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1. OBIIASI XAPAKTEPUCTHUKA PABOYEN NPOT'PAMMBI YYEBHOU
JUCIHUIIVIMHBI OI1.06 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA

1.1. MecTo IMCHUILINHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/bHOIl MporpaMMbl

VYuebnas mucuurmumna OIL06 JlokymeHTanmoHHOe oOecTeYeHue YIpaBICHHS SBISETCS
0053aTEIbHOM  YacThlO0  OOMIEHPO(PECCHOHATBHOTO LHUKIAa 00pa3oBaTeNIbHOM NpPOTrpaMMbl B
cootBercTBUH ¢ PI'OC CIIO no crnenuanbHOCTH.

Oco0oe 3HaYeHHE TUCIUILUIMHA UMEEeT pU (GOPMUPOBAHUU U PA3BUTUU OOLIMX KOMIIETEHIUI
OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 07, OK 08, OK 09.

1.2. Heab ¥ muiaHupyemblie pe3yJbTATbl 0CBOEHHS JUCUMIIIUHbI:
B pamkax mnporpamMMbl yueOHOW MUCHHUIUIMHBI OOYYArOIIMMHCS OCBAMBAIOTCS YMEHHS

Y 3HAHUS
Kon Ymenust 3Hanus
IIK, OK
OK 01, [Ipumenars Ha npakTuke | TepMuHOIOTHIO B obsactu
OK 02, roCcyapCTBEHHbBIC CTaHAapTHl, | JOKYMEHTAI[HOHHOTO obecrnieueHus
OK 03, JIpyrue HOPMATHUBHO- | YIIPaBJICHUS;
OK 04, METOINYECKUE JIOKyMeHThI, | HopmaTuBHBIE JIOKYMEHTHI,
OK 05, periaMeHTHPYIOUIME OpraHU3alUIo | PErJIaMEHTUPYIOIIUE  COCTABIIEHUE U
OK 06, JOKYMEHTAIMOHHOTO o0ecredeHus | ohopMiIeHnEe JOKYMEHTAUU U TMOPSIA0K
OK 07, yIpaBJICHUS; ee 00paboTKH;
OK 08, CocraBndrth u npaBwibHO | [IpaBuna cocraBienus U ohopMIICHUS
OK 09, 0pOpMIISTH OCHOBHBIE  BHUJBI | OPraHU3ALMOHHO-PACIIOPATUTEIBHBIX
11K 1.2, OpraHU3aIlMOHHO- JIOKYMEHTOB, BXOIAIIUX B
IIK 1.3. pacmlopsiAUTEIbHBIX TIOKYMEHTOB; YHUPUIIMPOBAHHYIO CUCTEMY
OdopmsTe UHGOPMAITMOHHO- | OPTaHU3AIIMOHHO-PACTIOPSIAUTETHHBIX
CIIPaBOYHYIO JIOKYMEHTAIIUIO; JIOKYMEHTOB, YHUDHUIIMPOBAHHYIO
OdopmnsaTe KaJIpOBYIO | CUCTEMY NEePBUYHOMN Y4ETHOI
JIOKYMEHTAIIUIO; JIOKYMEHTAIlMd B YacTH JIOKYMEHTaIlluU
OdopmnsaTe IIPETEH3UOHHO- | 110 y4eTy TPYJa;
HCKOBYIO IOKYMEHTALIHIO. [lopsinok  mpoBeneHUsT  HKCIEPTU3BI

[EHHOCTH JOKYMEHTOB M TOATOTOBKH
JIeNl K apXUBHOMY XPaHEHHUIO.

TexHoIOTHIO OpraHu3aIuu
JOKyMEHTOO0OpOTa B  OpraHU3AIMIX

(YupexneHusx).




2. CTPYKTYPA U COAEP)KAHUE YYEFHOU JUCITATLIAHBI

2.1. O0beM y4eOHOI TMCHUTIMHBI M BUbI Y4e0HO# padoThI

Buj yueOHoi1 padoThI O0bem B yacax

O0bem o00pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM JMCIHUIITHHBI 48

B T.4. B (hOpMe MPaKTHUECKOH MOATOTOBKH 18

BT. 4.

TEOpETHYECKOe 00yUueHne 28
IPAKTUYECKHUE 3aHSITUS 18
CamocrosrtenbHas pabora -
[IpomesxyTouHast arrectanus — Au(ppepeHnPOBAHHBIN 3a4eT 2




2.2. TeMaTHYeCKHI IJIAH U COAEPKaAHME YUeOHOM JUCUMIIIIMHBI

Oo0beM, akaa. 4

/ Koapl kommeTeHIU,
HanmenoBanue Coaepsxanue y4eOHOro MaTepuaJia u (pOpMbI OPraHU3aL UM AeATEJIbHOCTH BroMHmeIe B (popMHpPOBaHMIO KOTOPBIX
pa3nesioB U TeM odyuyaromuxcst (bopme . CIOCOOCTBYET 3JIeMEHT
NMPaKTHYeCKOH porpavMb1
MOATrOTOBKH,
aKkaa. 4
1 2 3 4

Pasznea 1. OCHOBBI JOKYMEHTHUPOBAHUS YIIPABJIEHYECKOM JEATEJIBHOCTH 5/2
Tema 1.1 IlonsaTne o | Coagep:xanue yueOHOro MaTepHaJia 1 OK 01, OK 02, OK 05,
JOKYMEHTAlMOHHOM | OCHOBHBIE CBOMCTBA JOKYMEHTOB M UX (YHKIMH B CHCTEME YTPABJICHHUS. OK 09
odecreyeHN N [Tonstue poxkymenta. Wudopmamus wu pokyment. Kriaccuduxarms IIK 1.2, 11K 1.3
ylnpaBJieHus, JOKYMEHTOB: 10 BUAY O(QOPMIICHHS;, IO COJIEp)KaHHIO; MO ¢opme; T0
JAOKyMeHTe u NPOMCXOXKACHUIO; IO CpeAcTBaM (PUKCAalMU; 1O CpOKaM XpaHEHHUSI. 1
crnocodax MarepuanbHble HOCHUTETH HH()OPMAIIHH.
noxkymentupoBanusi | [lonarue pokymeHTupoBaHusi. OCHOBHBIE CIIOCOOBI JTOKYMEHTHPOBAHUS.

OCHOBHBIE COBPEMEHHBIE TEXHOJOIMH, NPUMEHsSEMble MpPU OpPraHU3aLUU

paboThI C JOKYMEHTAMH B OpraHU3alUAX (YUPEKACHUAX ).
Tema 1.2 Copepxxanue yuyeOHOro marepuaJia 1
HopmatusHo- HopmatuBHO-IpaBOBbIE ~ aKThl,  PEryJIUpPYIOUIME  JIOKyMEHTAllMOHHOE OK 01, OK 02, OK 05,
npasosas 6aza oOecrnieueHre ympapiieHUs. YHUDUKAIMS U CTaHAAPTU3aLUs KaK OCHOBHbIE OK 09
JOKYMEHTAIMOHHOI'0 | HApaBJICHUS COBEPIIEHCTBOBAHMS JOKYMEHTOB U JOKYMEHTAIlMOHHOTO K 1.3
olecrieueHust oOecrnieueHus ynpaBiaeHUs.
ynpasJieHUsI [lepeueHb OCHOBHBIX TOCYIapPCTBEHHBIX CTAaHIAPTOB HA YHH(PHUIIMPOBAHHBIC 1

CUCTEMBl  JOKyMeHTauuu. (OCHOBHBIE IIOJIOXKEHHSI TOCYJapCTBEHHOMN

CHUCTEMBl  JIOKyMEHTAIlMOHHOTO  obOecrieueHus  ynpasieHus. CocTas

YHUDUITUPOBAHHBIX CUCTEM JIOKYMEHTAIUU: OpraHMU3alMOHHO-

pacmopsiiuTeNIbHasl, OTYETHO-CTaTUCTHIECKast, QUHAHCOBAS U .
Tema 1.3 Cnocodsl 1 | Conepixkanue yueOHOro MaTepuasia 312 OK 01, OK 02, OK 03,




nmpasBuJjia Co31aHusl

Xapakrtepuctuka, cocraB U cogepxkanue ['OCTa Ha cucremy

OK 04, OK 05, OK 06,

JOKYMEHTOB OpraHU3aIMOHHO-PACTIOPSAUTEIBHON TOKYMEHTAUUU. YHUPHUIMPOBAHHASL OK 07, OK 08, OK 09

CHUCTEMa OPraHU3alMOHHO-PACIIOPSAUTENIBHON JOKYMeHTauu. TpeboBaHus 1 K 1.2, IIK 1.3

K odopMieHHIO JOKyMeHTOB. Dopmyisip-oopazerr OPJl.  IIpasuia

odopMIIeHUS pEKBU3HUTOB, perjaMmeHTupoBaHHbIX [[OCTom.

B ToM uMciie npakTHYeCKUX 3aHATHI 2

[Tpaktrueckoe 3ansatue Nel. OdopmiieHre peKBU3UTOB Ha IOKYMEHTaX. 2
Pa3nen 2. OPTAHU3ALIUA CUCTEMbBI JOKYMEHTAIIMOHHOTI'O OBECIIEYEHUSA 38/14
Tema 2.1 Copnepxxanue yueOHOro MmaTepuaJia 6/2 OK 01, OK 02, OK 03,
Odopmienue XapakTepucTuka U COCTaB CIPaBOYHO-MH(MOPMAIIMOHHBIX JIOKYMEHTOB OK 04, OK 05, OK 06
HH(OPMAITHOHHO- (cmy>keOHBIX MHCEM, CIIPABOK, 3asBICHUIA, aKTOB, IPOTOKOJIOB, TOKJIATHBIX U 4 IIK1.2,1IK 1.3
CNPABOYHOM OOBSICHUTCIIBHBIX  3allUCOK), TpeOoBaHMs K HUX  OGOPMICHHIO.
AOKYMEHTAIlUH JlokyMeHTHpOBaHUE ACSITENIbHOCTH KOJUIETHAIbHBIX OPTaHOB.

B TOoM 4mc/ie IPaAKTHYECKUX 3aHATHI 2

[Tpaktuyeckoe 3anstue No2. Odopmiienue nHHOPMAITMOHHO-CIIPABOYHON 9

JIOKYMEHTal1H.
Tema 2.2 Conep:xxanue yueOHOro MaTepuaJa 8/2 OK 01, OK 02, OK 03,
Od¢opmienue OCHOBHBIE TpPYIIBl OPraHU3ALMOHHO-PACIIOPSAUTENBHBIX JOKYMEHTOB. OK 04, OK 05, OK 06,
OpPraHu3anfoOHHO- XapakTepuCTUKa M COCTAaB OPraHU3alMOHHBIX JIOKYMEHTOB (ycCTaBa, OK 07, OK 08, OK 09
PacCHoOpSANTENbLHON | TTOJIOKEHUS,, WHCTPYKIHMH, IODKHOCTHOW WHCTPYKIWH), TPEeOOBaHUS K K 1.2,T1IK 1.3
AOKYMEHTalluH oopMIIeHHI0. XapaKTEepUCTUKAa U COCTAB PacCIOPSAUTEIbHBIX JTOKYMEHTOB

(mocTaHOBNEHUs, TpUKa3a, PpELICHUs, pPACHOpPsIKEHUs,  yKa3aHus), 6

TpeOOBaHUs K UX OPOPMIICHUIO.

[TonsTe TOMIMHHUKA, KOMHH, BBIMUCKH, ayOnmukara. Bunuel kommit

JIOKYMEHTOB, OCOOGHHOCTH 3aBEpEHUS] KON U BBHIMHCOK HOTapUATbHBIMU

KOHTOpPaMH ¥ JOJKHOCTHBIMU JIMIIAMH OpTaHU3aIUil.

B Tom uMciIe MPAKTHYECKUX 3aHATHH 2

[IpakTtuueckoe 3anstue Ne3. OdhopmiieHre opraHn3auoHHO- 9

pacrnopsAIUTEIIbHON TOKYMEHTALINH.




Tema 2.3 | Coaepxkanue yueOHOro MaTepuaJa 6/4 OK 01, OK 02, OK 03,
Odopmaenue 3asBNeHNS U MPHUKa3bl 10 JIMYHOMY cocTaBy. JlmuHas kapTouka ¢opmer T-2 5 OK 04, OK 05, OK 06,09
KaJpoBoil Y JIMYHBIE Jera K 1.3
AOKYMEHTalluH B TOM 4mciIe IPAKTHYECKUX 3aHATHI 4

[TpakTtuueckoe 3ansatue Ned. OdopmiieHrE KaapOBOH JOKYMEHTAIUH. 4
Tema 2.4 loroBopHo- | Conep:xanue y4e0HOro MarepuaJjia 4/2 OK 01, OK 02, OK 03,
npaBoBast [Tonsitre noroBopa. OCHOBHBIE pa3enbl 1oroBopoB. [Topsmok odhopmieHus 5 OK 04, OK 05, OK 06
AOKYMeHTalus TPYZOBOI'O JOTOBOPA, JOTOBOPA IIOCTABKH, 1OI0OBOPA KYILIU-TIPOJAXKH. I[IK1.2,1IK 1.3

B TOM 4Hc/Ie IPAKTHYECKUX 3aHATHI 2

[Tpaktuyeckoe 3anstue NeS. OdopmiieHre JOroBOPOB. 2
Tema 2.5 | Copep:xkanue yueOHOro MmaTepuajia 6/4 OK 01, OK 02, OK 03,
IIperen3uonHo- OCHOBHBIE PEKBU3UTHI M TOPSIOK O(GOPMIICHHS TNPETEH3UH, OTBETOB Ha OK 04, OK 05, OK 06,
HCKOBas nperen3uio.  FOpumudeckas cimyk0a, BBITOJNHSOMAS — PETEH3HMOHHO- OK 07, OK 08, OK 09
AOKYMeHTalus UCKOBYIO pa0boTy Ha npeanpusaTiu. XXypHan perucrtpauuy npeTeH3ui. 2 I[IK1.2,1IK 1.3

[Topsimox odopmiieHHsI MCKOBBIX 3asBJICHUH U NPEACTAaBICHHE HUX B

ApOuTpaxxHblii Cy.

B ToM 4yKciIe IPAKTHYECKHUX 3aHATHH 4

[Tpaktueckoe 3ansitue Ne6. OdopmieHne NPEeTEH3UNOHHO-HCKOBON 4

JOKYMEHTAIUH.
Pazngen 3 OPTAHU3BAIIUA PABOTHI C JOKYMEHTAMMUM B OPTAHU3ALUAX 5/9
(YYPEXKAEHUSX)
Tema 3.1 Conep:xxanue yueOHOro MaTepuaJa 1 OK 01, OK 02, OK 03,
Texnosorus VYnopasiaeHue W JAEIONPOU3BOACTBO.  OpraHu3alMOHHbIE  (OPMBI OK 04, OK 09
OpraHu3anuu JIETIONTPOU3BOJICTBA. Cnyx0a JIOKYMEHTAlHOHHOT'O obecrieueHus IIK 1.2, T1IK 1.3
JOKYMEHT0000pOTa B | YIIpaBIeHHUs, OCHOBHAas 3agada, (QYHKIHWH, THUIOBBIE  CTPYKTYDHI, 1
OpraHM3anusx JOJKHOCTHOM cocrtaB. Permamenrtanust pabotsl cinyxO0b1 JIOY. IlpumepHoe
(YupexIeHHusXx) MOJIOKEHHE O CIIyk0e MOKYMEHTAllMOHHOIO O0ecledeHMs! YNpaBiICHUS U

JOJDKHOCTHBIC MHCTPYKIIUH.
Tema 3.2 Copepxxanue yuyeOHOro MmarepuaJia 3/2 OK 01, OK 02, OK 03,




Ocobennoctu [TonsaTus npeanoxeHus, 3asBileHUs U xkanoObl. Ilpuem u perucrpanus OK 04, OK 05, OK 06,
JAeJIONPON3BOACTBA nvceM rpaxaaH. PaccMoTrpenue u paspelieHue muceM, CpoK pacCMOTPEHUS. OK 07, OK 08, OK 09
1o o0paneHusIM AHanu3 nucem rpaxjaH. K 1.2, IIK 1.3
rpaxkIaH u KondunennuaapHoe nenonpous3BojACTBO. ['pud orpanmyenus pocryma K 1
KOH(UIEeHINATBHOIO | TOKYMEHTY. ABTOMAaTHU3WPOBAHHBIE CHUCTEMBI pPabOThl C JIOKYMEHTAMH.
J1eJ10NPOU3BOACTBA CpenctBa H3rOTOBIICHHUS, KOMUPOBAHUS U Pa3MHOXKEHHS JTIOKYMEHTOB.

Opranuzanusa pabo4nux MecT.

B ToM 4mc/ie NPaKTHYECKUX 3aHATHI 2

[TpakTraeckoe 3austue No7. OdopmiieHne oOpaeHui rpaxkiaH. 2
Tema 3.3 Copaepxxanue yueOHOro MmaTepuaJia 1 OK 01, OK 02, OK 03,
CucremaTun3anus IMousTue JIOKYMEHTO000pOTA. O6mue MPUHITATIBI OpraHu3aluu OK 04, OK 09
JOKYMEHTOB, JTIOKYMEHTOO0O0pOTa, €ro OCHOBHBIE ATAlbl: MPUEM M HepBUYHAs 00paboTka K 1.2, TIK 1.3
(opMHpOBaHHE HX B | JOKYMCHTOB; pAaclpelleiCcHue MOCTYIMHUBIINX JIOKYMEHTOB; PErHCTpaIus
Jejia M mepeaya B JOKYMEHTOB M TPEJBApPUTEIBHOE HX PACCMOTPEHHE, pPacCMOTpPEHHUE
apXWB OPraHU3alMM | JOKYMEHTOB PYKOBOJICTBOM OpraHH3alMH (YUPESKICHUS) U HANIPABICHUE HX 1

Ha WCIOJHEHHWE; WCIIOJIHEHHWE W KOHTPOIb 32 HCIOJIHEHHEM JIOKYMEHTOB;

TEKyIlee XpaHEeHHE JOKYMEHTOB.

Homenkmarypa nen. O6paboTka jen Jjist OCIeyIONIEro XpaHeHHS!.

DKcrnepTr3a HEHHOCTH J0KYMEHTOB, 0(hopMIIeHHE JIe]1, COCTaBICHUE

omuceii. Cnava Jien B apXuB.
ITpomexyTounas arrectanus (3 cemectp) - nupepeHNPOBAHHDII 3a4eT: 2
Bceero: 48




3. YCJIOBUS PEAJIM3ALIMU YYEFHOU JUCHUNJIAHBI

3.1. Jlna peanuzauuu nporpamMmbl  y4eOHOM AUCHMIUIUHBI MPEAYyCMOTpEH KaOuHeT
JOKYMEHTAIHOHHOT0 00ecne4yeHusl yIpaBJeHusi, OCHAIIICHHBI !
- IOCAZI0YHbIE MECTA M0 KOJIMYECTBY O0YHArOIIUXCS;

- pabouee MecTO IpenogaBaTes;

- KOMIUIEKT Y4eOHO-HarIsAHBIX TOCOOUIA;

- KOMIUICKT Y4eOHO-METOAMYECKON JOKYMEHTAIMH 10 YIeOHOU TUCIUTUTMHE YKOHOMHUKA
OpraHu3aIuy;

- KOMIUICKT IIPE3EHTAIlUN K YPOKY;

- KOMIUJIEKT TECTOBOTO MaTepHara.

- 3KpaH MPOEKIIMOHHBII;

- MYJIbTUMEIUUHBIA POEKTOP

- IOCKa UHTEpPaKTUBHAsI.

3.2. UndopmanmnonHoe odecrieyeHne peaasu3amun NporpamMmmbl

Jlist peanmuzanuu mporpaMMbl OMOTHOTeYHBIA (OHT 00pa30BaTEILHON OpraHU3aIluu JTOJDKEH
UMETh IICYaTHBIC W/WIIM D3JEKTPOHHBIC 00pa3oBaTelbHbIC W HH(POPMAIIMOHHBIC PECYPCHI U
UCIIONIb30BaHUsI B oOpa3oBarenbHOM Tporecce. [lpu ¢opmupoBanuu Oubamorednoro ¢Gonma
00pa3oBaTebHON OpraHu3alyel BEIOMpaeTcss He MEHEE OJIHOTO M3/IaHUS U3 MEPEUNCICHHBIX HIDKE
MeYaTHBIX W3JaHUWA U (WJIK) DJIEKTPOHHBIX HM3JIaHWKA B KAaue€CTBE OCHOBHOTO, MPU ITOM CITHCOK
MOJKET OBITh IOMOJHEH JAPYTUMU H3AAHUSIMH.

3.2.1. OcHOBHBIE TeYATHBIE N3TaHHS

1. 1.  Ky3umewo, HU.H. JlokyMeHTalMoOHHOEe ~ OoOecredyeHue  ymnpaBiIeHUs.
JlokyMeHTOOOOpPOT U JENONPOU3BOJACTBO:  YUYEOHMK W TMPAKTUKYM IS CPEIHEro
npodeccuonanbHoro obpazosanusi / U. H. Ky3neno. — 4-e u3n., nmepepab. u gom. — Mocksa:
WznatensctBo FOpaiit, 2023. — 545 c. — (IIpodeccuonansuoe obOpazoBanue). — ISBN 978-5-
534-16004-8.

2. bacakoB, M. MW., JlokyMeHTalMOHHOE o0OecleyeHrne ymnpaBieHHus (C OCHOBaMHU
apxuBoBezieHHs1): yueOHoe mocobue / M. M. bacakoB. — Mocksa: KnoPyc, 2023. — 216 c¢. —
ISBN 978-5-406-11367-7. — URL.: https://book.ru/book/948724 (nara oGparuenus: 26.06.2023).
— Texcer: aneKTpOHHBIN.

3.2.2. OcHOBHbIE 3JICKTPOHHbIE H31aHUS

1. Bapmynn, B. B., JlokymenTanimonHoe oOecrieueHue yrnpasieHus : yueOHuk / B. B.
Bapmyna. — Mocksa: FOctumus, 2022. — 271 ¢. — ISBN 978-5-4365-8902-2. — URL:
https://book.ru/book/942707 (nata obpamenus: 26.06.2023). — TekcT: 31e€KTPOHHBIIA.

2. KopneeB, W.K. JlokymeHTanioHHOE OOEcHeyeHne YNpaBleHUS: Y4eOHUK U

OpakTUKyM Ui cpenHero mnpodeccuonanbHoro odbpazosanus / U. K. Kopuees, A. B. Ilmenko,
B. A. MamypueB. — 3-e uzn., nepepad. u gomn. — Mocksa: M3parensctBo FOpaiit, 2023. —

438 c. —  (IIpodeccuonansHoe obOpazoBanue). — ISBN 978-5-534-16002-4. —  Tekcr:
AIEKTPOHHBIN // O6pa3zoBarenpHas maTdopma Opaiit [caiT]. — URL:
https://urait.ru/bcode/523611 (mara obpamienus: 26.06.2023).

3. Ky3neros, n. H. JlokymMeHTalmoHHOe obecrieueHne yIpaBJICHUSI.

JIokyMeHTOOOOpOT H  JENONPOW3BOJACTBO:  YUYEOHWK W TPAKTUKYM IS CPEIIHETro
npodeccuonansHoro obpazoBanusi / U. H. Ky3nernos. — 4-e u3z., mepepabd. u gom. — Mocksa:
NznarensctBo IOpaiit, 2023. — 545 c. — (IIpodeccuonansHoe oOpaszoBanue). — ISBN 978-5-



534-16004-8. — Texkct: snexkrponHslid / ObpazoBarenbHas miaardopma Opaiit [caiit]. — URL:
https://urait.ru/bcode/523613 (nara obpamenus: 26.06.2023).

4. Kysuenona, 1. B. JlokymeHTanoHHOE O0ecTieueHre ypaBiIeHus: yueOHOe Tocoone
s CIIO / U. B. Kysnenosa, I'. A. Xauatpsin. — 2-e uzn. — Capatos : [IpodobpazoBanue, Aii [1u
Op Memmna, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — Tekcr:

JJICKTPOHHBIA  //  DNEKTpoHHBIM  pecypc mudpoBoi  obpasoBatenbHOM  cpensl  CITIO
PROFo6pasosanue: [caiir]. — URL.: https://profspo.ru/books/80326
5. [llyBamoBa, H.H. JlokymeHTanmonHoe oOecrieueHHUEe YIpaBiICHUS: YYECOHUK H

NPakTHUKyM s cpeqHero mnpodeccuonanbHoro odpaszosanms / H. H. lllyBamoBa. — 3-e wu3n.,
nepepab. u gom. — Mocksa : UsnmarensctBo IOpaiit, 2023. — 247 c. — (IlpodeccuonanpHoe
obpazoBanue). — ISBN 978-5-534-16538-8. — Tekcr: onextponsbiii // OOpa3oBarenbHas
iatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/531240 (nata obpamenus: 26.06.2023).

3.2.3. JlonoJiHUTEIbHbIE HCTOYHHUKHU

1. AnpOOM TEPBUYHBIX JHOKYMEHTOB: OiekTponHas kuura (1 CD). - M.: U]]
«PaBHoBecue».- (Cepus JlenoBbie TOKyMEHTBI», BHIIL. 0).

2. PrpxakoB A.II. OOpa3iibl JOKYMEHTOB UIsl TpaxaaH: JiekrporHas kuura (1 CD). -
M.: U]I «PaBHOBECHEY.

3. CrpaBodHO-TIpaBoBas cucrema «l apanTy.

4. CnpaBouHo-nipaBoBas cucrema «Koncynbrantllntocy.

5. ['OCT P 7.0.97-2016. HaumonaneHnstii cranaapt Poccuiickoit denepanun. Cuctema

CTaHAapTOB 1O uHoOpMAIMK, OUOIMOTEYHOMY U U3JAaTeNbCKOMy Jneny. OpraHu3alnoHHO-
pacnopsiauTenbHas JoKyMeHTanus. TpeGoBanus K 0pOpMIEHUIO JOKYMEHTOB.

6. PoxunsroBckas, WM. P. JlokymeHTannonHoe obecrneueHue: yuedHoe nocodbue / U. P.
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4. KOHTPOJIb U OIIEHKA PE3YJIbTATOB OCBOEHMS YYEFHOM JJUCHUILIAHBI

Pe3yabTaThl 00y4eHuUsI \

Kputepun onenkn

MeToanl OEHKH

Hepequb 3H3HI/II71, OCBAaMBACMBIX B paMKaX JUCHUITIMHBI

Tepmunomorus B
obrnactu
JTOKYMEHTallMOHHOTO
obecrnieueHus
YIOpaBIICHUS;
HopmatusHbIe
JIOKYMEHTHI,
perlaMeHTHPYIOIIHE
COCTaBJICHUE u
odopmiieHre
JIOKYMEHTaIluu u
MOPSIIOK €€ 00padOTKH;
[IpaBuna cocraBneHus u
odopmIIeHUs
OpraHu3aIMOHHO-
pacropsIuTeIbHBIX
JIOKYMEHTOB, BXOJISIIUX
B YHU(PUIHPOBAHHYIO
CUCTEMY
OpraHU3aIMOHHO-
paclopsANTETbHBIX
JIOKYMEHTOB,
YHUPULIUPOBAHHYIO
CUCTEMY MEPBUYHOU
YYEeTHON JOKYMEHTAIUH
B YaCTH JIOKyMEHTAallUU

0 yUeTy TpyJia;

HOpSII[OK IMPOBECACHUA
SKCIICPTU3BI OCHHOCTHU
JAOKYMCHTOB u
IIOATOTOBKHU p1(SA) | K

ApXMBHOMY XpaHEHHUIO.
TexHonorus
OpraHu3aluu
JIOKYMEHTO000pOoTa B
OpraHM3aIusIX
(YdpexXIeHusx).

- odopmiieHHE TOKYMEHTOB U peIleHUe

MPAKTUYECKHX CUTyaIui Cc
HOPMAaTHBHBIM IIPABOBBIM
000CHOBaAHHEM;

- HCIIOJIb30BaHKE Pa3IUYHBIX
HMCTOYHUKOB, BKJIIOYas AJICKTPOHHBIC

pecypeel, Menua pecypebl, HMHTEpHET-
pecypchl, MEpUOANYECKHE HW3JAHHS T10
CTECIUATBHOCTH JUIst pereHwsI
npoecCHOHANBHBIX 3a/1a4

- JIEMOHCTpalusi OTBETCTBEHHOCTH 3a
MPUHATBIE pPEIIeHHUsS, OOOCHOBAaHHOCTD
caMoOaHajN3a U KOPPEKIHUS Pe3yIbTaToB
cOoOCTBEHHOU paboThI;

- WCIOJIb30BaHUE 3aKOHOJATEIbHBIX H
HOPMAaTHUBHO-TIPABOBBIX npu
IUTAHUPOBAHUH  TIPEANPUHUMATEIIbCKOM
NESITeIbHOCTH B TMPO(ECCHOHATBHOM
chepe;

- JIEMOHCTpalusi 3HaHUM B 00JaCTH
(UHAHCOBOW IPAaMOTHOCTH;

- KOHCTPYKTHBHOCTBH B3aMMOJICHCTBHSI C

aKTOB

06y‘IaIOHII/IMI/IC$I, npenoaaBaTrcjisiMu B

xolne  0oOyueHwus,

y4eOHOU U MTPOU3BOJICTBEHHOMN MPAKTHUK.

PYKOBOAMTEISAMU

-co0I0IeHne HOPM Npo(decCHOHANBbHOM
ITHKH;

— TIOCTpPOCHHE  TPOQEeCcCCHOHATBHOIO
OoOIIeHUsT C  y4eToM  COIHAaJbHO-
po¢eCCUOHATIBHOTO CTaTyca, CUTYalluu
oOuieHusi, OCOOEHHOCTEW TpYIIbl U
WHAUBUYaTbHbIX ocoOeHHocTeH
Y4aCTHUKOB KOMMYHUWKAIIUH;

- TPAaMOTHOCTb YCTHOW U IHUCHMEHHOM
peuu;

- oopmieHne  JOKyMEHTOB B
cootBeTcTBUH ¢ 'OCTowM;

- scHocTh  (opMmynHupoBaHHS U
HU3JI0KECHUST MBICIICH;
- TPOSIBJIICHUE

Mpolecce OOIIeHNUS;

- coOmrofieHue HOPM TIOBEJEHUS BO

TOJICPAHTHOCTH B

BpeMsi YUeOHBIX 3aHATHIA;

- coluroieHne CTaHJapTOB
AHTUKOPPYIIIUOHHOTO MMOBEJICHUS,

- CcoOJIOIaeT HOPMBI  AKOJOTUYECKOH

- JKCHEPTHOE HaOII0JIeHNE
BBITIOJIHCHHS TTPAKTHYECKHUX
3aJIaHuH,

- OIIEHKa
YCTHOTO OIpOca CTYJICHTOB,

110 uToraMm

- HAOJIOJAEHUE II0 HUTOraM

TECTUPOBAHU,

- OLCHKa B
IIPOBEICHUS
IIPOMEKYTOYHOU
aTTeCcTaluu.

nporecce




Pe3yabTaThl 00y4eHuUsI

Kputepun onenkn

MeToanl OEHKH

0€e301IacHOCTH;
- oTpenenser HaIpaBJICHUS
pecypcocOepekeHmst B paMkax

npoeCCHOHATILHON  JIEATEIILHOCTH  T10
CHELUATBHOCTH;

- 30hdeKTUBHOCTh  HMCIOJIb30BAHUS
cpeactB (puU3MUECKOW KyJIbTYyphl JUIS
COXpaHEHHS M YKPEIUICHHs 370pPOBbs B
mporecce npodeccuoHaIbHON
JeSITeTbHOCTH u TIOJICPIKAHUS
HEOOXOAUMOTO  YpPOBHS  (PU3UUECKOM
MOJITOTOBJICHHOCTH;

- 9(QQeKTUBHOCTh HCIIOJB30BAHUS B
npodeCCHOHATLHON JeSITeTIbHOCTH
HEOOXOJUMOW JTOKYMEHTAallMd, B TOM
YKCJIC HA HHOCTPAHHOM SI3BIKE

IlepeyeHb yMEeHHUIi, OCBAMBAEMbIX B PAMKaX AUCLUUILIHHBI

[IpuMeHATH Ha IpaKTUKE
rOCyIapCTBEHHBIC
CTaHJAPTHI, apyrue
HOPMAaTHUBHO-
METOMYECKHE
JIOKYMEHTBI,
periiaMeHTUpYIoLIHe
OpraHu3aLUI0
JIOKYMEHTALHOHHOTO
obecrnieueHus
yIpaBJICHUS;
CocraBndarth "
IpaBWIBHO  O0QOPMIIATH
OCHOBHEIE BUJIBI
OpraHu3alMOHHO-
pacropsauTeIbHbIX
JIOKYMEHTOB;
Odopmisate
MH(OPMaLIMOHHO-
CIPaBOYHYIO
JOKYMEHTAIHUIO;
OdopmitsiTh  KaIpOBYIO
JIOKYMEHTALUIO;
Odopmitsate
PETEH3UOHHO-UCKOBYIO
JIOKYMEHTAIHIO.

- O(bOpMJ'IeHI/Ie AOKYMCHTOB 1 PCHICHUC

Hp AKTHUYCCKUX CI/ITyaHI/If/'I C
HOpMaTI/IBHI)IM HpaBOBBIM
000CHOBAHHEM;

- HCII0JIb30BaHHE Pa3TUYHBIX
HCTOYHUKOB, BKJIIOYas JJICKTPOHHBIC

pecypcel, Menua pecypebl, HMHTEepHET-
pecypchl, NMEPUOANYCCKHE W3JIAHUS T10
CTEUATBHOCTH JUTISt pelieHus
npoeCCHOHATILHBIX 3a]1a4

- JIEMOHCTpalusi OTBETCTBEHHOCTH 32
NPUHATBIC PELICHUS, OOOCHOBAHHOCTb
caMoaHaliu3a M KOPPEKLHs pe3yIbTaToB
COOCTBEHHOM paloTHI;

- HCIIOJIb30BaHHE 3aKOHOAATENBHBIX H
HOPMAaTHUBHO-TIPABOBBIX ~ aKTOB  IPH
IUIAHUPOBAHUH  TIPEIIPUHUMATEIHCKOM
JICATEIHOCTH B
chepe;

- JIEMOHCTpalusi 3HaHUM B 00JaCTH
(MHAHCOBOW TPaMOTHOCTH;

- KOHCTPYKTUBHOCTbH B3aMMOJICUCTBHS C

npodecCuOHATbHON

oOydJaroluMucs, TMpernoaaBaTesiMid B
XoJe  OOy4yeHHs,  PYKOBOIHUTEISIMHU
y4eOHOI U TPOU3BOJCTBEHHON MPAKTHK.
-co0I0IeHne HOPM Npo(ecCHOHANBHOM

ITHKH,
—  TIOCTPOCHHE  MPOQPECCHOHATHHOTO
OOIIEHUsT C  Y4eTOM  COIMAJIbHO-

npodeccnoHaNIbHOTO CTaTryca, CUTyaluu
o0IIeHusi, OCOOEHHOCTEH TIpymmbl U
WHIUBUIYaJTbHBIX 0COOEHHOCTEH
Y4aCTHHUKOB KOMMYHHUKAIIHU;

- OKCIICPTHOC Ha6J'IIO,Z[eHI/Ie

BBITTIOJIHCHHA IMPAKTUYCCKHUX

3aJIaHui,

OIICHKa 10 uroram

YCTHOI'O OIPOCa CTYJIEHTOB,

- Ha6J'IIOI[eHI/Ie II0 HUTOramM

TCCTUPOBAHH,

OLICHKAa B Imponecce

IIPOBECHUS
MIPOMEXKYTOUHOU
aTTecTaluu.




Pe3yabTaThl 00y4eHuUsI

Kputepun onenkn

MeToanl OEHKH

- TPaMOTHOCTh YCTHOM M MHCHbMEHHOM
peuu;

- odopmiieHue JIOKYMEHTOB B
coorBeTcTBUH ¢ I'OCToM;

- AcHOCTh  (OPMYJIHMPOBAHUSA |
HU3JI0KEHHS MBICTICH;

- TOpOSBJICHHE  TOJICPAHTHOCTH B
nporiecce OOIeHHS;
- CcOONMIOJIcHNE HOPM TOBEACHUS BO

BpeMs YUEOHBIX 3aHSTHIA;

- coOJroieHne CTaHJIapTOB
AQHTUKOPPYIILIUOHHOTO MOBEACHUS;
- CcoONIOaeT HOPMBI  AKOJOTUYECKOU

0€e30I1aCHOCTH;

— orpeenser HaIpaBJICHUS
pecypcocOepekeHmst B pamMkax
npoeCCHOHATILHON  JISTEIILHOCTH  T10
CHEIHATLHOCTH;

- 30h}eKTUBHOCTh  HMCIOJIb30BAHUS
cpencTB  (hU3MYECKOW KYJIBTYPBI IS
COXpaHCHHS M YKPEIUICHHs 370pPOBbs B
nporecce npodeccuOHaTLHON
JeSITeIbHOCTH u TOJ/ICPIKAHUS
HEOOXOIUMOTO  YpOBHSA  (hM3UUECKOMH
MOJITOTOBJICHHOCTH;

- 9] QeKTUBHOCTh WCIIONB30BAHUS B
npodeccHOHATLHON JeSITeIIbHOCTH
HEOOXOUMOW JIOKYMEHTAIlHH, B TOM
YHClie HA MHOCTPAHHOM SI3bIKE




