcero: 12




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
obpazoBanue). — ISBN 978-5-534-16538-8. — Teker : aektponHblii // OOpa3oBaTelbHas
mwiarpopma HOpaiit [caiit]. — URL: https://urait.ru/bcode/531240 (mata oOpameHus:
26.06.2023).

3.2.3. JlonoJHUTEIbHbIE HCTOYHUKH

1. AJbOOM TMEpBUYHBIX JTOKYMEHTOB: OJjekTponHas kuura (1 CD).- M.. U]
«PaBHOBecue».- (Cepus JlenoBble 10KyMEHTbD», BHIIL. 6).

2. PeokakoB A.II. OOpasubl HOKYMEHTOB JUIsl TpakKaaH: DNeKTpoHHas kHura (1
CD).- M.: U]] «PaBHOBeCHEY.

3. CrpaBo4HO-IIpaBoBas cucremMa «l'apanTy.

4, CnpaBouno-nipaBoBas cuctema «Koncynprantlnrocy.

5. I'OCT P 7.0.97-2016. HammownanbHblét ctanmapt Poccuiickoit ®Deneparuu.
Cucrema cranmaproB mno uH(popManuu, OHOIMOTEUHOMY M  M3JIAaTEIICKOMY JIETy.
OpraHu3allMOHHO-pacloOpUTeNbHAs  JAOKyMeHTanus.  TpeboBaHus K  0hOpMIICHUIO
JIOKYMEHTOB.

6. PoxusitoBckas, . P. JlokymentanimonHoe obecrieueHue : yueoHoe mocoodue / U.
P. PoxusitoBckas. — Cumdeporons : YHUBEpCUTET SKOHOMHKH | yrpasienus, 2016. — 104 c.
— ISBN 2227-8397. — Tekct : »dNEeKTpOHHBIH // DNEKTPOHHBIA pecypc HHPPOBOI
o0pa3oBaTesIbHON cpenbl CIIO PROFo6pa3zoBanue : [caiiT]. — URL:
https://profspo.ru/books/73265

1. bacakoB, M. W. [enonpousBojactBo [/lokyMeHTallMOHHOE OOecreyeHre
ynpasinenusi] : yueOnuk / M. . bacakos, O. W. 3ambiikoBa. — PocroB-nHa-/lony : ®eHukc,
2014. — 376 c. — ISBN 978-5-222-23063-3. — TeKcT : 3JeKTPpOHHBIH // DIEKTPOHHBIN pecypc
uugppoBoit  obpazoBarenbHoi cpenbl  CIIO  PROFoOpazoBanme : [caiit]. — URL:

https://profspo.ru/books/59345
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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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