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COJAEPXAHUE

. OBILAS XAPAKTEPUCTUKA ITPUMEPHOI PABOYEN
[IPOIPAMMBI YUYEBHOU JUCLIMITJIMHBI

. CTPYKTYPA U COJIEPXKAHME YUYEBHOU JTUCIATUIVHEI

. YCJIOBUS PEAJIM3ALIMY YUYEBHOM JUCLIMITIVHBI

. KOHTPOJIb 1 OLIEHKA PE3VJIbTATOB OCBOEHU

VYEBHON JIUCLATIIAHEI



1. OBIIIASI XAPAKTEPUCTHKA PABOYEN ITIPOT'PAMMBI YYEBHOM
JANCHUITINHBI
«OI1.06 JOKYMEHTAIIMOHHOE OBECIIEYEHUME YIIPABJIEHUS»

1.1. MecTo 1McOMIVIMHBI B CTPYKTYPe OCHOBHOI 00pa30BaTe/IbHOM IPOrpaMMBbl

VYyebnas aucnurmiimHa «JlokymMeHTaImoHHOEe oOOeclieueHne YIPaBICHUS» SBISICTCS

obsi3aTtenbHOM  YacThio  OOmenpoecCHOHAIBHOTO ITUKIA TMPUMEPHON  00pa3oBaTebHON
nporpammsl B cootBeTcTBUU ¢ PI'OC CIIO no cnennaibHOCTH.

Ocoboe 3HaYeHHWE MUCHHUIUIMHA HWMEET TpH (OPMHUPOBAHWU M PA3BUTUU OOIIUX
xkomrnerenimii OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09.

1.2. lleap 1 ni1aHupyeMble pe3yJbTaThl 0CBOCHHS M CIMIIJIMHBI:

B pamkax mporpammbl y4eOHON IUCIHUILIMHBI OOYYaIOUIMMUCS OCBAWBAIOTCS YMEHUS

Y 3HaHUs
Kon YmMmenus 3Hanug
IIK, OK

OK 01, [IpumMeHATH Ha npakTuke | TepMUHOIOTUIO B o0mactu

OK 02, roCyJapCTBEHHBIE CTaHJApPTHI, | JOKYMEHTAllUOHHOTO o0ecrieyeHus

OK 03, JIpYyrue HOPMATUBHO-METOJIMYECKHE | YIIPABICHUS,

OK 04, JOKYMEHTBI,  pernameHtupyoomue | HopmarusHbie JIOKYMEHTHI,

OK 05, OpraHMu3alMI0 JOKYMEHTAIMOHHOIO | PETJIAMEHTUPYIOIIUE  COCTaBIICHUE U

OK 06, oOecrieueHus yrpaBiIcHU; opopMiieHHE JTOKYMEHTAIMH U TIOPSIOK

OK 09, CocTaBiATh u MPaBUIILHO | €e 00paboTKH;

K 1.2, opopMIISATH OCHOBHbBIE Bunbl | [IpaBuna cocraBineHus u opopMIICHUS

IIK 1.3. OpraHU3alMOHHO- OpraHU3alMOHHO-PACIIOPSAUTENBHBIX
pacnopsAUTENbHBIX JOKYMEHTOB; JIOKYMEHTOB, BXOJIAIINX B
Odopmisath MH(POPMALMOHHO- | YHU(PULIIMPOBAHHYIO CUCTEMY
CIIPaBOYHYIO JOKYMEHTALUIO; OpraHMU3aLMOHHO-PACIOPSAUTEIBHBIX
Odopmisath KaJpOBYIO | TOKYMEHTOB, YHU(PULIUPOBAHHYIO
JIOKYMEHTAIIHIO; CUCTEMY MEPBUYHOI YYETHOU
OdopmnsaTh MIPETEH3MOHHO- | TOKYMEHTAIlUU B YAaCTH JOKYMEHTAINH 110
HCKOBYIO JOKYMEHTAIIHIO. y4eTy Tpyna;

[Topsimok  mpoBeneHUs  IKCIEPTHU3BI

LIEHHOCTHU JOKYMEHTOB U IMOJATOTOBKH JIEJT
K apXUBHOMY XPaHEHUIO.
TexHonoruto OpraHu3alnuu
JOKYMEHTOO0OpOTa B  OpraHU3aIlMsIX

(YupexIeHusx).




2. CTPYKTYPA U COJIEP)KAHUE YUYEBHOM JUCIHUILIMHBI
2.1. O0beM yueOHOI JMCUMIIJIMHBI M BUABI Y4eOHOH padoThI

Bun yueOHo# padoThl O0bem B yacax
O0bem o0pa3oBaTeIbHOM NMPOrpaMMbl y4eOHOM AU CHHUIIIMHBI 46
B T.4. B opMe NpaKTHYECKOH MOATOTOBKH 22
BT. 4.:
TEOPETHUECKOE 00yUeHne 20
MPAKTUYECKUE 3AHATHUSA 22
CamocmosmenvHas paboma 4
IIpomeskyTOoUHAs aTTecTALMS
ughpepenyuposannwiii 3auem 6 4 cemecmpe (na o6asze 11 knacca),
6 6 cemecmpe (na 6aze 9 knacca)




2.2. TeMaTH4YeCKHH IJIAH U COAEPKAHUE YUeOHON TUCUUIIMHBI

Oo0beMm, akaj.

q/ Koanl koMmmeTeHIui,
B TOM 4HCJIe B ¢dopmupoBanmnio
HaumeHoBaHue Conep:xxanue yueOHOro marepuasa u GopmMbl OpraHu3amumn
pa3aesioB M TeM AeSITeIbHOCTH 00y4aroMuXcs (bopme . KOTOpBIX
NPAKTUYECKOM | CIOCOOCTBYET 3JIEMEHT
NMOAr0TOBKH, NMPOrpamMMbl
akajl. 4
1 2 3 4
Pasnen 1. OCHOBBI JOKYMEHTUPOBAHMS YIIPABJJEHYECKOW JESATEJIBHOCTH 6/2
Tema 1.1 Ilousitue 0 | Conep:kaHue y4eOHOIr0o MaTepuaJa 2/0 OK 01, OK 02, OK 05,
AOKYMEHTAlMOHHOM | OCHOBHBIE CBOMCTBA JOKYMEHTOB M WX (YHKIIMHU B CUCTEME YIPaBICHUS. OK 09
obdecrneyeHUH [Monstne nokymenta. Wudpopmanus u mokymeHT. Kiaccudukamms IIK1.2,TIK 1.3
yhnpaBJeHusl, JOKYMEHTOB: IO BUAY O(QOPMIICHHS; IO COAEp)KaHHUIO; Mo ¢dopme; Mo
AOKyMeHTe u MPOUCXOXKACHUIO; IO CpeICcTBaM (HUKCAlUK; IO CPOKAM XpaHEHHS.
cnocodax MartepuanbHble HOCUTEIH HH(DOPMAIIHH.
AoKymeHTHpoBaHus | [lonarue nokymeHTupoBaHus. OCHOBHBIE CHOCOOBI JOKYMEHTHPOBAHUS.
HopmarusHo- OCHOBHBIE COBPEMEHHBIE TEXHOJIOTMH, IMPUMEHSAEMbIE NPU OpPraHU3aLHH 2
npasoBasi 6a3za paboTHI C TOKYMEHTAMH B OPraHU3alMsIX (YUPEKICHHUIX ).
AOKYMEHTAIIMOHHOI0 | HOpMAaTUBHO-IPABOBBIE  aKThl, PETYJIUPYIOIIHE  JOKYMEHTAlMOHHOE
oGecrieyeHust oOecrieyeHre ynpapieHus. Y HU(GUKAIM U CTaHAapTU3aLUs KaK OCHOBHBIE
yunpaBJi€HHUS HAIIPaBJICHUA COBCPIICHCTBOBAHMS HNOKYMCHTOB M HJOKYMCHTALIMOHHOI'O
o0ecrieyeHus yrpaBieHUs..
[TepeueHb OCHOBHBIX TOCYIaPCTBEHHBIX CTAHAAPTOB HA YHUDHUITUPOBAHHEIC
cucteMbl JOoKyMeHTauud. OCHOBHBIE IIOJIOKEHUS TOCYyAapCTBEHHOU
CUCTeMBbI JIOKyYMEHTAIlMOHHOTO obecrneueHusi ympasieHus. Cocras
YHUGUIIUPOBAHHBIX CUCTEM JIOKYMEHTAIUNU: OpraHU3alMOHHO-
pacrnopsAuTenbHas, OTYETHO-CTaTUCTHYECKas!, pUHaHCOBAs U JIp.
Coaeprxanue yueOHOro MaTepuasa 4/2




Xapakrepuctuka, cocraB u cojepxkanue ['OCTa Ha cucremy

OpraHU3aIMOHHO-PACHOPSIAUTEIBHON TOKYMEHTAlUU. YHUDUIUpOBaHHAS

OK 01, OK 02, OK 03,

Tema 1.3 Cnoco0bl 1 | cucTema OpraHU3aIMOHHO-PACIOPAIUTEIbHON JIOKyMEHTAI1H. 2 OK 04, OK 05, OK 06,
NpaBUJIa CO3TAHUS TpeboBanust k odopmiaeHUI0 TOKyMEHTOB. Dopmynsip-oopazenr OP/I. OK 09
JAOKYMEHTOB [IpaBuiia opopmieHus peKBU3UTOB, periaMeHTupoBaHHbIX [[OCTomMm. K 1.2, 11K 1.3

B TOM uMciIe NIpaKTHYECKUX 3aAHATHIA 2

[Tpaktrueckoe 3anstue Nel. OopmiieHre peKBU3UTOB HA IOKYMEHTAX. 2
Pazpnen 2. OPTAHU3AIIUA CUCTEMbI JOKYMEHTALHIMOHHOI'O OBECIIEYEHUSA 26/14
Tema 2.1 Coaeprxanue yueOHOro MaTepuasa 6/4 OK 01, OK 02, OK 03,
Od¢opmienue XapakTepucTuka U COCTaB CIPABOYHO-UH(POPMAIIMOHHBIX JOKYMEHTOB OK 04, OK 05, OK 06
UHGOpPMALMOHHO- (cirykeOHBIX TTHCEM, CIIPABOK, 3asBJICHUM, aKTOB, TPOTOKOJIOB, JOKJIATHBIX ) IIK 1.2, 1IK 1.3
CIPaBOYHOM U OOBSCHUTENBHBIX 3alMCOK), TpeOOBaHUA K UX OGOPMIICHHUIO.
AOKYMEHTAIlUH JIOKyMeHTUpOBaHUE ACSITEIbHOCTH KOJIETHAIbHBIX OPTaHOB.

B ToM 4nciie NpaAaKTHYECKUX 3aAHATHI 4

[Tpaktuyeckoe 3anstue Ne2. Odopmienne HHGOPMAITHOHHO-CIIPABOYHON 4

JIOKyMEHTAIUH.
Tema 2.2 Conep:xaHue y4eOHOro MaTepuaa 4/2 OK 01, OK 02, OK 03,
Odopmienue OCHOBHBIE TpYIIBl OPraHU3ALMOHHO-PACHOPSAUTEIBHBIX JTOKYMEHTOB. OK 04, OK 05, OK 06,
OpPraHU3alMOHHO- XapakTepucTka M COCTaB OPraHU3allMOHHBIX JIOKYMEHTOB (yCTaBa, OK 09
pacnopsiANTEJLHON | TTOJIOKEHUS,, MHCTPYKLUH, IODKHOCTHOW WMHCTPYKIUH), TpeOOBaHUS K K 1.2, 11K 1.3
AOKYMEHTAIMHU odopmiteHnI0. XapaKTEpPUCTUKA U COCTAB PACIIOPSIUTENBHBIX TOKYMEHTOB

(mocTaHOBNIEHUs, IMpUKa3a, pPEIICHUs, pAaCHOPSDKEHMs, YKa3aHHs), 2

TpeOoBaHuUs K MX 0(hOPMIICHUIO.

[TonsTHe NOMIMHHWKA, KOMHWHU, BBIMUCKH, AyOnwkara. Buasl komuit

JIOKYMEHTOB, OCOOCHHOCTHU 3aBEPEHUS KONUI U BBIMUCOK HOTApHAIbHBIMU

KOHTOpaMU H JTOJKHOCTHBIMU JIUI[AMH OpraHU3alui.

B ToM 4nciie NpaKTHYECKUX 3aAHATHI 2

[Tpaktuyeckoe 3anstue Ne3. OdopmiieHue OpraHU3aluOHHO- )

pPacropsIAUTEIIBHON JOKYMEHTALUH.




Tema 2.3 | Coaep:xaHue y4eOHOI0 MaTepuasa 8/6 OK 01, OK 02, OK 03,
Odopmiaenue 3agBIeHMS U PUKA3bI 110 TUYHOMY cocTaBy. JInunas kaprouka ¢popmsl T-2 ) OK 04, OK 05, OK 06,
Ka/pOBOii U TAYHBIE Jena OK 09
AOKYMEHTALNU B TOM uMciIe NIpaKTHYECKUX 3aAHATHIA 6 K 1.3

[Tpaktrueckoe 3anstue Ned. OopmiieHre KaapoBOl JOKyMEHTAIHH. 6
Tema 2.4 JloroBopHo- | Conep:xanue y4e0HOro MaTepuajia 4/2 OK 01, OK 02, OK 03,
npasoBast [TonsiTre noroBopa. OCHOBHBIE pa3ieibl JoroBopoB. [lopsaok opopmieHus ) OK 04, OK 05, OK 06
AOKYMEHTalusA TPYZAOBOIO JOTOBOPA, 1OrOBOPA OCTABKH, JOr0BOPA KYILIU-IIPOJAXKH. I[IK 1.2, 11K 1.3

B TOM uMciIe NIpaKTHYECKUX 3aAHATHIA 2

[Tpaktrueckoe 3anstue NeS. OopmieHue 10roBopoB. 2
Tema 2.5 Conep:xaHue y4eOHOIro MaTepuaa 6/4 OK 01, OK 02, OK 03,
IIperen3uonHo- OCHOBHBIE PEKBU3UTHI U MOPAIOK O(OPMIICHUS NMPETEH3UH, OTBETOB Ha OK 04, OK 05, OK 06,
HCKOBas nperensuto. Opuanyeckass ciyx0a, BBINOJHAIONAS PETEH3UOHHO- OK 09
AOKyMEHTalusl MCKOBYIO pa0boTy Ha mpeanpusaTuu. JKypHan perucTpauuu IpeTeH3 . 2 K 1.2,1IK' 1.3

[Topsimox odopmiieHHsT HMCKOBBIX 3asBICHHUN M MPEICTaBICHHE WX B

ApOUTpaKHBIH CY/I.

B TOM uMciIe NIpaKTHYECKUX 3aAHATHIA 4

[Ipaktuyeckoe 3anarue Ne6. OdopmieHne MNpeTeH3UMOHHO-UCKOBOU 4

JOKYMEHTAIUH.
Pazgen 3 OPTAHU3BALIUA PABOTHI C JOKYMEHTAMM B OPTAHU3ALIUAX 8/2
(YYPEXKAEHUSX)
Tema 3.1 Conep:xaHue y4eOHOIro MaTepHuaa 2/0 OK 01, OK 02, OK 03,
Texnosiorust VYmpaBnenne W JATONPOM3BOACTBO.  OpraHu3anuoHHbIE  (OPMBI OK 04, OK 09
OpraHu3anum JIEJIOTTPOU3BO/ICTBA. Cnyx6a JIOKyMEHTaIlMOHHOTO oOecrieueHus IIK1.2,TIK 1.3
JIOKYMEHT0000p0Ta B | yIIpaBJIeHHUs, OCHOBHas 3aja4a, (YHKIHMH, THUIOBBIE CTPYKTYPHI, )
OpraHu3anusx JOJDKHOCTHOM cocTaB. PernmamenTanus pabotsl ciyx6s1 JJOY. IlpumepHoe
(YupexaeHusx) MOJIOKEHHE O CIIyX0e JTOKYMEHTAIlMOHHOTO OOecleueHus! YIpaBICHHS U

JOJDKHOCTHBIE HHCTPYKIIUH.

Conep:xaHue y4e0OHOIro MaTepuaJa 4/2




[TonaTus mpeanoXeHus, 3asBICHUS W KajdoObl. Ilpuem u perucrpanus

Tema 3.2 MHUCEM rpaxkaaH. PaccMoTpeHue u pa3perieHue nuceM, CpOK pacCCMOTPEHUS.
OcodeHHoOCTH AHanu3 nucem rpaxjaaH. OK 01, OK 02, OK 03,
NeJIONPON3BO/ICTBA Koudunenmmansnoe aemonpon3BoactBo. ['pud orpanudenus: gocryma K 2 OK 04, OK 05, OK 06,
1o o0paleHusIM JOKYMEHTY. ABTOMAaTHU3UpPOBAHHBIE CHUCTEMBI PaOOTHI C JIOKYMEHTAMH. OK 09
rpaskIaH u CpencrBa UM3roTOBIIEHMS, KONMMPOBAHMUS M PA3MHOXKEHUSA JOKYMEHTOB. K 1.2, IIK 1.3
KoH(puaeHuaabHoro | Opranusanus padouux MecT.
AeJIONPON3BOACTBA B ToM 4nciie NpaKTHYECKUX 3aAHATHI 2

[Tpaktuyeckoe 3anstue Ne7. Odopmienue oopaiieHuil rpaxmaaH. 2
Tema 3.3 Coaeprxanue yueOHOro MaTepuasa 2/0 OK 01, OK 02, OK 03,
CucremaTusanus [Tonssitue  moxymeHntoobopora. OOmmMe  NPUHIMIIBI  OpTraHU3AINH OK 04, OK 09
JTOKYMEHTOB, JIOKyMEHTOO0OPOTa, €r0 OCHOBHBIC ITAIBI: MPUEM U MEPBUYHASI 00paboTKa K 1.2, IIK 1.3
(opMHUpOBaHHE MX B | TOKYMEHTOB; paClpe/ieiiCHue IMOCTYNHBIINX JOKYMEHTOB, PETHUCTPAIIHS
AeJia M mepeaaya B JOKYMEHTOB M TpEABapUTEIbHOE HUX PACCMOTPEHHE, pPacCMOTPEHHE
apXMB OPraHM3allM¥ | TOKYMEHTOB PYKOBOJICTBOM OpraHU3aluu (yUIpEeKICHUS ) U HAIIPABICHUE UX )

Ha HCIIOJIHEHUE; WCIIOJTHEHWE W KOHTPOJIb 32 MCIIOJIHEHHUEM JIOKYMEHTOB;

TEKyIllee XpaHEHHE IOKYMEHTOB.

Howmenknarypa nen. O6paboTka e i HOCIEeYIOMEro XpaHeHHs.

DKcnepTu3a HEHHOCTH I0KYMEHTOB, 0)OPMIIEHHUE /1T, COCTaBJICHUE

onucei. Coaya i€l B apXHUB.

CamocrosiTesibHast padoTa 4
Bcero: 42/22




3. YCJOBUSA PEAJIN3AIIMU YYEBHOM T CIUILIMHBI

3.1. Jlna peanu3anuM nporpaMmbl NpogecCHOHAIBHOIO MOAYJISl JOJKHBI ObITH
NpeayCMOTPEHbI crienuaabHble MOMEICHHS:

Jlns peanu3anuy MporpaMMbl y4eOHOM TUCHMIUIMHBI JOJDKHBI OBITH MPEITyCMOTPEHBI
IIOMEIIEHUs, 000pyAOBaHHbIE!

y4yeOHast 10CKa;

pabouue MecTa 1o KOJIMYECTBY O0YUarOIIUXCS;

pabodee MecTO MpernogaBaTes;

MeXHUYeCKUMU CpeoCmeamu 00 YeHUsL:

MEPCOHANBHBIN KOMIIBIOTEP C JINLEH3UOHHBIM MTPOrPAMMHBIM 00€CTIeYeHUEM;
MYJbTUMEIUNHBIN TPOEKTOP;

JKpaH;

CPEICTBa ayJUOBU3yaIN3aLINH.

3.2. UnopmannonHoe odecnevyeHne peajau3amum NporpamMmmbl

Jlnst peanuzanu mporpamMmbl  OuOauMoTeuHbIi (OoHI 00pa3oBaTEeNbHON OpraHU3aIuN
JIOJDKEH MMETh NeYaTHBIC W/WIIN 3JEKTPOHHbBIE 00pa3oBaTeIbHbIC M MH(POPMAOHHBIE PECYPCHI
JUIS KCTIOJIb30BaHUs B 0Opa3oBarenbHOM npouecce. [Ipu popmupoBanum 6ubimorednoro ¢poxaa
00pa3oBaTeNbHONM OpraHM3alueil BHIOMpAcTcs HE MEHee OJHOTO HM3JAaHUS U3 NEePEYHCICHHBIX
HIDKE TMEYaTHBIX M3JaHUM M (WIM) 3JIEKTPOHHBIX M3JIaHHH B KaueCTBE OCHOBHOTO, MPH 3TOM
CIIMCOK MOXET OBITh JIOTIOJIHEH JIPYTMMHU H3AaHUSMH.

3.2.1. OcHOBHELIE TEYAaTHLIEC U31AHUS

1. Ky3Henos, n. H. JIoKyMEeHTallMOHHOE obecrieueHne yIIpaBJICHHUSI.
JIOKyMEeHTOO00OpOT W  JIEJIONPOM3BOJACTBO : YYEOHMK W TOPAKTHUKYM JUISL  CPEIHEro
npodeccuonanbHoro oopazosanus / M. H. Ky3nernos. — 4-e u3zn., nepepad. u gomn. — Mockaa :
WznparensctBo KOpaiit, 2023. — 545 ¢. — (IIpodeccuonanproe odpazosanue). — ISBN 978-5-
534-16004-8.

2. BacakoB, M. U., JlokyMeHTallMOHHOE OOECIeYeHHnEe YIpaBlieHUs (C OCHOBAMHU
apxuBOBezieHUs) : yuebHoe nocodue / M. U. bacakoB. — Mocksa : KnoPyc, 2023. — 216 ¢. —
ISBN 978-5-406-11367-7. — URL: https://book.ru/book/948724 (nata o6pamenus: 26.06.2023).
— TeKCT : PIEeKTPOHHBIH.

3.2.2. OcHOBHbBIE 3JICKTPOHHBIE U3IaHUS

1. Bapmynn, B. B., JlokymeHTanmonHoe o0ecrieueHue yrpasieHus : yueOnuk / B. B.
Bapmynn. — Mocksa : KOctunumsa, 2022. — 271 c. — ISBN 978-5-4365-8902-2. — URL.:
https://book.ru/book/942707 (nata ob6pamenus: 26.06.2023). — TeKCT : 3MEKTPOHHBIH.

2. Kopuees, U. K. JlokymeHTanimoHHOE OOECIICUCHHUE YIPABICHUS : YUYCOHUK H
MpaKTUKYM s cpeaHero mpodeccuonanbHoro odpasoanusi/ U. K. Kopuees, A. B. [Tmenko,
B. A. Mamypues. — 3-¢ usn., nepepad. u mon. — Mocksa : M3natensctBo FOpaiit, 2023. —

438 c. — (IIpodeccuonanpHoe obpazoBanue). — ISBN 978-5-534-16002-4. — Tekcr
NeKTpoHHBIH  //  OOpazoBarenbHas  1atdopma  HOpaiir  [caiit] —  URL:
https://urait.ru/bcode/523611 (nara obpamenus: 26.06.2023).

3. Ky3nenos, n. H. JIOKyMEHTaIllMOHHOE obecrieyeHue yIpaBIEHUS.

JIOKyMEHTOOOOPOT ¥ JIEJIONPOM3BOJCTBO : YUYEOHMK W  MPAKTHKYM JUISL  CPEIHEro
npodeccuonansHoro oopazosanus / M. H. Ky3nernos. — 4-e u3., nepepad. u qomn. — Mocksa :



NznarensctBo FOpaiit, 2023. — 545 ¢. — (IIpodeccuonanproe odpazoanue). — ISBN 978-5-
534-16004-8. — TexkcT : anexTpoHHbIii // Obpa3oBarenbHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/523613 (nara obpamenus: 26.06.2023).

4. Kysnemosa, 1. B. JlokyMeHTallMOHHOE oOOeclieueHUE YIpaBlieHUs : Yy4deOHOe
nocobue s CIIO / WU. B. Kysuemnosa, I'. A. Xawarpsn. — 2-e u3a. — Caparos :
[TpodobpazoBanue, At [Tu Op Meaua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-
0216-4. — TekcT : 2IEKTPOHHBIN // DIEKTPOHHBIA pecypc MU(PPOBOK 00pa30BaTEIbHON CPEIbI
CIIO PROFob6pa3oBanmue : [caiit]. — URL: https://profspo.ru/books/80326

5. [llysamosa, H. H. JlokymeHTammonHoe oOecrieueHre YMpaBlIeHUS : YYCOHUK H

OpPaKTUKyM I cpenHero npodeccuoHanbHoro obpasosanusi/ H. H. lllyBanoBa. — 3-e wu3n.,
nepepad. u nom. — Mocksa : M3narensctBo Opaiit, 2023. — 247 c. — (IIpodeccronansHoe
obpazoBanue). — ISBN 978-5-534-16538-8. — Tekcr : snekrponHbld // OOpa3zoBarenbHas
mwiarpopma HOpaiit [caitir]. — URL: https://urait.ru/bcode/531240 (mara oOpameHus:
26.06.2023).

3.2.3. J/lonoJTHUTEIbHbIE HCTOYHUKH

1. Anb00M TIEpBUYHBIX JOKYMEHTOB: OiekTtpoHHas kuHura (1 CD).- M.: U]
«PaBHOBecuey.- (Cepust JlenoBbie TOKYMEHTBI», BBIIL. 6).

2. ProxakoB A.IT. OOpa3iubl JOKYMEHTOB IS rpaxaaH: DnekrponHast kaura (1 CD).-
M.: ]I «PaBHOBECHEY.

3. CrnpaBouHo-nIpaBoBas cucrema «l apanm.
4. CnpaBouno-nipaBoBas cucteMa «KoncynbrantlLirocy.
5. I'oCT P 7.0.97-2016. HaumonansHbii ctranmapt Poccuiickoni ®enepanuu.

Cuctema craHmapToB 10 HHpOpManuM, OHOIMOTEYHOMY M  HM3/IaTEILCKOMY  JIETy.
OpranuzalroHHO-pacnopsaIuTeNbHas JokyMeHTanus. TpeboBanus K 0hOpMIICHHIO TOKYMEHTOB.

6. PoxusitoBckas, U. P. [lokymeHnTanimonHoe ooecrnieuenue : yueoHoe mocoowue / 1. P.
PoxusiToBckast. — Cum¢peponons : YHUBEPCUTET SKOHOMUKH U yripaBneHus, 2016. — 104 c. —
ISBN 2227-8397. — TeKcT : 2IeKTPOHHBIH // DIEKTPOHHBIN pecypc U poBoit 00pa3oBaTeabHON
cpensl CI1IO PROFo6pazoBanue : [caiiT]. — URL: https://profspo.ru/books/73265

7. bacakoB, M. MW. [lenonpousBoactBo [JloKyMeHTalMOHHOE OOecIeueHue
ympasienus| : yaeouuk / M. U. bacakos, O. U. 3ambiikoBa. — PoctoB-Ha-/{ony : @enukc, 2014.
— 376 c¢. — ISBN 978-5-222-23063-3. — TekcT : AJEKTPOHHBIN // DIEKTPOHHBIA pPecypc
nudposoit  obpazoatenpHOM cpenbl  CIIO PROFo6pazoBanme : [caiit]. — URL:
https://profspo.ru/books/59345
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUS

YUYEBHOM JUCHUTILINHBI
PesyabTarsl Kputepun onenku MeToabl OlIeHKH
00y4eHust

IlepeyeHb 3HaHWH, OCBANBAEMBIX B PAMKaX JAMCIMILTAHBI

TepMuHOIOTHS B | - 0pOpMIICHHE TOKYMEHTOB M PEIICHUE | - IKCIIEPTHOE HAOII0IeHUE

obiactu MPAKTUIECKUX CUTyarnui C | BBIIOJIHEHUS

JOKYMEHTAIMOHHOTO HOPMAaTUBHBIM NPaBOBBIM | MPAKTUYCCKUX 3a/IaHUM,

obecrieyeHust 000CHOBAHHEM; - OIlEHKa 1II0 HTOraMm

YIPaBIICHUS; - HCIIOJIb30BaHKE Pa3IMYHBIX | YCTHOTO orpoca

HOpMaTI/IBHBIe HCTOYHHUKOB, BKJIIOYAsA JSJICKTPOHHBIC CTYIEHTOB,

JIOKYMEHTHI, pecypesl, Menua pecypeel, MHTEpHET- | | yagmonenne mo mroram

PETIAMEHTHDYHOIIHE pecypchl, IEPUOANUECKHUE U3IaHUS TIO S

CITEIIHATILHOCTH JUIST pelIeHUS

COCTaBJICHHE u HPOGECCHOHATBHBIX 337124 - OlIEHKa B TpoIecce

odopmrerme - JIEMOHCTpAIHsS OTBETCTBEHHOCTH 3a | POPCHCHHA

NOKYyMCHTallKA U | mpunHsTHIC peleHns, 000CHOBAHHOCTD TPOMEIKYTOHHON
aTTeCTallHH.

MOPSI0K ee 00padoTKH;
[IpaBuna cocraBiaeHus
" oopmIeHUS
OpraHHU3aIOHHO-
pacnopsAUTENbHBIX
JTOKYMEHTOB, BXOSIINX
B YHU(DUIUPOBAHHYIO
CHCTEMY
OpTaHU3aIMOHHO-
paciopsANTENbHBIX
JIOKYMEHTOB,
YHU(DHUIIMPOBAHHYIO
CUCTEMY  TEPBUYHOU
YUYETHOU
JOKYMEHTAI[UU B YacTU

JOKYMEHTalu1 1o
yueTy Tpyna;
Ilopsanok npoBeneHus
JKCIEPTU3Bl LIEHHOCTHU
JOKYMEHTOB u
MOATOTOBKH  JIel K
apXUBHOMY XPaHEHHUIO.
Texnonorus
OpraHMu3alu
JTOKYMEHTO000pOoTa B
OpraHM3aLUIX
(YdpexneHusx).

camoaHaJn3a u KOPPEKIHSI
pe3yabTaToOB COOCTBEHHOU PaOOTHI;

- WCIIOJIb30BAaHUE 3aKOHO/ATEIIbHBIX U
HOPMATHUBHO-TIPABOBBIX ~ AKTOB  IPHU
TUTAHUPOBAHHUU
NPEANPUHIMATEIBCKON JIEATSILHOCTH
B ipodeccuoHanbHoi chepe;

- JIEMOHCTpAIys 3HaHUKW B 00IacTH
(uHAHCOBOI TPAMOTHOCTH,

- KOHCTPYKTHUBHOCTb
B3aUMOJICHCTBUS C OOyYaroIMMHuCH,
NpernoAaBaTesiIMA B XoJe 0O0ydeHus,
PYKOBOAMTEIISIMH yueOHOI "
IIPOU3BOJCTBEHHOM IPAKTHUK.
-cobmoeHne HOpM
po(hecCUOHATLHOM ATUKH;

— TOCTpOeHHE MPOPECCHOHATHLHOTO

o0ImeHnssT ¢ y4YeToM COIHaIbHO-
npogecCuoHaIbLHOTO craryca,
CUTyalluu OOIIeHHS, OCOOCHHOCTEH
T'pyHnIibl u WHIANBUAYAJIbHBIX
0ocoOeHHOCTEeH YYaCTHUKOB
KOMMYHUKAIIUU;

- TPaMOTHOCTh YCTHOM M MHUCHMEHHOM
peun;

- odopmieHue  JOKYMEHTOB B

cootBercTBun ¢ 'OCTowMm;
- SCHOCTH  (HOPMYITUpPOBaHHS U

W3I10KEHUS MBICIIEH;




- TpOSIBJICHUE TOJCPAHTHOCTH B
npoiiecce OOIIeHMS;

- coONIoICHHEe HOPM TIOBEIEHUS BO
BpeMs yueOHBIX 3aHATHIA;

- coluoieHne CTaHJapTOB
AQHTHUKOPPYIILIHOHHOTO ITOBEACHHS;
- co0iro1aeT HOPMBI JKOJIOTHYECKOM

0e30IMacHOCTH;

- oTpenenseT HaTpaBJICHUS
pecypcocOepekeHus B paMkax
poeCCHOHATLHON NIEATENILHOCTH 110
CIICHUAJIbHOCTH,

- 3(h}EeKTUBHOCTh  HMCIOJb30BaHUS
CpeAcTB (U3MYECKOW KyJIbTYpBI IS
COXpaHECHHS U YKPETUICHHS 3/I0POBbS B
mporiecce npodeccrnoHanbHON
ACATCIIbHOCTU u MoAACPIKAHUSA
HE0OXOAMMOTro YpOBHA (pu3nyecKoin
IOATrOTOBJIICHHOCTH,

- 9} GeKTUBHOCTh HCIOJb30BAaHUS B
npohecCHOHATBLHOM NS TeNbHOCTH
HEOOXOIMMOW JOKYMEHTAIlMH, B TOM
YUCJIC HAa MHOCTPAHHOM A3LIKC

Hepequb yMeHI/II\/'I, OCBAaMBACMbIX B paMKaxX JUCHUIIIINHBI

[IpumeHATH Ha
MIPAKTUKE
rOCyJJapCTBEHHbIE
CTaHapTHl, apyrue
HOPMAaTUBHO-
METOJINYECKUE
JOKYMEHTHI,
perJaMeHTHpYIOIIHe
OpTaHU3aIII0
JOKYMEHTAIHOHHOTO
obecrieyeHus
YIPaBIICHUS;
CocraBiATh u
MPaBUILHO O(QOPMIISATH
OCHOBHBIE BU/IBI
OpraHHU3aIOHHO-
pacropsIuTeIbHBIX
JOKYMEHTOB;
Odopmisath
MH(POPMAIIMOHHO-
CIPaBOYHYIO
JOKYMEHTAIHUIO;

- ohopmiIeHHE TOKYMEHTOB U peIlIeHUE

MPaKTUYECKUX CUTyalui c
HOPMaTUBHBIM IIPaBOBBIM
000CHOBAHHEM;

- HCIOJIb30BAHNE pa3IMYHBIX

WMCTOYHUKOB, BKJIIOYAs JIIEKTPOHHBIE
pecypchl, Meaua pecypcsl, MHTepHET-
pecypchl, IEPUOANUECKHUE U3IaHUS TIO
CTECIUATBHOCTH TUTst pereHus
npo(hecCHOHANBHBIX 3a7a4

- JIMOHCTpAIUsi OTBETCTBEHHOCTH 3a
NPUHATHIC PEIICHHS, 000CHOBAHHOCTb
camoaHan3a u KOPPEKIIHSI
pe3yabTaToB COOCTBEHHOU PaOOTHI;

- UCTOJB30BAaHUE 3aKOHOJATEIbHBIX U
HOPMATHUBHO-TIPABOBBIX ~aKTOB  IPHU
IUTAHUPOBAHHUU
NPEIPUHIMATEIBCKON JIeATEeTbHOCTH
B npodeccuoHaIbHOM cepe;

- JIEMOHCTpaIys 3HaHUKH B 00IacTH
(buHAHCOBOH TPAMOTHOCTH,

- KOHCTPYKTUBHOCTH

B3aUMOJICHCTBUSL C OOYYaroITUMUCH,
MPENoaBaTeNiIMA B XOJIe OOy4YeHUs,

- DKCIIEPTHOE HAOIIOICHNE
BBITIOJIHEHUS
MPAaKTUYECKUX 3aJIlaHUH,

- OIEHKa [0 UTOoraM
YCTHOTO onpoca
CTYJIEHTOB,

- HAOJIOJEHUE II0 UTOTaM
TECTUPOBAHUS,

- OIEHKa B
MIPOBEICHUS
MPOMEKYTOUHOMN
aTTeCTalluu.

mporecce




OdopMIsAT KaJIpOBYIO
JTOKYMEHTAIHUIO;
Odopmisath
MIPETEH3UOHHO-
HCKOBYIO
JTOKYMEHTAIHIO.

PYKOBOJIUTENSIMU yueOHOI U
IIPOU3BOJCTBEHHOM IIPAKTHUK.
-cobmroeHne HOpM
po(heCcCUOHATLHOM ATUKH;

— mocTpoeHHe MPO(HECCHOHATBHOTO
OOImIEHUsI ¢ Y4YeTOM  COIMAIbHO-

podecCHOHATHLHOTO cratyca,
CUTyallul OOIIeHUsi, OCOOCHHOCTEH
TPYIIIBI u WHTUBH Ty ATbHBIX
ocoOeHHOCTeH YYaCTHUKOB
KOMMYHHUKAIHH;

- TPaMOTHOCTb YCTHOM M ITMCBbMEHHOU
peun;

- odopmieHue  JOKYMEHTOB B
cootBercTBuM ¢ 'OCTowm;

- ACHOCTb  (opMyIupOBaHUS U
W3I10KEHUS MBICIIEH;

- TMPOSBICHUE TOJCPAHTHOCTH B
mporecce OOIIeHUS;

- cOOJIOJICHHE HOPM TIOBEICHHS BO
BpeMsi yUEOHBIX 3aHSTHIA;

- coOIroIeHue CTaHJapPTOB
AHTUKOPPYIILIMOHHOTO IIOBEICHU;
- coOIOIaeT HOPMBI IKOJIOTHYECKOM

0e30IMacHOCTH;

— orpesenseT HaTpaBJICHUS
pecypcocOepexeHHsI B pamkax
npo(heCcCHOHANLHOM JESTEILHOCTH T10
CTECIUATBHOCTH;

- 2(Q¢EeKTUBHOCTh  HCIOIH30BAHUS
cpeActB (HU3MYECKOW KyJIbTYPBI IS
COXPAaHEHHUS U YKPETUICHUS 3]JOPOBBS B
nporiecce npodeCCHOHATEHOU
JESITEIIbHOCTH u HOJICPIKaAHUS
HE0OXOoAMMOro YpOBHA (pu3nyecKoin
MOJITOTOBJICHHOCTH,

- 9} GeKTUBHOCTh HCIOJb30BAaHUS B
npohecCuOHATBLHOM NS TebHOCTH
HEOOXOIMMOW JOKyMEHTAIlMH, B TOM
YHCIlIe HA HHOCTPAHHOM SI3BIKE
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