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

1.1. MecTo AucuMILIMHBI B CTPYKTYpPe OCHOBHOI 00pa3oBaTe/IbHOI POrpaMMbl

VYyeonas mucnurmumaa OI1.06 JloKyMEeHTalMOHHOE OO€CIeUueHUE YIPaBICHUS SBISACTCS

00s13aTeIbHOM  YacThi0  OOMIENPOPECCHOHAIIBHOTO IHKJIa 00pa30BaTeIbHON NPOrpaMMbl B
cootBeTcTBUU ¢ ©I'OC CIIO 1o cnenuaisHOCTH.

Oco0oe 3HaYeHHE TUCHUILUIMHA UMeeT pu (OPMUPOBAHUU U PA3BUTUU OOILIUX KOMIIETEHIIUN
OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 07, OK 08, OK 09.

1.2. I_[e.m, U IINTAHUPYEMBIC PE3YJbTATbI OCBOCHUSA JUCHUIIJINHBI:

B pamkax mnporpamMMbl yueOHOW MUCHUIUIMHBI OOYYArOIIMMHCS OCBAMBAIOTCS YMEHHS

Y 3HAHUS
Kon YmMmenus 3Hanus
IIK, OK
OK 01, IIpumensaTH Ha npakTuke | TepMuHoONOrMIO B obnactu
OK 02, roCy/1apCTBEHHBIE CTaHJIAPTHI, | TOKYMEHTALIHOHHOTO obecrniedeHus
OK 03, JIpYyrue HOPMAaTUBHO-METOAMYECKHUE | YIIPABIICHHUS;
OK 04, JOKYMEHTBI, pernameHtupyronme | HopmatusHbie JIOKYMEHTBI,
OK 05, OpPraHMU3aIMI0 JOKYMEHTALIMOHHOTO | pErJIaMEHTUPYIOLIME  COCTaBICHHE U
OK 06, oOecrieueHus ynpaBiIeHUs; opopmiIeHHE JOKYMEHTAlMH U TMOPAI0K
OK 07, CocraBiAaTh u MPaBUJILHO | €¢ 00pabOTKH;
OK 08, oopmIIATh OCHOBHbBIE Bunbl | [IpaBuna cocraBiaeHus u  oQopMIIeHUS
OK 09, OpraHU3alMOHHO- OPraHU3aIMOHHO-PACTOPSAUTETBHBIX
IK 1.2, pPacropsIAUTENbHBIX IOKYMEHTOB; JIOKYMEHTOB, BXOJISIIIIAX B
I1K 1.3. OdopmnsaTth MH(OPMAIMOHHO- | YHU(PUIIMPOBAHHYIO CUCTEMY
CIPaBOYHYIO JOKYMEHTALHUIO; OpraHU3aIMOHHO-PACTIOPSIUTETHHBIX
OdopmnsaTth KaJIpOBYIO | JOKYMEHTOB, YHUPUIUPOBAHHYIO
JIOKyMEHTAIUIO; CUCTEMY MEPBUYHOMN YUYETHOU
OdopmasaTh MIPETEH3UOHHO- | TOKYMEHTAILIMH B YaCTH JOKYMEHTAIUU 110
HCKOBYIO JIOKYMEHTAIHIO. YUeTy Tpy.Ia;
[lopsgok  mpoBeneHUs  HKCIEPTU3BI

LIEHHOCTH JOKYMEHTOB U MOATOTOBKH 1€
K apXUBHOMY XpaHEHHIO.
TexHonoruro OpraHu3anuu
JIOKYMEHTOO0OpOTa B  OpraHU3AIMIX

(YdpexIeHusx).




2. CTPYKTYPA Y COAEP)KAHUE YUEBHOM JUCIIUILINHBI

2.1. O0beM y4eOHOI TMCHUTIMHBI M BUbI Y4e0HO# padoThI

Buj yueOHoi1 padoThI

O0BeM B yacax

O0beM 00pa3oBaTe/IbHON MPOrpaMMbl y4eOHOM JUCIUNIMHBI 66
B T.4. B (hOpMe MPaKTHUECKOH MOATOTOBKH 20
BT. 4.

TEOpETHYECKOe 00yUueHne 42
IPAKTUYECKHUE 3aHSITUS 20
CamocrositenpHas padoTta 2
[TpomexxyTounast arrectanus (5 cemectp) — nuddepeHIMPOBAHHBIIT 5

3aqger




2.2. TeMaTHYeCKHI IJIAH U COAEPKaAHME YUeOHOM JUCUMIIIIMHBI

Oo0beM, akaj.
g/
B TOM 4HCJIe B

Koapl koMneTeHI i,

HaunmenoBaHue Coaepxxanue yueO0HOro MaTepuaa u (POPMbI OPraHHU3ALNH AeATeTbHOCTH (bopme (popmuposanuio
pa3sesioB M TeM 00y4aIoIINXCS - KOTOPBIX CIOCOOCTBYET
HOArOTOBKH, 3JIEMEHT MPOrpamMmbl
aKaj. 4
1 2 3 4
Pasnen 1. OCHOBBI JIOKYMEHTHUPOBAHMS YIIPABJEHYECKOM JESATEJBHOCTH 5/2
Tema 1.1 IlonsaTne 0 | Cogep:kanue yueOHOro Mmarepuajia 1 OK 01, OK 02, OK 05,
AOKYMEHTAIMOHHOM | OCHOBHBIE CBOMCTBA IOKYMEHTOB U MX (DYHKIIMU B CUCTEME YINPABICHHUS. OK 09
o0ecreyeHNN [Tonstne poxymenta. HMudopmamus u gokymeHT. Kriaccudukarms IIK 1.2, 11K 1.3
ylnpaBJeHus, JOKYMEHTOB: IO BHAY O(OPMIICHHUS; 1O COACP)KaHHIO; MO (opme; Mo
AOKyYMEHTe 1 MIPOUCXOXACHNUIO; [0 CpEeACTBaAM (HUKCAlMU; IO CPOKaM XpaHEHUS. 1
cnocodax MatepuanbHble HOCUTEIN UH(pOpPMAaLIUH.
AokymentupoBanusi | [lonarue noxkymentupoBaHusi. OCHOBHBIE CIIOCOOBI JTOKYMEHTHPOBAHMSL.
OCHOBHBIE COBPEMEHHBIE TEXHOJIOTUH, NPUMEHSEMBIE IIPU OpPraHU3aLUU
paboThI ¢ JOKYMEHTAMH B OpraHU3alUAX (YUPExKIECHUSX).
Tema 1.2 Coaep:xanue yueOHOro MaTepuasa 1
HopmaTtusHo- HopMaTuBHO-TIpaBOBBIE  aKThl, pEryJHpYyIOIIME  JOKYMEHTAllMOHHOE OK 01, OK 02, OK 05,
npasosas 6aza oOecrnieueHre ynpasiieHus. Y HU(UKaIKS U CTaHAApTU3aLUs KaK OCHOBHbBIE OK 09
AOKYMEHTAIMOHHOI'0 | HAIPABJICHUS COBEPLICHCTBOBAHUS JOKYMEHTOB U JIOKYMEHTAlMOHHOI'O K 1.3
obecneueHust oOecrnieuyeHus ynpaBiIeHusl.
ynpaBJieHUs IlepeyeHb OCHOBHBIX TOCYJAPCTBEHHBIX CTaHAAPTOB Ha YHU(PHUIIMPOBAHHBIE 1
CUCTEMBl JIOKyMeHTauMu. OCHOBHBIE TIOJOKEHUS TOCYJapCTBEHHOMN
CHCTEMBl JIOKYMEHTAllMOHHOTo obecrieueHust ympasieHus. CocTas
YHU(PUIUPOBAHHBIX CUCTEM JOKYMEHTaLUU: OpraHHU3alOHHO-
pacrnopsAuTeNbHas, OTYETHO-CTaTUCTHYECKas!, pUHAaHCOBAs U JIp.
Coaep:kanue y4e0HOro MaTepuasa 32




I'OCTa wma
OpTaHU3aIMOHHO-PACHIOPSIAUTEIBHON JOKYMEHTAUHN. YHU(PHUIXPOBaHHAS

XapaKkTepuCTHKa, COCTaB U  COAEp)KaHUE CHCTEMY

OK 01, OK 02, OK 03,

Tema 1.3 Coco0bI H | cHCTEMa OpraHU3AIMOHHO-PACTIOPSTUTEIILHON JoKyMeHTauu. TpeboBanus 1 OK 04, OK 05, OK 06,
NpaBUJIa CO3TAHUS K odopmicHHIO JOKyMEeHTOB. Dopmymsip-obpaszenr OPJl. Ilpasuia OK 07, OK 08, OK 09
JOKYMEHTOB odopmIleHUs PEeKBU3UTOB, periiaMmeHTupoBanHbIX ['OCTom. K 1.2, 11K 1.3

B TOM uMciIe NIPAKTHYECKUX 3aAHATHIA 2

[Tpaktrueckoe 3anstue Nel. OdopmiieHre peKBU3UTOB Ha IOKYMEHTaX. 2
Paznen 2. OPTAHU3 AL CUCTEMbBI JOKYMEHTAIIMOHHOT'O OBECITIEYUEHUSA 38/14
Tema 2.1 Coaeprxanue yueOHOro MaTepuasa 6/2 OK 01, OK 02, OK 03,
Od¢opmiienue XapakTepucTUka U COCTaB CIPABOYHO-MH(POPMAIIMOHHBIX JOKYMEHTOB OK 04, OK 05, OK 06
uH(pOpMAIIUOHHO- (cmy>xe0HBIX MUCEM, CIIPABOK, 3asBIECHUI, aKTOB, TPOTOKOJIOB, JOKJIATHBIX 4 IIK1.2,1IK 1.3
CNPaBOYHOM U OOBSICHHUTEIIbHBIX 3aIlMCOK), TpeOoBaHHUA K WX OQOPMIICHUIO.
AOKYMEHTAIUH JlokyMeHTUpOBaHUE ACSITETbHOCTU KOJUIETHAIbHBIX OPTaHOB.

B ToM yuc/ie MpaKTHYECKUX 3aHITHH 2

[Tpaktuyeckoe 3anstue No2. Odopmienne nHGOPMaAITIOHHO-CIIPABOYHON 5

JIOKyMEHTAIUH.
Tema 2.2 Conep:xanue yueOHOro MaTepuaJia 8/2 OK 01, OK 02, OK 03,
Od¢opmiienue OCHOBHBIE TpYyNIIBI OPraHU3AIMOHHO-PACHIOPSAIUTEIbHBIX JIOKYMEHTOB. OK 04, OK 05, OK 06,
OpPraHM3anMoOHHO- XapakTepucTUKa M COCTaB OPraHU3ALMOHHBIX JOKYMEHTOB (yCTaBa, OK 07, OK 08, OK 09
pacnopsiANTEJbLHON | TTOJIOKEHUS,, WHCTPYKIMH, JOJDKHOCTHON WHCTPYKIMH), TpeOOBaHUSA K K 1.2,T1IK 1.3
AOKYMEHTAIUH odopmiieHnto. XapakTepUCTUKA U COCTaB PACTIOPSIAUTEIbHBIX JOKYMEHTOB

(mocTtaHOBNEHUS, TpUKa3a, PEIICHUS, PACMOPSDKCHHS,  YKa3aHus), 6

TpeboBaHUs K UX 0OPMIICHHUIO.

[TonsTHe NONIMHHMKA, KOMHH, BBIMUCKH, AyOnukara. Bunmbl komuit

JTIOKYMEHTOB, OCOOEHHOCTH 3aBEpEHUs] KOMHUIA U BHIMHCOK HOTapUATbHBIMU

KOHTOpaMU ¥ JTOJKHOCTHBIMHU JIUIIAMH OpTaHU3aIui.

B ToM 4ynciie NpaKTHYECKUX 3aHATHH 2

[Tpaktrueckoe 3anstue Ne3. OdopmieHne opraHu3aIMOHHO- 9

pacopsAIUTENbHON JOKYMEHTALNH.




Tema 2.3 | Coaeprxanue yueOHOIro MaTepuasia 6/4 OK 01, OK 02, OK 03,
Odopmienue 3agBieHMs U IPUKA3bl IO JIMYHOMY cocTaBy. JImunas kaprouka ¢popmsl T-2 5 OK 04, OK 05, OK 06,09
Ka/JpOBOii U JINYHEIE Jel1a IIK' 1.3
AOKYMEHTAalUH B ToM 4nciIe NpaKTHYECKUX 3aHATHH 4

[Tpaktrueckoe 3anstue Ned. OdopmieHre KaapoBoi JOKyMEHTAIUH. 4
Tema 2.4 JloroBopHo- | Conep:xanue y4e0HOro MaTepuajia 4/2 OK 01, OK 02, OK 03,
npaBoBast [TonsTre norosopa. OCHOBHBIE pa3enbl 1oroBopoB. [lopsaok odhopmieHus 5 OK 04, OK 05, OK 06
AOKYMEHTalusA TPYIOBOT'O JOTOBOPA, JOTOBOPA IIOCTABKH, 10I0BOpa KyIUIU-TIPOJAXKHU. I[IK1.2,1IK' 1.3

B TOM uHc/Ie IPAKTHYeCKUX 3aHATHI 2

[Ipaktuyeckoe 3anstue Ne5. OdopmiieHue J0roBOPOB. 2
Tema 2.5 | Copep:xkanue yueOHOro MmaTepuajia 6/4 OK 01, OK 02, OK 03,
IIperen3uonHo- OCHOBHBIE PEKBU3HUTHI M MOPSAOK OGOpPMIICHUS MPETEH3WH, OTBETOB Ha OK 04, OK 05, OK 06,
HCKOBast nperensuto. MOpuanueckas ciayx0a, BBIMOTHSIOMIAS MPETEH3UMOHHO- OK 07, OK 08, OK 09
AOKyMeHTalusi MCKOBYIO pa0boTy Ha mpeanpustuu. JKypHasl perucTpanny MpeTeH3ui. 2 K 1.2, 11K 1.3

ITopsimox odopmileHUs] HMCKOBBIX 3asBICHHM M TpeACTaBI€HUE HUX B

ApOuUTpakHbIil Cy.

B ToM 4nciie npaKTHYECKUX 3aHATHI 4

[Ipaktnueckoe 3anstue Ne6. OdopmiieHne MNpeTeH3NOHHO-UCKOBON 4

JTOKYMEHTAITUH.
Pa3zgen 3 OPTAHU3BALIUA PABOTBI C JOKYMEHTAMUM B OPTAHU3ALUAX 5/9
(YYPEXKAEHUSX)
Tema 3.1 Conep:xanue yueOHOro MaTepuaJia 1 OK 01, OK 02, OK 03,
Texnonorns VYnopasieHne M JAeIONpou3BoAcTBO.  OpraHuzalMoHHbBIE  (OPMBI OK 04, OK 09
OpraHu3anum JIEJIONIPOU3BO/ICTBA. Cnyx06a JIOKYMEHTALlHOHHOT'O oOecrieueHust IIK 1.2, 11K 1.3
AOKYMEHT0000pOTa B | YIIpaBIeHHUs, OCHOBHas 3aaa4ya, (YyHKIUH, THUIOBBIE CTPYKTYPHI, 1
OPraHM3anMAX JOJKHOCTHOM cocTtaB. PermamenTtanus padbotsl city:x0b1 JIOY. Tlpumepnoe
(YupexaeHusix) MIOJIOKEHHE O CITy’KOE TOKYMEHTAIIMOHHOTO OOECIICYCHHUsI YIPABICHUS U

TOJKHOCTHBIE HHCTPYKITUH.

Copep:xanue yueOHOro MaTepuaa 3/2




[TonsaTus npennoxeHus:, 3asBiaeHUs U kanoObl. Ilpuem u perucrpanus

Tema 3.2 MHUCEM TpaxkJiaH. PaccMoTpeHue U pa3pelieHnue nuceM, CpoK pacCMOTPEHHUS.
OcodeHHOCTH AHalu3 muceM rpaxaaH. OK 01, OK 02, OK 03,
JeJIONPOU3BO/ICTBA Koudunenmmansnoe nenonpou3BoACTBO. ['pud orpaHudeHHuss HocTyma K 1 OK 04, OK 05, OK 06,
1o o0paleHnsiM JOKYMEHTY. ABTOMAaTU3UpPOBAaHHBIE CHCTEMbI pabOThl C JOKYMEHTaMHU. OK 07, OK 08, OK 09
Irpa:KaaH u CpenctBa HW3roTOBJIEHUS, KOINUPOBAaHUS U PA3MHOXKEHHUS JIOKYMEHTOB. K 1.2, 11K 1.3
KoOH(puIeHnuaabHoro | Opranuszanus padouux MecT.
1eJI0ONPOU3BOACTBA B ToM Yuc/ie MPaKTHYECKUX 3aHATHH 2

[TpakTuueckoe 3ansarue Ne7. OpopmiieHre oOpameHnid Tpax/IaH. 2
Tema 3.3 Coaepixanue yueOHOro MaTepuasa 1 OK 01, OK 02, OK 03,
Cucremaru3zanus [TonsTe  mokymeHToobopora. OOmuMe  NPUHIMIBI  OpraHU3alUU OK 04, OK 09
AOKYMEHTOB, JIOKYMEHTO000pOTa, €ro OCHOBHBIE ATAIbl: MPUEM U MEepBUYHAST 00pabOTKa K 1.2, TIK 1.3
(popmMupoBaHHe HX B | TOKYMEHTOB; paclpejelieHne MOCTYNUBIINX JOKYMEHTOB; PETUCTpalus
AeJia v mepeaaya B JOKYMEHTOB U TMPEABAPUTEIIbHOE UX PAaCCMOTPEHHE; PACCMOTpPEHUE
apXHMB OPraHM3allM¥ | JOKyMEHTOB PyKOBOJICTBOM OpraHU3aIiu (yUIpeKICHUS ) U HAPABICHUE UX 1

Ha WCIIOJHCHHE; UCTIOJHCHUE W KOHTPOJb 33 MCIIOJTHCHHEM JIOKYMEHTOB;

TEKyIIee XpaHeHHe JJOKYMEHTOB.

Homenknarypa nen. O6paboTka fes st TOCIEYIOIIEro XpaHeHUsI.

DKcnepTu3a HEHHOCTH TI0OKYMEHTOB, 0pOpMIIEHHUE JIeTI, COCTaBJICHHE

omuceit. Cnaya fien B apXuB.
CamocrositeibHas padora: 2
IMpome:kyrounasi arrectamust (5 cemectp) - nudepeHIHPOBAHHBII 3aUeT: 2
Bcero: 66




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;

- KOMIUIEKT y4e€0HO-METOJUYECKON JOKYMEHTAIMH 0 Y4eOHON AUCIUIUIMHE SKOHOMHUKA
OpraHu3aIuy;

- KOMIUICKT IIPE3EHTAIlUN K YPOKY;

- KOMIUJIEKT TECTOBOTO MaTepHara.

- 3KpaH MPOEKIIMOHHBII;

- MYJIbTUMEIUUHBIA POEKTOP

- IOCKa UHTEpPaKTUBHAsI.

3.2. UndopmanmonHoe obecriedeHre peaau3anun NporpamMmmbl

Jlist peanuzanuu mporpaMMbl OMOTHOTEYHBIA (OHT 00pa30BATEILHON OpraHU3aIluH JTOJDKEH
UMETh IICYaTHBIC W/WIIM D3JEKTPOHHBIC 00pa3oBaTelbHbIC W HH(POPMAIIMOHHBIC PECYPCHI U
UCIIONIb30BaHUsI B oOpa3oBarenbHOM Tporecce. [lpu ¢opmupoBanuu Oubamorednoro ¢Gonma
00pa3oBaTebHON OpraHu3alyel BbIOMpaeTcs He MEHEe OJTHOTO M3JaHUs U3 MEPEUNCICHHBIX HIKE
MeYaTHBIX U3JIaHUN U (WJIK) SJIEKTPOHHBIX U3/IaHUN B KAYE€CTBE OCHOBHOTO, IIPU 3TOM CITUCOK MOKET
OBITH JOTIOJIHEH APYTUMU U3TAHUSIMH.

3.2.1. OcHOBHBIE TeYATHBIE N3TaHHS

1. 1. Ky3uemo, W.H. JIOKyMEHTaIlMOHHOE ~ O0ECIeUYeHUEe  yIpaBJICHUS.
JIOKyMEHTOOOO0pOT ¥ JACIOMPOU3BOACTBO: YICOHUK M IPAKTHKYM JIJISI CPEAHETO PO(ECCHOHATTEHOTO
obpazosanusi / U. H. Ky3nernos. — 4-e uzn., nepepad. u gon. — Mocksa: U3narensctBo IOpaiir,
2023. — 545 c. — (ITpodeccuonansHoe oopazoBanue). — ISBN 978-5-534-16004-8.

2. bacakoB, M. WU., JlokymeHTannoHHOEe oOeclieueHrue yIpaBieHUs (C OCHOBaMH
apxuBoBeZieHHs): yueoHoe nocodue / M. 1. bacakoB. — Mocksa: KnoPyc, 2023. — 216 c. — ISBN
978-5-406-11367-7. — URL: https://book.ru/book/948724 (mara oOpamenus: 26.06.2023). —
TeKcT: 2eKTPOHHBIH.

3.2.2. OcHOBHbIE JICKTPOHHbIE H31aHUS

1. Bapmynn, B. B., JlokymenTanmonHoe obecrieueHue yrpasieHus : 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: 37€KTPOHHBII.

2. KopueeB, U.K. JlokymeHTannoHHOe oOecrieueHHe YIpaBleHHUs: 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:
AIIEKTPOHHBIN // Ob6pa3oBarenbHas iatdopma FOpaiit [caiT]. — URL:
https://urait.ru/bcode/523611 (mara obpamenus: 26.06.2023).

3. Kysnenos, U. H. JlokymeHnTannonHoe obecrieuenne ynpasienus. JJokyMmeHTo000poT

U JICJIONPOM3BOJICTBO: YYEOHHK M MPAKTHKYM Uil CPeaHero npodeccroHaibHOro odpaszopanus /
. H. Ky3nenos. — 4-e u3f., nepepad. u gorn. — Mocksa: M3narensctBo IOpaiit, 2023. — 545 ¢c. —
(ITpoeccuonansrHoe obpazoBanue). — ISBN 978-5-534-16004-8. — Tekcr: 37eKTpOHHBINH //



OoOpasoBarenbhas miatgopma FOpait [caiit]. — URL: https://urait.ru/bcode/523613 (nara
obpammenus: 26.06.2023).

4. Kysuenona, 1. B. JlokymeHTanoHHOE O0ecTieueHre ypaBiIeHus: yueOHOe Tocoone
s CIIO / U. B. Kysnenosa, I'. A. Xauatpsin. — 2-e uzn. — Capatos : IIpodoOpazoBanue, 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. [llyBamosa, H.H. JlokymeHTanmonHoe oOecrieueHHWe YIpaBICHUS: 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).
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M.: U]I «PaBHOBECHEY.

3. CrpaBodHO-TIpaBoBas cucrema «l apanTy.
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CTaHAapTOB 1O uHoOpMAIMK, OUOIMOTEYHOMY U U3JAaTeNbCKOMy Jneny. OpraHu3alnoHHO-
pacnopsiauTenbHas JoKyMeHTanus. TpeGoBanus K 0pOpMIEHUIO JOKYMEHTOB.

6. PoxunsroBckas, WM. P. JlokymeHTannonHoe obecrneueHue: yuedHoe nocodbue / U. P.
PoxustoBckas. — Cumdepononib: YHUBEPCUTET SKOHOMUKH U ympasienus, 2016. — 104 ¢. —
ISBN 2227-8397. — TekcT: 3JeKTpOHHBINA // DIEKTPOHHBIA pecypc MudpoBoi 00pa3oBaTeIbHON
cpeapt CITO PROFo6pasosanue : [caiit]. — URL: https://profspo.ru/books/73265

7. bacaxog, M. U. [lenonpounspoicTBo [ [lokyMeHTaIlMOHHOE OOeCTiedeHUE YIIPABJICHHUS |:
yueonuk / M. U. bacakos, O. U. 3ambiikoBa. — PocroB-nHa-Jlony: @enuke, 2014. — 376 ¢. — ISBN
978-5-222-23063-3. — TeKcT: 3/eKTpOHHBIH // DNEeKTPOHHBIN pecypc nudpoBoii 00pazoBaTeNbHOMN
cpenst CITO PROFo6pa3oBanue: [caiit]. — URL: https://profspo.ru/books/59345
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4. KOHTPOJIb U OIIEHKA PE3YJIbTATOB OCBOEHMS YYEFHOM JJUCHUILIAHBI

Pe3yabTaThl 00y4eHHs \

Kpurtepun onenkn

MeToabl OIEHKH

Hepequb 3HaHHﬁ, OCBAMBACMBIX B paMKaX TUCIHUIIJIMHBI

TepMuHomorus B
o0nactu
JOKYMEHTAIlMOHHOTO
o0ecrnieueHus
YIPaBIICHUS;
HopmaTtusHbie
JIOKYMEHTHI,
periaaMeHTHpYIOIIHe
COCTaBJICHUE u
odopmiieHHE
JOKYMEHTaIluu u
MOPSIIOK €€ 00paboTKH;
[TpaBuiia coctaBieHus U
odopmiteHUS
OpraHU3aIOHHO-
pacropsIuTeIbHBIX
JOKYMEHTOB, BXOJISIIIUX
B YHU(PHUIMPOBAHHYIO
CUCTEMY
OpraHu3aIOHHO-
pacnopsAUTENbHBIX
JTOKYMEHTOB,
YHUGUIUPOBAHHYIO
CUCTEMY NEPBUYHOU
YYETHON JOKYMEHTAITU!
B YaCTH JOKYMEHTAI[UU

0 y4YeTy Tpy/a;

[Topsimox  mpoBeneHus
JKCIIEPTU3bl  IIEHHOCTH
JOKYMEHTOB U
MOATOTOBKU  Je1 K
apXUBHOMY XpaHEHHUIO.
Texnonorus
OpraHu3aIu
JOKYMEHTOOOOpoTa B
OpraHu3aIMIX
(YupexaeHusx).

- o)opMJICHHE JOKYMEHTOB M PEIICHUE
MPAKTUYECKHX CUTYyaIui c
HOPMAaTHBHBIM MIPaBOBBIM
000CHOBaAHHEM;

- UCIIOJIb30BaHUE Pa3IHMYHbIX
HCTOYHUKOB, BKJIOYad OSJICKTPOHHLIC
pecypcsl, Meaua pecypebl, MHTepHET-
pecypcebl, TEpHOANYECKUE U3IaHUsS 10
CIICIMAIBHOCTH TSt pelieHus
npogecCHOHATBHBIX 3a/1a4

- JIEMOHCTpAlMsi OTBETCTBCHHOCTH 3a

MPUHSATBIE PEIICHUs, 000CHOBAHHOCTH
caMoOaHaJH3a U KOPPEKIHs pe3yIbTaToB
coOCTBEHHOM paboOTHI;

- WCIOJIB30BAaHUE 3aKOHOJATCIBHBIX W
HOPMAaTHUBHO-TIPABOBBIX npu
TUTAHUPOBAHUH TIPEANTPUHAMATEIBCKOU
JESTeIbHOCTH B MPO(HECCHOHATBLHOU
chepe;

- JEMOHCTpalus 3HAaHUW B 00JacTH

(1HaHCOBOM T'PaMOTHOCTH;
- KOHCTPYKTUBHOCTH B3aMMOJICHCTBHS

aKTOB

¢ OOy4YaroIIMMHUCs, TIPETNoIaBaTeIs MU B
xone  oOydeHwUs,

y4eOHOU 1 IPOU3BOICTBEHHOM MIPAKTHUK.

PYKOBOIUTEISIMU

-co0r0IeHe HOPM PO eCCHOHATBHOM
ITHUKU;

— TIOCTpOEHHE Mpo(ecCHOHAIBHOTO
oOIlIeHUsT €  Y4eTOM  COLHAIBHO-
npo¢eCcCHOHATBLHOTO cTaryca,
CUTyalluu  OOIIEeHMs, OCOOEHHOCTEH
TpYyIIIBI u WHIMBHUIYaJIbHBIX
0COOEHHOCTEM Y4aCTHUKOB
KOMMYHHKAIUH;

- TPaMOTHOCTb YCTHOM M NHCbMEHHOMN
peuu;

- odopmieHue
cootBeTcTBUH ¢ 'OCToM;

JOKYMCHTOB B

- SICHOCTb  (OPMYJIHMPOBAaHUS U
U3JI0’KEHUS MBICIIEN;
- TpOSBIEHUE  TOJEPAHTHOCTH B

MpoIiecce OOIICHMS;

- coOmrofieHre HOpPM TOBEICHHUS BO
BpeMs YUEOHBIX 3aHSTHIA;
- coOIroIeHNE CTaHIapTOB

AHTHKOPPYIIIMOHHOI'O ITIOBCACHU S,

- DKCIEPTHOE HAOJIOJCHUE
BBITNOJTHCHHS TIPAKTHYECKUX
3aJIaHnM,

- OIEHKa II0 HTOraM
YCTHOT'O OIIPOCa CTYACHTOB,
- HaOIIOAEHHE IO HUTOTraM
TECTUPOBAHUS,

- OIICHKa B
IIPOBEJCHUS
MIPOMEKYTOYHOU
aTTECTALlUN.

nporecce




Pe3yabTaThl 00y4eHHs

Kputepun onenkn

MeToabl OIEHKH

- COOJIFOJIaCT HOPMBI 3KOJOTHYCCKOU
0€e30IacCHOCTH;

- orpenenser HaIpaBJICHUS
pecypcocOepekeHmst B paMkax
poeCCHOHATILHON JIETETLHOCTH 110
CHEIHAIbHOCTH,

- 30(}EKTUBHOCT,  HCIIOJIH30BAHUS
CPeICTB (PU3NYECKOW KYIbTYPHl IS
COXPAHCHHS M YKPCIUICHUS 3/I0pPOBBS B
nporecce npodeccuoHaIbHON
JeSITeTbHOCTH u MOJICPIKaHUS
HEOOXOIUMOTO  YpOBHS  (PU3UUYECKOM
MOJITOTOBJICHHOCTH;

- 3¢ GhEeKTUBHOCTh HCIIOJIB30BAHUS B
npodeCCHOHATLHON JEeSITETTbHOCTH
HEOOXOUMOW JOKYMEHTAIlU¥, B TOM
YKCJIC HA HHOCTPAHHOM SI3BIKE

[lepeueHb yMeHHM i, OCBAaMBAEMbBIX B PAMKAX JUCHHUILIMHBI

IIpuMeHATh Ha IPAKTUKE
rocy/1apCTBEHHbIE
CTaHJapThl, apyrue
HOPMAaTUBHO-
METOINYECKUE
JOKYMEHTHI,
peraaMeHTHpYOIIHe
OpraHU3aLHI0
JOKYMEHTAllMOHHOT O
o0ecrnieyeHus
YIPaBIICHUS;
CocraBnsTh "
MpaBMWIbHO  0QOPMIIATH

- ohopmIleHUE JOKYMEHTOB M PEUICHHE
IMPAKTUYCCKUX CI/ITyaHI/Iﬁ C
HOPMAaTUBHBIM IIpaBOBbBIM
000CHOBAHHEM;

- WCIIOJIb30BAHUE Pa3JInYHbIX
WUCTOYHHUKOB, BKIIIOYas 3JICKTPOHHBIC
pecypcel, Meaua pecypcebl, MHTepHeT-
pecypchl, MEPUOJMUECKUE H3JAHHS IO
CIICIINAJIBHOCTHU JJIS pemicHuAd
npoeCCHOHATTLHBIX 3314

- JEMOHCTpanusa OTBECTCTBCHHOCTHU 3a
MPUHATBIC PEUICHUs, 00O0CHOBAHHOCTH
caMoOaHajIM3a U KOPPEKIIHs pe3yIbTaToB

COOCTBEHHOM paboTHI;

OCHOBHBIC BUIIBL | - ycronp30BaHUE 3aKOHONATENIBHBIX U
OpraHn3aloOHHO- HOPMATHUBHO-TIPABOBBIX ~ aKTOB  IPHU
paclopAIUTEIbHBIX TUIAHUPOBAHUU TTPEANPHUHAMATEIILCKON
AOKYMCHTOB, JESATEIBbHOCTH B MPO(ECCHOHATBLHON
OdopmnsaTh chepe;
MH(pOPMAIHOHHO- - JIEMOHCTpaIlisi 3HaHWH B 00JacTH
CIIPABOYHYIO (hMHAHCOBOI IPAMOTHOCTH;
JTOKYMEHTAITHIO; - KOHCTPYKTHBHOCTb B3aUMOJEHCTBHUS
OdopMiIATh  KaZpoByIO | C 00yYarOIMMUCS, IPENOAaBATENAMH B
JIOKYMEHTAITHIO; X07e  OOydYeHHUs, PyKOBOIMTEISIMU
Odopmisath yueOHOI ¥ MPOU3BOJCTBEHHON MPAKTHUK.
MPETEH3MOHHO-UCKOBYIO | -COOIIOIeHHE HOPM NPO(ECCHOHATBHOM
JTOKYMEHTAITHIO. JTUKU;
— mocTpoeHne MpodhecCHOHATLHOTO
OOIIEHUsT C  Y4eTOM  COI[HAJIbHO-
poheCCHOHATBLHOTO cTaryca,
cuTyaluu  OOIICHUs, OCOOCHHOCTEH
IPYIIIBI u WHIUBY Ty ATbHBIX

- DKCIIEPTHOE HAOIIOJECHUE
BBITTIOJTHCHUSA ITPAKTHICCKUX
3aJIaHNi,

- OICHKAa IO UTOTaM
YCTHOT'O OIIPOCa CTYACHTOB,
- HAOIIOJIEHUE MO HUTOTraMm
TECTHUPOBAHUS,

- OIICHKa B
MIPOBEACHUS
IIPOMEKYTOUHON
aTTECTALlUN.

mpouecce




Pe3yabTaThl 00y4eHHs

Kputepun onenkn

MeToabl OIEHKH

0COOEHHOCTEH YYaCTHUKOB
KOMMYHUKAIUH;
- IPaMOTHOCTb YCTHOW W NHUCbMEHHOMH

peuu;

- odopmiieHre JIOKYMEHTOB B
coorBeTcTBUH ¢ I'OCToM;

- SICHOCTb  (OPMYJIHMPOBAaHUS U
HU3JI0KEHHS MBICTICH;

- TpOSBIECHUE  TOJIEPAHTHOCTH B
rporiecce OOIICHHMS;

- coOnrofieHre HOPM TIOBEJCHHUS BO
BpeMsl YUCOHBIX 3aHSITHIA;

- coOroienne CTaHJIapTOB
AQHTUKOPPYILIMOHHOTO MOBEACHUS;
- coOmro/1aeT HOPMBI  DKOJIOTHYECKOM

0€e30I1aCHOCTH;
- omnpezenser HaIpaBJICHUS
pecypcocOepekeHmst B pamMkax

npodeccnoHanbHON JESTENbHOCTH IO
CHEIHATLHOCTH,

- 230(}EeKTUBHOCT,  HCIIOJIb30BAHUS
CPeICTB (PU3NYCCKOW KYJIBTYPBI IS
COXPAaHEHHUS U YKPEIUICHHs 3[J0POBbS B
nporecce npodeccuoOHaTBLHON
JeSITeIbHOCTH u MoAIep>KaHus
HEOOXOUMOTO  YpOBHS  (PU3NUYCCKOM
MOATOTOBJICHHOCTH;

- 3(}QeKTUBHOCTh HCMOJIL30BAHUS B
npogeccuoHaIbHON JIESITENbHOCTH
HEOOXOUMOM JTOKYMEHTAIlUH, B TOM
YHCclie HA MHOCTPAHHOM SI3bIKE




