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1. OBIIASI XAPAKTEPUCTHUKA PABOYEN MPOT'PAMMBI YYEBHON
JUCIUITIVINHbI
«OI1.06 JOKYMEHTAIIMOHHOE OBECIIEYHEHUE YIIPABJIEHU S1»

1.1. MecTo iucuunMHbI B CTPYKTYpPe OCHOBHOM 00pa3oBaTe/IbHOM NMPOrpaMMbl
VYuyebHass IUCHMIUIMHA «/|OKyMEHTallMOHHOE O00€CIeUYEeHUE YIPABICHUA» SIBJIAETCS

00s13aTENBHOM

gacTeio  OOmenpodeccuoHamTbHOTO

[MKJIa OCHOBHOW 00Opa3oBaTEIbHOM

nporpammebl B cooTBeTcTBUU ¢ PI'OC CIIO no crennanbHOCTH.
Oco0oe 3HaueHWE AUCLUUIUIMHA HMeeT Npu (HOPMHUPOBAHMM W PA3BUTHUM OOIIKUX
komneteHnuit OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 07, OK 08, OK 09.

1.2. lleab ¥ n1aHUpyeMble Pe3yJIbTaThl 0CBOCHHUS AUCHMILIHHBI:
B pamkax mporpamMMbl y4eOHON JUCHUILIMHBI O0YYarOIIMMKCS OCBAaMBAIOTCS YMEHUS

U 3HaHUsA
Kon Ymenus 3HaHusA
IIK, OK

OK 01, [Ipumensars Ha npakTuke | TepmuHoNIOTHIO B obnactu

OK 02, roCyJJapCTBEHHbIE CTaHJApTHl, | JOKYMEHTAIIMOHHOTO obecrieueHus

OK 03, JIpyrue HOPMAaTUBHO-METOJMYECKUE | YIIPABIICHHUS;

OK 04, JIOKyMEHTBI,  periaamentupyroomue | Hopmatusabie JIOKYMEHTHI,

OK 05, OpraHM3alUIl0 JTOKYMEHTALIMOHHOIO | PETJIAMEHTUPYIOIIME  COCTaBIEHHE U

OK 06, oOecrieyeHHs yrpaBIeHUS; oopmieHre TOKYMEHTAllMUd U TMOPSIAOK

OK 07, CocraBnsTth u IIPaBWIBHO | €€ 00paboTKH;

OK 08, opopMIATH OCHOBHBIE Buzbl | [IpaBuna cocraBnenus u  odopmieHUs

OK 09, OpraHu3alMOHHO- OpraHU3allMOHHO-PaCIOPSAUTEIbHBIX

IIK 1.2, pacnopsAUTENBHBIX JOKYMEHTOB; JIOKYMEHTOB, BXOISIIINX B

IIK 1.3. OdopmnsaTe MH(OPMALIMOHHO- | YHUPUIIMPOBAHHYIO CUCTEMY
CIPAaBOYHYIO JJOKYMEHTAIHIO; OpraHU3al[MOHHO-PACHIOPSAUTEIBHBIX
Odopmisate KaJJpOBYIO | JOKYMEHTOB, YHU(DULIPOBAHHYIO
JIOKYMEHTALHUIO; cucTeMy NEePBUYHOMN y4eTHOH
OdopmisaTe NPETEeH3UOHHO- | JOKYMEHTAllUd B YacTU JIOKYyMEHTalluu

HCKOBYIO JOKYMCHTALHIO.

0 y4YeTy Tpy/Ja;

[Topsimok  mpoBeneHUs  DKCIEPTU3BI
LEHHOCTH JOKYMEHTOB M MOJTOTOBKH
JIeTl K apXUBHOMY XPaHEHHUIO.
TexHomoruto OpraHu3anuu
JOKYMEHTOO0OpOTa B  OpTraHU3aIHIX
(YUpexaeHusx).




2. CTPYKTYPA U COAEPXKAHUE YUYEFHOM JUCIATLIMHBI
2.1. O06beM yueOHOI JMCHUIIIMHBI M BU/ABI Y4e0HOi padoThI

Buna yueOHoii padoThI O0bem B yacax

O0bem 00pa3zoBaTeJIbHOM MPOrPpaMMbl Y4eOHOM M CIATIIMHbBI 50
B T.4. B opMe NPaKTHYeCKOH MOJAT0TOBKH 20
BT. U..

TeopeTudeckoe 00ydueHue 18
MIPAKTUYECKUE 3aHATUSA 20
Camocmosmenvhas paboma 10
IIpome:xxyTouHasi arTecTanus 2




2.2. TemaTu4yecKuil IJIAH M coJep:KaHue Y4eOHOM TN CUMILIHHBI

O0beMm, akaj.

y/
B TOM 4yuciae B | Koabl komMnereHuui,
HaumenoBanue Coaep:xanue yueOHOro Mmarepuasa u GopmMbl OpraHu3anun popme ¢opmupoBanuio
pa3/iesioB U TeM AeITeJIbHOCTH 00y4aroluxcst NPAKTHYECKO | KOTOPBIX CIIOCOOCTBYET
i 3JIEMEHT NMPOrpaMMbl
NOAr0OTOBKH,
aKaa. 4
1 2 3 4
Pasznea 1. OCHOBBI JOKYMEHTHUPOBAHUS YIIPABJIEHYECKOM JEATEJIbHOCTH 5/2
Tema 1.1 Ilonsitue o | Coaepxanue yueGHOTro MaTepuaJia 1 OK 01, OK 02, OK 05,
AOKYMEHTAIMOHHOM | OCHOBHBIE CBOICTBA JJOKYMEHTOB M MX (DYHKIIMU B CUCTEME YIPaBIICHUS. OK 09
olecrieyeHUH [Tonsatne noxymenta. Wudopmamms u pokymeHt. Kiaccudukamms I[IK 1.2, 11K 1.3
ylnpasJieHHs, JOKYMEHTOB: IO BHIY O(OPMIICHHS; IO COACpKaHHIO; 1Mo (opMme; Mo
AOKYMEHTe u IIPOUCXOXKICHNIO; IO CpEICTBaM (UKCAl[MH; [0 CPOKaM XpaHEHUs. 1
crmocodax MartepuanbHble HOCUTEIH HHPOPMAIIUH.
noxkymentupoBanusi | [lonarue noxymeHtupoBaHHs. OCHOBHBIE CIIOCOOBI JOKYMEHTHPOBAHHUS.
OCHOBHBIE COBPEMEHHBIC TEXHOJIOTUH, IMPUMEHSEMbIE MPU OpraHU3alUU
paloThI ¢ JOKYMEHTaMH B OpraHU3aLuAX (YUPEKACHUIX).
Tema 1.2 Conep:kanue y4e0HOro MaTepuaia 1
HopmarusHo- HopMaTuBHO-TIpaBOBBIE  aKThl, pETyJHMPYIOIIME  JOKYMEHTAllMOHHOE OK 01, OK 02, OK 05,
npasosas 0asa oOecrieueHne ynpaBieHUs. Y HUPHUKAIMA U CTAaHAAPTU3ALNs KaK OCHOBHBIE OK 09
JAOKYMEHTAIMOHHOI'0 | HAIIPABJICHUs COBEPLICHCTBOBAHMS JOKYMEHTOB U JIOKYMEHTAallMOHHOI'O I[IK' 1.3
odecneyeHus oOecrieyeHus ynpaBiIeHUsl.
yHpaBJIeHHUS ITepeuenn OCHOBHBIX roCyJ1apCTBEHHBIX CTaHapTOB Ha 1
YHU(DULIUPOBAHHbIE CUCTEMbl JOKyMeHTaluu. OCHOBHBIE I10JIOKEHHS
rocyJJapCTBEHHOMN CHCTEMBI JOKYMEHTAIUOHHOTO obecrieyeHus
ynpaBienusi. CocTaB  yHU(DUUIUPOBAHHBIX CHCTEM  JOKYMEHTALUU:
OpraHU3alMOHHO-PACIIOPSAIUTENbHAS, OTUYETHO-CTaTUCTUYECKA,
¢dbuHaHCOBas U Jp.
Tema 1.3 Cnocoobl u | Conep:xkanue yueOHOIro MaTepuaJia 3/2 OK 01, OK 02, OK 03,




npaBuJjia Co3TaHus
AOKYMECHTOB

Xapakrepuctuka, cocraB u coaepxkanue ['OCTa Ha cucremy
OpraHU3aIMOHHO-PACTIOPSAUTENBHON JOKYMEHTAUH. YHU(PHUIUPOBAHHAS

OK 04, OK 05, OK 06,
OK 07, OK 08, OK 09

cucrtema OPraHU3aALMOHHO-PACTIOPAIUTEIBHON JIOKYMEHTAIWH. 1 K 1.2, TIK 1.3

TpeboBanust k OQOpMIICHHIO JTOKyMEHTOB. Dopmyisp-oopazer; OP/I.

[IpaBuiia opopmiieHHs PEKBU3UTOB, periiaMeHTHpoBaHHBIX ['OCTom.

B ToM 4Hc/ie IPAKTHYeCKUX 3aHATHI 2

[Tpaktuyeckoe 3ansatue Nel. OdopmiieHne peKBU3UTOB Ha JIOKYMEHTAaX. 2
Pa3nen 2. OPTAHU3ALUA CUCTEMbBI JOKYMEHTAIIMOHHOI'O OBECITIEYEHUSA 26/14
Tema 2.1 Copepxxanue y4eOHOIro MmaTepuaJia 4/2 OK 01, OK 02, OK 03,
Od¢opmitenue XapakTepucThka M COCTaB CIPAaBOYHO-MH(DOPMAITMOHHBIX JTOKYMEHTOB OK 04, OK 05, OK 06
HH(POPMALHOHHO- (ciry»keOHBIX MHCEM, CIIPABOK, 3asBJICHUHN, aKTOB, TPOTOKOJIOB, JOKJIATHBIX ) K 1.2, IIK 1.3
CIPABOYHOM U OOBSCHHUTENBHBIX 3alMCOK), TpeOoBaHUS K WX O(OpMIICHHIO.
AOKYMEHTANHU JlokyMeHTHpOBaHUE AESITENbHOCTH KOJIETHAIbHBIX OPTaHOB.

B ToM umciie npakTHYeCKUX 3aHATHI 2

[Tpaktudeckoe 3anstue No2. OdopmireHne nHPOPMAITHOHHO-CIIPABOYHOM ’

JIOKYMEHTaI1H.
Tema 2.2 Copaepxxanue yueOHOTro MaTepuaJia 6/2 OK 01, OK 02, OK 03,
Odopmitenue OCHOBHBIE TpYIIIbl OPraHU3ALMOHHO-PACHOPSAIUTENBHBIX JIOKYMEHTOB. OK 04, OK 05, OK 06,
OpPraHu3anMoOHHO- XapakTepucTUKa W COCTaB OpraHMU3AlMOHHBIX JIOKYMEHTOB (yCTaBa, OK 07, OK 08, OK 09
pacnopsiANTEJbHON | TIOJOXKEHUsI, MHCTPYKIUH, JOJDKHOCTHOM HMHCTPYKIUH), TpeOOBaHMSA K K 1.2,T1IK 1.3
AOKYMEHTAIlUH odopmieHnto. XapaKTepuCTUKa U COCTAaB PAaCHIOPSIIUTENbHBIX JTOKYMEHTOB

(mocTaHOBNEHUs, IpUKa3a, PpELICHUs, pacHOpsDKEHUs,  yKa3aHus), 4

TpeOOBaHUS K UX 0OPMIICHHIO.

[lonsiTMe NONTMHHWKA, KOIMWHU, BBIMHCKU, AyOimMkata. Buasl komui

JOKYMEHTOB, OCOOCHHOCTH 3aBEPEHUS KO W BBHIMACOK HOTAPHAIHLHBIMHU

KOHTOpaMH U JOJKHOCTHBIMU JIMIIAMH OpraHU3aIuil.

B ToM 4Hc/ie IPaKTHYeCKUX 3aHATHH 2

[TpakTaeckoe 3ansatue Ne3. OdopmiieHrne opraHu3aoHHO- )

pacnopsAUTEIbHON JOKYMEHTAIUH.
Tema 2.3 | Copep:xkanue yueOHOro MaTepuajia 6/4 OK 01, OK 02, OK 03,
Od¢opmiienue 3asBieHUS U MPUKA3bI 10 JUYHOMY COCTaBy. JInuHas kaprouka Gopmbr T-2 2 OK 04, OK 05, OK 06,09




U JIUYHBIC ACJIa

B TOM 4HciIe IPAKTHYeCKUX 3aHATHI

1o o0pameHussM

paccMOTpeHHsI. AHAIU3 HCEM FPaXKIaH.

raAposor IIpaxTnueckoe 3anartue Ned. Oopmienne KagpoBol JOKyMEHTAIHMH. 4 HK1.3
Wmﬂu"u 2.4 | Conep:xkanue y4eOHOT0 MaTepuaja 4/2 OK 01, OK 02, OK 03,

JoroBopHo- [lonsitue  goroBopa. OcHOBHbIE  pasnenbl  JgoroBopoB. Ilopsimok OK 04, OK 05, OK 06
npaBoBas oopMIIeHHS TPYAOBOTO JOTOBOPA, JOTOBOPA MOCTaBKH, IOTOBOPA KYIUIU- 2 I[IK 1.2, TIK 1.3
AOKYMEHTAHs MPOJAXKH.

B Tom 4nciIe NPpAKTHYECKHUX 3aHATHH 2

[TpakTrueckoe 3ansaTue Ne5. OdhopmieHHe T10rOBOPOB. 2
Tema 2.5 | Conepxxkanue y4eOHOro MmaTepuasa 6/4 OK 01, OK 02, OK 03,
IIperen3uonHo- OCHOBHBIE PEKBU3UTHI M TOPSIOK OGOPMIICHHS TPETEH3UI, OTBETOB Ha OK 04, OK 05, OK 06,
HCKOBas nperensuto. FOpunnueckas ciayk0a, BBINIOJHAIOMAS [PETEH3UOHHO- OK 07, OK 08, OK 09
AOKYMEHTalUsA HCKOBYIO paboTy Ha npeanpusaTiu. JKypHan perucrpaluu npeTeH3uil. 2 I[IK 1.2, 11K 1.3

[Topsimox odopMiIeHHsT HUCKOBBIX 3asBICHUA M TPEICTaBICHHE WX B

ApOUTpaXHBIH CY/I.

B TOoM 4nc/ie npaKTHYeCKUX 3aHATHI 4

[Tpaktnyeckoe 3anstue Ne6. OdopmieHne NpeTEeH3MOHHO-UCKOBOM 4

JIOKYMEHTal1H.
Pa3znea 3 OPTAHU3ALUA PABOTBI C JOKYMEHTAMMUM B OPTAHU3AIIUAX 5/
(YYPEKJAEHUAX)
Tema 3.1 Coaep:xxanue yueOHOro MaTepuaJia 1 OK 01, OK 02, OK 03,
TexHosorus VYnopaBneHue M JI€JONPOU3BOJACTBO.  OpraHu3zanMoHHbIE  (DOPMBI OK 04, OK 09
OpraHu3anum JIETTONTPOU3BO/ICTBA. Cyx6a JIOKYMEHTAIlMOHHOTO oOecrieueHus IIK 1.2, T1IK 1.3
AOKYMEHT0000pOTa | ympaBJICHUs, OCHOBHAas 3ajada, (YHKIWH, THIIOBBIE CTPYKTYDHI, 1
B OpPraHM3anMsAXxX JOJDKHOCTHOM coctaB. Pernamenranus pabotsl ciyx6s1 JIOY. ITpumepHoe
(yupe:xxaeHusx) MOJIOKEHHE O CIY’KOe NOKYMEHTALMOHHOTO OOECIeUeHUs! YNpaBlICHUS U

JOJIKHOCTHBIE MHCTPYKLIUU.
Tema 3.2 Conep:kanue y4e0HOIro MaTepuaia 3/2 OK 01, OK 02, OK 03,
Ocob0ennocTn [TonsiTusa mpenioxkeHus, 3asBlICHUS W kKanoOwl. [lpwem u peructpanus 1 OK 04, OK 05, OK 06,
AeJIONPON3BOACTBA IMceM  TIpaxJaaH. PaccMoTpeHne W pa3pelieHue IMHCEM, CpOK OK 07, OK 08, OK 09

K 1.2,1IK 1.3




Kondunennuanpaoe aenonpousBoAcTBo. I'pud orpanuyenus pocrymna K
JOKYMEHTY. ABTOMAaTH3HPOBAHHBIE CHCTEMBI pabOTBI C JOKYMEHTaMHU.
CpenctBa H3rOTOBJIEHMS, KOIHMPOBAHMS W Pa3MHOXKEHUS JOKYMEHTOB.

rpakaaH u Opranu3aius pabounux MecT.
KOH(pHIeHIHAJBHOT | B TOM ynciie NPAKTHYEeCKHUX 3aHATHH 2
o nenonpousBoacTBa | [Ipaktuueckoe 3ansatue No7. OdopmieHne oOpaieHuit rpakaaH. 2
Tema 3.3 Conep:kanue y4e0HOro MaTepuaia 1 OK 01, OK 02, OK 03,
CucremMarmn3zanmus [Tonsitue  mokymentoobopora.  OOmMe  NPUHIUIIBI  OpPraHU3aIuU OK 04, OK 09
JAOKYMEHTOB, JIOKYMEHTOO0O0pOTa, €r0 OCHOBHBIE 3TaIlbl: IIPUEM U MepBUYHAast 00paboTKa I[IK 1.2, 11K 1.3
(hopMupoBaHMe UX B | JOKYMEHTOB; paclpeeieHHUEe MOCTYNMHUBIINX JOKYMEHTOB; PETHUCTpPAIIHS
JeJia U mepeaayva B JOKYMEHTOB U TMIPEIBAPUTEIIbHOE UX PACCMOTPEHHE; PACCMOTpPEHHUE
apXUB OPraHM3alMH | JJOKyMEHTOB PYKOBOJCTBOM OpraHM3aluu (y4peKIEeHHUs) U HaIpaBlICHUE )
UX Ha UCIMOJHEHWE; WCIOJHEHHE U KOHTPOIb 32 HUCIOJHEHUEM
JIOKYMEHTOB; TeKyIllee XpaHeHHE TOKYMEHTOB.
Homenkmnarypa gen. O6paboTka fen i MOCIeAYONIIEro XpaHeHHsl.
DKcrepTu3a IEHHOCTH TIOKYMEHTOB, 0(popMIIeHHE /IeTI, COCTABJICHUE
onuceld. Cnaya 1en B apXus.
[Ipomexytounas arrectanus — AudPpepeHupoBaHHBIN 3aUeT 2
CamocrostenbHas pabora 10
Bcero: 50




3. YCJIOBUS PEAJIM3ALIMU YYEFHOU JUCHUTNJIAHBI

3.1. Jlas peanuzauum NpPorpaMMmbl NpodecCHOHATBHOIO MOAYJIA 0JKHbI ObITh
NpeaycCMOTPeHbl CHelUaIbHble TNOMelleHus: KaOuMHeT «JoKyMeHTannoHHOro obecnedeHus
YIPaBICHUSD).

O6opynoBanue yueOHOTO KaOHeTa:

—  CTEeH/IbI 110 MPODUITIO TIPeIMeTa,

paboyee MeCTO MpernoiaBaTes;
— I0CaJIoYHBIE MECTa 10 KOJUYECTBY 00yUaromuxcs;
— JIOCKa.
TexHuueckue cpecTBa 00ydeHUS:
—  MYJbTUMEIUNHBIN IPOEKTOD,
— DJKpaH,
— HOYTOYK,
— 1udpoBble 00pa3oBaTEIbHbIE PECYPCHI.

3.2. UndopmanmnonHoe odecriedeHre peaaTu3anum nporpamMmmbl

Jnis peanu3anuu mporpaMMbl OMOIMOTEYHBIH QOHI 00pa30BaTEIBHON OpraHU3alluid UMEET
TIeYaTHBIE U AJICKTPOHHBIC 00pa30BaTeIbHbIC M MHPOPMAIIMOHHBIC PECYPCHI ISl UCTIOIB30BAHUS B
oOpazoBarensHOM Tpornecce. [lpu QopmupoBanun OubmuoreyHoro ¢oHga 00pa3oBATEIBHOMN
OpraHm3anyeil BBIOMPAETCSs HE MEHee OJHOTO H3JaHUS W3 TMEePEUYHCICHHBIX HIDKE IMEeYaTHBIX
W3JIaHUN M DJIEKTPOHHBIX HW3JIaHUN B KAayeCTBE OCHOBHOTO, MPH 3TOM CIHCOK MOXET OBITh
JIOTIOJTHEH APYTUMU U3TaHUSIMHU.

3.2.1. OcHOBHBIC MEYATHBIEC U3TAHUSA

l. 1.  Kysuenos, MU.H. JlokymeHTanimoHHOe  o0eclieyeHue  yIpaBJICHHS.
JIOKyMEHTOOOOpPOT ¥ JENONPOU3BOJACTBO :  YYEOHHMK W TPAKTHKYM  JUIS  CPEIHETO
npodeccuonansHoro odpazosanusi / 1. H. Ky3nenos. — 4-e uzn., nepepad. u nomn. — Mocksa :

WMzparensctBo [Opaiit, 2023. — 545 c. — (Ilpodeccuonansuoe obpaszoBanue). — ISBN 978-5-
534-16004-8.

2. bacakoB, M. W., JlokymeHTallMOHHOE oOOecreyeHre ynpaBieHusi (C OCHOBAMH
apxuBoBeJieHHs) : yueOHoe mocobue / M. WM. bacakoB. — Mocksa : KnoPyc, 2023. — 216 ¢. —
ISBN 978-5-406-11367-7. — URL: https://book.ru/book/948724 (mata obpamenus: 26.06.2023).
— Tekcrt : AIIeKTPOHHBIH.

3.2.2. OcHOBHBbIE JIEKTPOHHbIE U3AHUS

1. Bapmynn, B. B., /lokymeHnTanimonnoe obecrieueHue ympasieHus : yueOHuk / B. B.
Bapmynn. — Mocksa : FOctumus, 2022. — 271 c¢. — ISBN 978-5-4365-8902-2. — URL:
https://book.ru/book/942707 (nata obpamienus: 26.06.2023). — TekcT : 3MeKTPOHHBIH.

2. Kopuee, U.K. JlokyMeHTanMOHHOE OOECIICUCHUE YIPABICHUS : YYEOHHK U
NPakTUKyM 11 cpenHero mnpodeccuonansHoro obpasosanusa / U. K. Kopuees, A. B. Ilmenxo,
B. A. MamypreB. — 3-e m3a., nepepad. u gomn. — Mocksa : UsmarensctBo IOpaiit, 2023. —

438 c.— (ITpodeccuonanvHoe obOpazoBanue). — ISBN 978-5-534-16002-4. — Texkcr
AJIEKTPOHHBIN // OO0pazoBarenbpHas miardopma Opaiit [caiiT]. — URL:
https://urait.ru/bcode/523611 (nara obpamenus: 26.06.2023).

3. Ky3nenos, n. H. JlokymeHTamoHHOE obecrnieueHue yIIpaBJICHUS.

JIOKyMEHTOOOOpOT ¥ JENONPOU3BOJACTBO :  YYEOHHMK H  TPAKTHKYM JUIS  CPEIHETO



npodeccuonanbHoro odpasosanus / M. H. Ky3nenos. — 4-e u3z., nepepab. u nomn. — Mocksa :
WMznarensctBo [Opaiit, 2023. — 545 c. — (Ilpodeccuonansuoe obpaszosanue). — ISBN 978-5-
534-16004-8. — Tekcr : anexTpoHHbIH // OOpa3oBarensHas miatdopma KOpaiir [caiit]. — URL:
https://urait.ru/bcode/523613 (nara obpamenus: 26.06.2023).

4. KysnenoBa, M. B. JlokymeHTanmoHHOE o0ecredeHne ympaBieHus : YydeOHoe
nocooue mia CIIO / WU. B. Kysuenoma, I'. A. Xauarpsn. — 2-e u3ng. — CaparoB
[TpodobpazoBanue, Aii [Tu DOp Meaua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-
0216-4. — TekcT : >MEKTPOHHBIN // DNEKTPOHHBIM pecypc LUppPoBOH 00pa30BaTEIbHON Cpe/bl
CIIO PROFoGpazoBanue : [caiit]. — URL: https://profspo.ru/books/80326

5. [ysanmosa, H.H. JlokymeHTarmonHoe oOecrieueHne YOpaBJICHHS . y4YEOHUK H
MPAKTUKYM i cpeaHero mnpodeccruoHanbHoro obpasosanus / H. H. lllysanoBa. — 3-e wu3na.,
nepepad. u gom. — Mocksa : U3marensctBo IOpaiit, 2023. — 247 ¢c. — (IIpodeccuonansHoe
oOpazoBanme). — ISBN 978-5-534-16538-8. — Tekcr : snexktpoHHbld // OOpa3oBaTenbHas

wiardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/531240 (nata obpamenus: 26.06.2023).

3.2.3. JlonoJiHUTE/IbHbIE HCTOYHUKHU

1. Anb00M TEPBUYHBIX JOKYMEHTOB: OnekTpoHHas kuwmra (1 CD).- M.. U]
«PaBHOBecue».- (Cepust [lenoBble TOKyMEHTHD, BHIIL. 6).

2. ProkakoB A.I1. OOpa3ipl TOKyMEHTOB Uil TpakaaH: DnektponHas kaura (1 CD).-
M.: ]I «PaBHOBECHEY.

3. CnpaBouyHo-nipaBoBas cuctema «['apanr.

4. CrpaBouHo-nipaBoBas cucreMa «Koncynbrantlinrocy.

5. I'OCT P 7.0.97-2016. HanmonaneHselii ctanaapt Poccuiickoit @enepanuu. Cucrema

CTaH/IAPTOB MO WHQOpPMAIMK, OUOIMOTEYHOMY U WU3JaTelbckomy neny. OpraHu3almoHHO-
pacriopsiauTenabHas JOKyMeHTalus. TpeboBaHus K 0(OPMIICHHUIO IOKYMEHTOB.

6. PoxusitoBckas, M. P. JlokymeHTanmonHoe obecrniedenue : yuebnoe nocodue / . P.
PoxxusitoBckas. — Cumdeponons : YHUBEPCUTET SKOHOMHUKHU U ynpasienus, 2016. — 104 c. —
ISBN 2227-8397. — TekcT : 31eKTpOHHBIN // DIeKTpOHHBIN pecypc uudpoBoii 00pazoBaTeIbHOMN
cpensl CITIO PROFo6pazoBanue : [caiiT]. — URL: https://profspo.ru/books/73265

7. bacakoB, M. MW. [enomnpousBoactBo [JloKyMEeHTalMOHHOE  OOECTICUCHHE

ynpasienus] : yaeonuk / M. . Bacakos, O. U. 3amsinikoBa. — Pocros-nHa-/lony : ®enukc, 2014.
— 376 ¢. — ISBN 978-5-222-23063-3. — TeKkcT : B3JEKTPOHHBIA // DIEKTPOHHBIM pecypc
uugppoBoit  obpazoBarenpHOM  cpenpl CIIO  PROFo6pasoBanue : [caiit]. — URL:
https://profspo.ru/books/59345




4. KOHTPOJIb 1 OHEHKA PE3YJIBTATOB OCBOEHUA

YYEBHOI JUCHMUILINHBI

PesyabTaThl 00y4yeHHs |

Kputepun onenkn

MeToabl OLIEHKH

HepequL 3HaHPII>1, OCBAaMBACMBbIX B PaMKaX TUCHHMIIJIMHBI

Tepmunomorus B
obnactu
JOKYMEHTAIL[MOHHOTO
obecrnieueHus
yIIpaBJICHUS;
HopmaTtusHbIE
JOKYMEHTHI,
peraaMeHTHpYoIINe
COCTaBJICHUE u
odopmiteHne
JOKYMEHTaluu u
MOPSIIOK €€ 00padoTKY;
[IpaBuna cocraBneHus u
oopMeHuUs
OpraHU3alMOHHO-
pacropsIANTENbHBIX
JOKYMEHTOB, BXOJSAILINX
B YHU(DUIMPOBAHHYIO
CUCTEMY
OpraHHU3alIOHHO-
pacnopsAUTEIbHBIX
JIOKYMEHTOB,
YHH(DHUIEPOBAHHYIO
CUCTEMY IIEPBUYHOMN
YYETHOM JOKYMEHTaluu
B YaCTH JOKYMEHTALMHU
0 yUeTy Tpyaa;

Ilopsimoxk  mpoBeneHUs
HKCHEepPTU3bl  LIEHHOCTH
JOKYMEHTOB u
MNOArOTOBKM ~ JA€T K
apXMBHOMY XpaHEHHIO.
Texnonorus
OpraHu3aIuu
JOKyMEHTO00OpOoTa B
OpraHu3aIMsIxX
(Y4pexneHusx).

- opopmiieHHE TOKYMEHTOB U PEIICHUE

MIPAKTUIECKHIX CUTyalun c
HOPMAaTHBHBIM IIPABOBBIM
000CHOBAHHEM;

- HCITOJIB30BaHUE pa3INnIHbBIX
WMCTOYHUKOB, BKJIIOYAs DJIEKTPOHHEIC

pecypcel, Meama pecypcbl, MHTepHerT-
pecypchl, epUOIUYECKUe H3IaHUs 10
CIIeMATIbHOCTH TSt penieHus
MpoeCCUOHANIBHBIX 33124

- JEeMOHCTpAIMsg OTBETCTBEHHOCTH 32
NPUHSATBIE pPEUIeHUs, 000CHOBaHHOCTH
caMoaHaJIn3a U KOPPEKLHUs pe3yIbTaTOB
COOCTBEHHOI pabOTHI;

- HCIONB30BaHME 3aKOHOJATEIbHBIX WU
HOPMAaTHBHO-TIPABOBBIX ~ aKTOB  IpH
IUIAHUPOBAHUU TTPEANPHHAMATEIECKON
NESTeIbHOCTH B TMPO(hecCHOHANTBHOM
chepe;

- JIeMOHCTpalysi 3HaHUM B o0macTu
(uHAHCOBON TPAMOTHOCTH;

- KOHCTPYKTHMBHOCTH B3aMMOAEHCTBHS
¢ 00yJaromMucs, NpenoaaBaTesIMA B

Xoae  OOy4eHHs, PYKOBOJIUTEISIMU
yueOHOi u IIPOU3BOACTBEHHOMN
MIPAKTHK.

-co0uoieHne HOpM
pohecCUOHATEHON ATUKU;

— TIOCTpOEHHE TPO(PECCHOHATHHOTO
OoOmIeHHsT C  y4eTOM  COIMaJIbHO-
poeCCHOHATBLHOTO craryca,
CUTyallMi  OOIEeHHs, OCOOEHHOCTEH
TpyTIIBI u WHIBUIYaTbHBIX
0COOEHHOCTEMH Y4aCTHUKOB
KOMMYHHKAITIH;

- IPaMOTHOCTh YCTHOW U NMHUCbMEHHOU
peuu;

- odopmieHHe  OKyMEHTOB B
cootBeTcTBUU ¢ 'OCToM;

- sACHOCTh  (opMmynHpoBaHUS U
U3JI0KEHUST MBICJICH;
- TOpOSIBJICHHE  TOJIEPAHTHOCTH B

MpoIriecce OOIICHHMS;

- COONIOZICHHUE HOPM IIOBEACHHUS BO

- DKCIEpTHOE HAOJI0IeHNE
BBITMIOJTHEHHUSI
NPAaKTHYECKUX 3aJaHUMH,

- OIEHKa 10 UTOram
YCTHOTO orpoca
CTYJEHTOB,

- HaOMIo/leHNe MO0 UTOoraMm
TECTUPOBAHUS,
- OIECHKa B
POBEJCHUS
IIPOMEKYTOUHOMN
aTTeCTallUu.

nporecce




BpeMsl yuUeOHBIX 3aHATHIA;

- coOnroeHne CTaH/1apTOB
AHTUKOPPYIIIHOHHOTO MOBEACHUS;

- co0yroiaeT HOPMBI  3KOJOTUYECKOU
0€30I1acHOCTH;

- orpenenser HaTpaBJICHUS
pecypcocoepexeHus B paMKax
MpoPECCUOHAIIBHON  JESTEIHLHOCTH 10
CIIeNaTIbHOCTH;

- 5p}pEeKTUBHOCTh  HCHOJIH30BAHUS
cpencTB (DU3MYECKOW KyJIbTYpBl JUIs
COXpaHEeHHSI U YKPEIJICHUS 3/I0POBBs B
nporecce npodeccruoHaNbHON
JeSTEeTbHOCTH " NOJIeP KaHUS
HE0OXOaUMOTO  YpOBHSA  (U3HUYECKOM
MOJITOTOBJICHHOCTH;

- 50G(heKTUBHOCTh HCIIOJIB30BAHUS B
npogecCuoHAIbHON NEesATeTbHOCTH
HEOOXOAMMOW JTOKYMEHTAalluu, B TOM
YHCcIie HA HHOCTPAHHOM SI3BIKE

HepequL yMeHHﬁ, OCBAaMBACMBIX B paMKaX TUCIHMIIJIMHBI

[IpumeHATH
MIPAKTUKE
rOCyJJapCTBEHHBIC
CTaHIapTHI, TpyTHE
HOPMAaTHBHO-
METOAMYECKHUE
JTOKYMEHTHI,
perJamMeHTHpyoIIne
OpraHH3aIfio
JOKYMEHTAI[MOHHOTO
obecrniedeHus
yIpaBICHHUS;
CocraBnsTh u
NPaBUIBHO  O(QOPMIIATH
OCHOBHBIE BU/IBI
OpTaHU3aI[MOHHO-
pacropsInTeIbHBIX
JTOKYMEHTOB;
OdopmaTs
nH(pOpMaITMOHHO-
CIPAaBOYHYIO
JOKYMEHTAIHUIO;
OdopMasaTe KaIpoBYIO
JOKYMEHTAIHIO;
Odopmitsate
MPETEH3UOHHO-UCKOBYIO
JOKYMEHTAITHUIO.

Ha

- O(I)OPMHGHI/IG AOKYMCHTOB U PCHICHUC

MIPAKTUYECKUX CUTyauuu c
HOPMAaTUBHBIM IIPaBOBBIM
000CHOBaAHHUEM;

- HCIIOJIB30BaHUE pa3IMuHbIX
HCTOYHUKOB, BKJIIOYas DJIEKTPOHHBIE

pecypcel, Memua pecypchl, VHTepHET-
pecypchl, TEpUOTUUECKUE H3JIaHUs 10
CIICIINAJIBHOCTHU JJIS PECIICHHUA
npoeCCHOHATILHBIX 3a1a4

- JICMOHCTpAIlUs OTBETCTBEHHOCTH 3a
MPUHSTHIE PEIIeHUs, 000CHOBAHHOCTH
caMoaHaln3a U KOPPEKIUS pe3yIbTaToB
coOCTBEHHOM pabOTHI;

- HCIOJIb30BaHME 3aKOHOJATEIbHBIX WU
HOPMATHBHO-TIPABOBBIX ~ aKTOB  IIPH
TUTAHUPOBAHUH TIPEATNPHHUMATEILCKOM
NeSTeNbHOCTH B  MpodeccroHalbHOM
cdepe;

- JEMOHCTpalus 3HaHUM B o0mactu
(hMHAHCOBOM TPaMOTHOCTH;

- KOHCTPYKTHBHOCTH B3aUMOJCHUCTBUSA

C O6y‘-IaIOHII/IMI/IC$[, npenoaaBaTejIisiIMu B

xoJe  00y4eHMs, PpPYKOBOAUTEISIMHU
y4ueOHOM " IIPOU3BOJCTBEHHOMN
MPaKTHUK.

-coOmroIeHNne HOPM

po¢)eCCUOHAIBHON ATUKH;

- DKCIEpTHOE HaOJI0IeHNE
BBITIOJTHEHHUSI
NPAaKTHYECKUX 3aJaHUMH,

- OIEHKa 10 UTOram
YCTHOTO orpoca
CTYJEHTOB,

- HaOMIo/leHHe MO UTOoraMm
TECTUPOBAHUS,
- OIECHKa B
POBEJCHUS
IIPOMEKYTOYHON
aTTeCTallUu.

nporecce




— TOCTpoeHHE MpodecCHOHATBHOTO
oOIleHnsT ¢  y4eTOM  COIHAIbHO-

podhecCHoHATBEHOTO cTaryca,
CUTyalli  OOIIEeHHs, OCOOEHHOCTEH
T'pyHIibl u HWHAUWBHUYAJIbHBIX
0COOEHHOCTEM YYaCTHUKOB
KOMMYHUKAIIUU,

- TPaMOTHOCTh YCTHOW WU NMHUCbMEHHOU
peuu;

- odopmieHHe  JTOKyMEHTOB B
cootBeTcTBUU ¢ 'OCTowMm;

- sAcCHOCTH  (opMmynHpoBaHUS U
W3TI0KEHUS MBICTIEH;

- TpOsBIEHUE  TOJIEPAHTHOCTH B
TpoIiecce OOIICHMS;

- cobmrofieHre HOpPM TOBEICHHUS BO
BpeMsi YUEOHBIX 3aHATHH;

- coOnroeHne CTaH/1apTOB
AHTUKOPPYIIUOHHOTO TIOBE/ICHUS;

- coOyro1aeT HOPMBI  3KOJOTHYECKOU
0e30IMacHOCTH;

— oTpenensieT HaIPaBIICHUS
pecypcocOepexeHus B pamKax
MPOPECCUOHAIBHON JESATEIHHOCTH 10
CHEIHabHOCTH;

- 230(}EKTUBHOCT,  HCIIOJIH30BAHUS
cpencTB (U3NYECKON KYIbTYpBI IS
COXPAHCHUS M YKPCIUICHHUS 37I0POBBS B
porecce npodeccuoHaNbHOM
NEeSATEIIEHOCTH u IO PIKAHUS
HEO0OXOUMOTO  YpOBHSA  (U3HUYECKOM
MTOJITOTOBJICHHOCTH,

- 30 (heKTUBHOCTh HCIIOJIB30BAHUS B
npo¢eCCuOHAITBHON NeATeTLHOCTH
HEO0OXOUMOM JOKYMEHTAIlul, B TOM
YHCJIC HA HHOCTPAHHOM SI3bIKE




