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1. OBIIIASI XAPAKTEPUCTHUKA IPUMEPHOM PABOYEN TPOT' PAMMBbI YYEBHOM
JNCHUIIVIMHBI
«OI1.06 JOKYMEHTAIIMOHHOE OBECIIEYEHUME YIIPABJIEHU S

1.1. MecTO AUCHUIJIMHBI B CTPYKTYpPe OCHOBHOI 00pa30BaTe/ibHOM MPOrpaMMbl

VY4yebHas IUCUMINIAHA

«I[OKYMGHTaI_[I/IOHHOG

obecreyeHne YIIpaBJICHUA»  ABJIACTCA

00s13aTepHOM yacThio O0menpodeccHoHaIBLHOTO UKIIA PUMEPHON 00pa30BaTEIIbHOM POTPAMMBI
B cootrBeTcTBUU ¢ ®I'OC CIIO 1o cnenuaibHOCTH.

Ocoboe 3HaueHue TUCIUILIMHA UMEET NMPU (POPMHUPOBAHUU U PA3BUTHH OOIIHUX KOMIIETEHITUN
OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 07, OK 08, OK 09.

1.2. Heas 1 niIaHupyeMble pPe3yJbTAaThl 0CBOCHUS JUCIHUIJIMHBI:
B pamkax mnporpamMMbl y4eOHOW JHCHUIUIMHBI OOYYArONIMMHKCS OCBAaMBAIOTCS YMEHUS

Y 3HaHUs
Kon YMeHus 3HaHud
IIK, OK
OK 01, IIpumeHATH Ha npaktuke | TepMuHOIOrMIO B obnactu
OK 02, roCyJ1apCTBEHHBIE CTaHJIapThl, | TOKYMEHTAlHOHHOTO obecrieueHus
OK 03, JIPYrue HOPMATHBHO-METOJIUYECKHE | YIIPABICHUS,
OK 04, JOKYMEHTBI,  pernameHtupyomue | HopmatusHbie JIOKYMEHTHI,
OK 05, OpraHM3alfi0 JOKYMEHTAIMOHHOTO | PErJaMEHTUPYIOIIUE  COCTaBJIEHHWE U
OK 06, o0ecrieueHus yrpaBIeHUS; oopmIIeHHE NOKYMEHTAllUU U TMOPSI0K
OK 07, CocraBiAaTh u MPaBWIBHO | €€ 00paboTKH;
OK 08, opopMIIATH OCHOBHbIE Bunbl | [IpaBuiia cocraBieHus W oQopMIICHUS
OK 09, OpraHU3alOHHO- OpraHU3aL[MOHHO-PACIOPSAAUTENbHBIX
K 1.2, pacnopsAUTENbHBIX TOKYMEHTOB; JIOKYMEHTOB, BXOSIINX B
K 1.3. OdopmisaTs nH(pOpMAITMOHHO- | YHU(DHUITIPOBAHHYIO CUCTEMY
CIPaBOYHYIO JOKYMEHTALHUIO; OpraHU3al[MOHHO-PACIOPSAAUTENbHBIX
OdopmnsaTth KaJIpOBYIO | TOKYMEHTOB, YHUPUIITPOBAHHYIO
JOKYMEHTAIHIO; CUCTEMY NEPBUYHON Y4ETHOU
Odopmitsath MIPETEH3UOHHO- | JOKYMEHTAIIMH B YACTU JOKYMEHTAIUH 110
HCKOBYIO JIOKYMEHTALIHIO. yuery Tpyaa;
ITopsnox  mpoBeneHUsT  SKCIEPTU3BI

IIEHHOCTH JJOKYMEHTOB U TIOJITOTOBKH JICIT
K apXHBHOMY XPaHCHUIO.
TexHonoruto OpraHu3aLu
JTIOKYMEHTOO0OpOTa B

(YUpeKIeHUSX ).

OpraHU3aIMsIX




2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIUILIAHBI
2.1. O0beM yueOHOI JMCHMIIJIMHBI M BUABI Y4e0HOH padoThI

Buna yueOHoii padoThl O0Bem B yacax

O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM JMCIHUIITHHBI 60

B T.4. B opMe NPAKTHYECKOH MOATOTOBKH 12

BT. 4.:

TEOpETHYECKOe 00yUeHne 24
MPaKTUYECKHUE 3aHATUS 12
Camocmosmenvuas paboma * 24
IIpomeskyTouHas aTTecTaAUMS

Y Camocmosmenvuas paboma 6 pamkax 06pazoeamenbHoOL RPO2PAMMbL HAAHUPYEMCs 06PA306aMENbHOT Op2anU3ayuer:
6 coomeemcmeuu ¢ mpebosanuimu PIOC CIIO 6 npederax obvema yueOHOU OUCYUNIUHBI 8 KOIUUECBe 4acoe,
HEoOXO00UMOM Ol BbLINOJHEHUs  3A0AHUll  CAMOCMOSMENLHOU — pabomvl  00VHaAOWUXCS,  NPedyCMOMPEHHbIX
MemMamuyeckum NIAHOM U COOEPIHCAHUEM YHeOHOU OUCYUNTIUHDL.
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2.2. TeMaTH4yeCKMil IJIAH U COAEPKAHME YUeOHOM JUCHMIIIIHHBI

O0beMm, akaj.
q/
B TOM 4HCJIE B

Koapl komMnereHumii,

HaumeHoBaHue Conep:kanue yuyeOHOro marepuasa u ¢popmMbl OpraHu3anumn ¢popmupoBanmnio
pa3/iesioB U TeM JAesITeIbHOCTH 00YYa0LIUXCs (bopme ., | KOTOPBIX CIOCOOCTBYeT
NPaKTHYeCKOM
3J1eMeHT NMPOrpamMMbl
NOATr0OTOBKH,
aKaa. 4
1 2 3 4

Paszea 1. OCHOBBI JOKYMEHTUPOBAHUS YIIPABJEHYECKOM JEATEJABHOCTH 5/2
Tema 1.1 IlonsaTne 0 | Cogep:kanue yueOHOro Mmarepuajia 1 OK 01, OK 02, OK 05,
AOKYMEHTAllMOHHOM | OCHOBHbBIE CBOMCTBAa NOKYMEHTOB U WX (YHKIIMH B CHCTEME YIpPaBICHUS. OK 09
odecrnedyeHuH [Monsitme gokymenta. Wudopmamms u  mokymeHnrt. Kriaccudukarms IIK 1.2, T1IK 1.3
ylpasBJieHusl, JOKYMEHTOB: IO BHUAY OGMOPMIICHUS; IO COACPXKAHWIO; 1O (opMme; I
AOKyYMEHTe 1 MPOUCXOXKACHUIO; TIO CpelncTBaM (UKCAIMH,; IO CpPOKaM XpaHCHHS. 1
crocodax MatepuanbHble HOCUTEIN UH(pOpMALIUH.
noxkymentuposanus | [lonstue nokymeHTHpoBaHusl. OCHOBHBIE CIIOCOOBI JOKYMEHTHUPOBAHMS.

OCHOBHBIE COBpPEMEHHBIE TEXHOJIOTHUH, MPHUMEHSEMblEe MPU OpraHU3aLUH

paboThI ¢ JOKYMEHTAaMH B OpraHU3alusAX (YUpeKICHUSX).
Tema 1.2 Coaep:xanue y4eOHOro MaTepuasa 1
HopmaTtusHo- HopMaTuBHO-IpaBOBbIE  aKThl,  PETYJUPYIOIIHE  JIOKYMEHTAalHOHHOE OK 01, OK 02, OK 05,
npasosas 6aza o0ecrnieueHre ynpapiieHUs. YHU(UKAIMSA U CTaHJApTU3alUs KaK OCHOBHBIE OK 09
AOKYMEHTAIMOHHOI0 | HAIPABJICHUSA COBEPIICHCTBOBAHUS JOKYMEHTOB M JOKYMEHTAILlUOHHOIO K 1.3
obecneueHust o0ecrieyeHus yrpaBaeHUs.
ynpasBJieHHUsA IlepeyeHb OCHOBHBIX TOCYAAPCTBEHHBIX CTAHIAPTOB HAa YHU(DUIIMPOBAHHbIE 1

CUCTEMBI ToKyMeHTaluu. OCHOBHBIE MOJIOKEHUSA TOCYJaPCTBEHHON CUCTEMBI

JTOKYMEHTAIMOHHOTO o0OecrieueHus ynpanieHus. CoctaB YHUPHUIIMPOBAHHBIX

CUCTEM JOKYMEHTAl[MU: OpraHu3allMOHHO-paclopsAUTEIbHAs, OTYETHO-

cTaTUCTUYecKasi, pUHAHCOBas U Ap.
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I'OCTa wHa
OpTaHU3aIMOHHO-PACHOPSIAUTEIBHON JOKyMEHTAUUU. YHHU(PHUIHUPOBAaHHAS

XapaKkTepuCTHKa, COCTaB M COJep)KaHHe CHCTEMY

OK 01, OK 02, OK 03,

Tema 1.3 Crioco0bI M | CHCTEMA OPraHU3AIMOHHO-PACTIOPSAAUTEILHON JOKyMeHTauu. TpeOoBaHMS K 1 OK 04, OK 05, OK 06,
NMPaBUJIA CO3AHMS odopmiieHuto fokymeHToB. @opmymsip-oopasen OP/I. IIpaBuna odhopmieHus OK 07, OK 08, OK 09
JOKYMEHTOB PEKBU3HUTOB, pernaMmeHTHpoBaHHbIX ['OCTomMm. K 1.2, I[IK 1.3

B TOM 4ymciIe NIPAKTHYECKUX 3aAHATHI 2

[Tpaktrueckoe 3anstue Nel. OdopmiieHre peKBU3UTOB Ha IOKYMEHTaX. 2
Paznea 2. OPTAHU3AIUA CUCTEMBI JOKYMEHTAIIMOHHOTI'O OBECIIEYEHUA 26/14
Tema 2.1 Conep:xanue yueOHOro MaTepuaJia 4/2 OK 01, OK 02, OK 03,
Odopmienue XapakTepucTuka W COCTaB CHPAaBOYHO-UH(OPMALMOHHBIX JIOKYMEHTOB OK 04, OK 05, OK 06
HH(POPMATTHOHHO- (cmy>xe0HBIX THCEM, CIIPABOK, 3asBICHUHN, aKTOB, POTOKOJIOB, JTOKJIATHBIX U 5 IIK 1.2, IIK 1.3
CIPaBOYHOM OOBSCHHUTENIHBIX  3allUCOK), TpeOoOBaHMSA K  HUX  OPOPMIICHUIO.
AOKYMEHTALlUH JIoKyMeHTUpOBaHUE AITETbHOCTH KOJUIETHAbHBIX OPTaHOB.

B ToM 4unciie MpaKTHYeCKUX 3aHATHIH 2

[Tpaktryeckoe 3anstue No2. Odopmienne nHGOPMAITIOHHO-CIIPABOYHON 5

JOKYMEHTAI1H.
Tema 2.2 Coaep:xanue y4eOHOro MaTepuasa 6/2 OK 01, OK 02, OK 03,
Odopmaenue OcHOBHBIE TpyNIbl OPraHU3ALMOHHO-PACIIOPSAUTEIBHBIX JTOKYMEHTOB. OK 04, OK 05, OK 06,
OpPraHM3anMoOHHO- XapakTepucTUKa M COCTaB OPraHM3aLMOHHBIX JIOKYMEHTOB (ycCTaBa, OK 07, OK 08, OK 09
PACHOPAAUTENbHON | MOJOXKEHUS,, WHCTPYKUUHU, JODKHOCTHOM WHCTPYKLHH), TpeOOBaHUS K K 1.2,T1IK 1.3
AOKYMEHTAIlUH odopmiieHnI0. XapaKTepUCTUKa U COCTaB PacCHOPSAIUTENIbHBIX JOKYMEHTOB

(mocTaHoOBIIEHUS, IPUKA3a, PELICHUS, paCIOPSKEHUS, YKa3aHus), TpeOOBaHUS 4

K UX 0(hopMIIEHUIO.

[lonsiTHEe TOANMHHMKA, KOIMWHU, BBIMUCKU, IyOnukata. Bunabl komuit

JOKYMEHTOB, OCOOCHHOCTH 3aBEPEHHUs] KOMHUHA U BBIMTUCOK HOTAPHAIHHBIMU

KOHTOPaMH M JJOJDKHOCTHBIMU JIMIIAMH OpTaHU3aIUi.

B ToM 4mciie NpaKTHYECKHUX 3aHATHH 2

[Tpaktrueckoe 3anstue Ne3. OdopmieHne opraHn3auoHHO- 9

pacmopsAIUTENbHON JOKYMEHTAINY.




Tema 2.3 | CoaeprxaHue yueOHOIr0o MaTepuaa 6/4 OK 01, OK 02, OK 03,
Odopmiaenue 3asBreHMs U IPUKA3bI 110 JTUYHOMY cocTaBy. JImuHast kapTouka Gopmsl T-2 u 5 OK 04, OK 05, OK 06,09
KaJpoBoil JINYHBIC AcTIa IIK 1.3
AOKYMEHTAlUH B ToM 4unciIe NPaKTHYECKUX 3aHATHH 4

[Tpaktrueckoe 3anstue Ned. OdopmieHre KaapoBoOi JOKYMEHTAIUH. 4
Tema 2.4 JloroBopHo- | Conep:xanue yueOHOro MaTepuaJjia 4/2 OK 01, OK 02, OK 03,
npaBoBast [Tonsitre noroBopa. OcHOBHBIC pa3jaensl JoroBopoB. [Topsaok odopmienus 5 OK 04, OK 05, OK 06
AOKYMEHTalusA TPYIOBOTO AOT0OBOPA, AOTOBOPA ITOCTAaBKH, 10IOBOPA KYIUIM-IIPOAAKH. K 1.2,1IK 1.3

B TOM umMciIe IPAaKTHYeCKUX 3aHATHI 2

[IpakTuyeckoe 3ansatue Ne5. OdopmiieHue 10roBOPOB. 2
Tema 2.5 | Copep:xkanmne yueOHOro MmaTepuajia 6/4 OK 01, OK 02, OK 03,
IIperen3zuonHo- OCHOBHBIE PEKBU3HUTHI M TOPSAOK O(GOpPMIICHUS MPETEH3WH, OTBETOB Ha OK 04, OK 05, OK 06,
HCKOBas nperensuto. fOpuaudeckas ciysx0a, BHIITOIHAONIAS IPETEH3MOHHO-UCKOBYIO OK 07, OK 08, OK 09
AOKyMeHTalusi paboty Ha npeanpusTan. JKypHan perucTpanuy NpeTeH3uil. 2 K 1.2,1IK 1.3

ITopsimox odopmileHHsI HUCKOBBIX 3asBIEHUI M TpEeACTaBICHUE HUX B

ApOUTpaKHBIi CyI.

B ToM 4mciie NPaAKTHYECKUX 3aHATHIA 4

[Ipaktnueckoe 3anarue Ne6. OdopmieHne MNPEeTEH3NOHHO-UCKOBOU 4

JTOKYMEHTAIHH.
Pazngen 3 OPTAHU3BALIUA PABOTHI C JOKYMEHTAMMUM B OPTAHU3ALUSX 5/9
(YYPEXKAEHUSX)
Tema 3.1 Coaep:xanue yueOHOro MaTepuasa 1 OK 01, OK 02, OK 03,
Texnonorns VYnopasieHne W JeNONpoM3BOACTBO.  OpraHu3alMOHHbIE  (OPMBI OK 04, OK 09
OpraHM3anuu JEJIONPOU3BOJCTBA. Cnyx0a JOKYMEHTALMOHHOTO obecrieyeHus K 1.2, IIK 1.3
JAOKYMEHT0000pOTa B | YIPaBJICHHUS, OCHOBHAas 3aja4ya, (YHKIUH, THIIOBBIE CTPYKTYPHI, 1
OpPraHu3auMsIxX JOJDKHOCTHOM cocTaB. Permamentanusi padotsl ciyx0b1 JIOY. Ilpumepnoe
(YupexneHusix) MOJIOKEHHE O CIYy)KOe TOKYMEHTAI[MOHHOTO OOeCreueHUs yIpaBlICHUS M

TOJKHOCTHBIE HHCTPYKITUH.
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[TonsTus npeioxkeHus, 3aaBiIeHUs U kano0bl. [Ipuem u perucrpanus nucem

Tema 3.2 rpaxjaH. PaccMoTpeHue u pa3pelieHue nuceM, CpoK pacCMOTpEHUs. AHAU3
OcodeHHoCTH MHACEM T'PaKJIaH. OK 01, OK 02, OK 03,
JAeJIONPOU3BOACTBA Kondunenmnmansnoe aenonpou3BoACTBO. ['pud orpaHuyeHus AOCTyNma K OK 04, OK 05, OK 06,
1o o0pameHusiM JOKYMEHTY. ABTOMAaTH3UPOBAaHHBIC CHCTEMBI PabOTBI C JIOKYMEHTaMH. OK 07, OK 08, OK 09
Irpa:kaaH u CpencrBa M3rOTOBJICHHS, KONMUPOBAHMS M PA3MHOXKEHHS JIOKYMEHTOB. K 1.2, I[IK 1.3
Konduaennuaabuoro | Opranusanus pabo4nux MecT.
JeJIONPON3BO/CTBA B ToM yHc/ie MPAKTHYECKUX 3aHIATHH

[TpakTuueckoe 3ansarue Ne7. OdopmiieHre oOpameHnid Tpax/IaH.
Tema 3.3 Conep:xanue yueOHOro MaTepuasa OK 01, OK 02, OK 03,
Cucremarmn3anus Tlousatue JIOKYMEHTO000poTA. O6mue MPUHIIHAIIBI OpraHu3aluu OK 04, OK 09
JAOKYMEHTOB, JOKYMEHTOO00OpOTa, €ro OCHOBHBIE STalbl: MPUEM U MepBUYHAs oOpaboTKa K 1.2, IIK 1.3

¢dopmupoBanue ux B
AeJia U mepeaayva B
apXUB OPraHu3alMuu

JOKYMEHTOB; paCIpe/eiCHUE IOCTYIHUBIIUX JIOKYMEHTOB; PETUCTpAIUs
JOKYMEHTOB W TMPEIBAapUTEIIBHOC WX PACCMOTPEHHE, PacCMOTPEHUE
JIOKYMEHTOB PYKOBOJICTBOM OpraHU3alluy (Y4peKJIE€HUs) U HAIPaBJIEHUE UX
Ha HCIOJHCHHEC, HCIIOJIHCHUC M KOHTPOJIb 3a HCIIOJIHCHUCM JOKYMCHTOB,
TCKYIICC XPAHCHUC NOKYMCHTOB.

Homenkinarypa nen. O6paboTka fesn uisi TOCIeayIOIIero XpaHeHus.
DKcnepTu3a HEeHHOCTH TIOKYMEHTOB, 0pOpMIIEHHE €T, COCTaBICHHE OMUCEH.
Cnaua nen B apXuB.

HpOMe)KYTO‘-IHaH aTTeCTalusAa

Bcero:
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3. YCJIOBHUA PEAJIN3AIIMU YYEBHOM JUCIUILIMHBI

3.1. lna peanu3zanuM NpPorpaMmbl NPo(eCcCHOHAJBLHOIO MOAYJSI JOJLKHBI ObITh
NpeayCMOTPEeHbI clienuaabHble IOMEIeHHs:

Kabuner  «JloKyMEHTallMOHHOTO obecriedeHUsT  YIpPaBICHUY, OCHAILICHHBIN
B COOTBETCTBUHU C 1. 6.1.2.1 oOpa3oBaTeIbHON MPOrpaMMBbl IO CHICITUATBHOCTH.

3.2. UndopmanmonHoe odecneyeHne peaau3anun NporpaMmmbl

Jiga peanuzanuu MporpaMMbl OUOIHOTEUHBIH (GOHI 00pa3oBaTeNbHON OpraHu3aliu
JIOJDKEH MMETh MeYaTHbIe W/UIIH AJIEKTPOHHBIE 00pa3oBaTebHble U HH(OPMAIIMOHHBIE PECYPCHI
JUIS ICTIOJIb30BaHus B 0Opa3oBarenbHOM npouecce. [Ipu popmupoBanun 6ubimorednoro ¢ponga
00pa3oBaTesbHOM OpraHu3alueld BhIOMPAETCS HE MEHEE OJHOr0 M3JIaHUS U3 MEePEeUUCICHHBIX
HMXXC IICYAaTHBIX I/ISIIaHI/Iﬁ n (I/IJII/I) SJICKTPOHHBIX I/I3[[aHl/Iﬁ B Ka4C€CTBC OCHOBHOIO, IMpHU 3TOM
CIIUCOK MOXET OBITh JJOTIOJIHEH APYTUMHU U3JaHUSMHU.

3.2.1. OcHOBHBIE T€YATHDBIE H3TAHUS

1. 1. Ky3neuo, W.H. JlokymeHTannoHHOE oOOecleyeHHe  YyIpaBICHHUS.
JIoKyMeHTOOOOPOT W JCJIONPOM3BOACTBO : YYEOHMK M MPAKTHKYM IS CPEIHEro
npodeccuonansHoro oopaszosanus / M. H. Ky3nenos. — 4-e u3a., nepepad. u gomn. — Mocksa :
WznatenberBo FOpaiit, 2023. — 545 ¢. — (IIpodeccronanbaoe oopazoBanue). — ISBN 978-5-
534-16004-8.

2. bacakoB, M. U., JlokyMeHTaluoHHOE OOecCIeUeHue ympaBieHHs (C OCHOBaMU
apxuBoBeeHus) : yueobnoe mocobue / M. U. bacakoB. — Mocksa : KnoPyc, 2023. — 216 ¢. —
ISBN 978-5-406-11367-7. — URL.: https://book.ru/book/948724 (nara ob6pamenus: 26.06.2023).
— TexcT : 3IEeKTPOHHBIN.

3.2.2. OcHOBHbIE 3JIEKTPOHHbIE U3IaHUS

1. Bapmynn, B. B., JlokymenTanimonHoe ooecnieueHue yrpasieHus ;: yaeOuuk / B. B.
Bapmyan. — Mocksa : KOctunms, 2022. — 271 c¢. — ISBN 978-5-4365-8902-2. — URL:
https://book.ru/book/942707 (nata ob6pamenus: 26.06.2023). — TeKcT : 37E€KTPOHHBIH.

2. Kopnees, N. K. JlokyMeHTalMOHHOEe oOecreueHue YNpaBieHUS : Yy4eOHUK U
NOPaKTUKYyM Ui cpegHero npogeccuoHansHoro obpaszoBanus / U. K. Kopuees, A. B. ITmenxo,
B. A. Mamypues. — 3-e u3n., nepepad. u gon. — Mocksa : U3narensctBo Opaiit, 2023. —

438 c. — (IlpodeccuonanbHoe obpazoBanue). — ISBN 978-5-534-16002-4. — Texkct
anekTpoHHsld  //  OOpazoBatenpHass  miatdpopma  FOpaitr  [caiit]. —  URL:
https://urait.ru/bcode/523611 (nara obpamenus: 26.06.2023).

3. Ky3neros, U. H. JlokymMeHTaImoHHOE obecrieueHue YIIpaBJICHHUS.

JIokyMeHTOOOOpPOT U JEJONPOUM3BOJACTBO | Y4YEOHHMK M TMPAKTHKYM IS CPEIHETO
npodeccuonansHoro oopaszosanus / M. H. Ky3nenos. — 4-e u3z., nepepab. u gomn. — Mocksa :
UznarensctBo FOpaiit, 2023. — 545 c. — (IIpodeccuonansnoe obpasosanue). — ISBN 978-5-
534-16004-8. — TekcT : anexkTpoHHbl // Obpa3oBarenbHas miatdopma IOpaiir [caiit]. — URL:
https://urait.ru/bcode/523613 (nara obpamenus: 26.06.2023).

4, KysnemnoBa, . B. JlokymeHTannonHoe oOecriedeHue yrpaBlieHUs : y4eOHOe
nocobue s CIIO / WU. B. Kysnemoma, I'. A. XawarpsH. — 2-e u3ng. — CaparoB :
[Tpodobpazosanue, At [Tu Op Menna, 2019. — 166 ¢. — ISBN 978-5-4486-0404-1, 978-5-4488-
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0216-4. — TekcT : 2MEKTPOHHBIN // DNEKTPOHHBIA pecypc nU(poBoi 00pa3oBaTEIbHON CPEIbI
CIIO PROFo6Gpa3oBanue : [caiit]. — URL: https://profspo.ru/books/80326
S. IlyBanosa, H. H. JlokymMeHTanmoHHOEe OOECleYeHHEe YNPABICHUS : YUCOHUK U

NPaKTUKyM sl cpeaHero npodeccuonanbHoro obpasosanusi / H. H. lllyBanoBa. — 3-e u3n.,
nepepad. u mon. — Mocksa : M3garensctBo HOpaiit, 2023. — 247 ¢. — (IlpodeccronanpHoe
obpazoBanue). — ISBN 978-5-534-16538-8. — Tekct : snexrponHsiii // OOpa3zoBarenbHas
miatdopma IOpaiitr [caiit]. — URL: https://urait.ru/bcode/531240 (mara oOparieHus:
26.06.2023).

3.2.3. JlonoJTHUTEIbHbI€ HCTOYHUKHU

1. AJNBOOM TEpBHYHBIX JOKYMEHTOB: OnekTpoHHas kuura (1 CD).- M.. U]]
«PaBHOBecue».- (Cepust JlenoBbie IOKYMEHTBI», BHIIL. 6).

2. ProkakoB A.IT. O6pa3iibl JOKYMEHTOB JUlsl rpaxkaaH: DiekrponHast kaura (1 CD).-
M.: U] «PaBHOBECHEY.

3. CnpaBouyHo-nipaBoBas cucteMa «l'apanT».

4, CnpaBouHo-npaBoBas cuctema «Koncynprantllmocy.

5. I'oCT P 7.0.97-2016. Hamumonaneublii ctanmapt Poccuiickoit ®enepanuu.

Cucrema craHmaproB 1o HWHPOpPMALWH, OUOIMOTEYHOMY H  HM3/IATEILCKOMY  JICiy.
Opraau3anroHHO-pacTIOPAIUTEIbHAS JOKYMEeHTaIus. TpedoBaHus K 0()OPMIICHUIO TOKYMEHTOB.

6. PoxnstoBckas, U. P. JlokymerTannmonHoe obecniedenue : yaeoHoe mocodue / U. P.
PoxnsToBcKast. — CumM¢peponons : YHUBEPCUTET SKOHOMUKHU U ynpasienus, 2016. — 104 ¢. —
ISBN 2227-8397. — TekcT : 2NeKTpOHHBIH // DNEKTPOHHBIN pecypc b poBoil 00pazoBaTeIbHON
cpennt CITO PROFo6pa3oBanue : [caiit]. — URL: https://profspo.ru/books/73265

7. bacakoB, M. W. [enonpousBoactBo [[lokymeHTanmoHHoe oOecnedeHue
ynpasienus] : yaueonuk / M. U. bacakos, O. U. 3ambiiikoBa. — PoctoB-na-Jlony : @enukc, 2014.
— 376 ¢. — ISBN 978-5-222-23063-3. — TekcT : 2leKTpOHHBIN // DIEKTPOHHBIA pecypc
uudposoit  obpazoBatenbHOUM cpenbl  CIIO PROFoOpazoBanme : [caitir]. — URL:
https://profspo.ru/books/59345

11


https://profspo.ru/books/80326
https://profspo.ru/books/73265
https://profspo.ru/books/59345

4. KOHTPOJIb U OHEHKA PE3YJIbTATOB OCBOEHMUS

YUYEBHOM JUCIIUTIJIMHBI
Pe3syabTarsl Kpurepum ouenku MeToabl OllEeHKH
00y4eHust

IlepedyeHn 3HaHMIA, OCBAMBAEMBIX B PAMKAX JWCITUTLIMHBI

TepMuHosorus B | - ohopMIIeHNE TOKYMEHTOB U pEIIEHHE | - SKCIIEPTHOE HAOII0ICHNE

obractu MPAKTUIECKIX CUTyaIui C | BBIIOJIHEHHUS

JOKYMEHTAI[MOHHOTO HOPMAaTUBHBIM MIPABOBBIM | MIPAKTUYECKUX 3aaHUH,

obecneueHuUs 000CHOBAHHEM; - OlEHKa [0 HTOraM

YIpaBJICHUS; - HCIIOJB30BaHueE Pa3IMYHBIX | YCTHOTO ompoca

HOpMaTI/IBHBIe HCTOYHHUKOB, BKJIFOYasd JSJICKTPOHHBIC CTYIEHTOB,

JIOKYMEHTHI, pecypcel, Menua pecypebl, HTepHeT- | | yagmonenne mo mroram

perTAMEHTHPYIONTHE pecypchl, IEPUOIUYECKUE U3TAHUS 110 TeCTHPOBAHE,

CIIEHAILHOCTH IS perieHus

COCTAaBJICHHC v POhECCHOHATBHBIX 33124 - OIlECHKa B TMpoIecce

odopmiterme - JIEMOHCTpALHsl OTBETCTBEHHOCTH 3a | | POBCACHHA

NOKyMCHTaIlMU U | npunHsThIC pelienns, 000CHOBAaHHOCTD HPOMEKYTORHOH
aTTEeCTALMHU.

MOPSZIOK €€ 00paboTKH;
[IpaBuna cocTtaBieHUS
u odopMIIeHUS
OpraHu3aIOHHO-
pacnopsAUTENbHBIX
JTOKYMEHTOB, BXO/ISIINX
B YHUDUIUPOBAHHYIO
cUCTEMY
OpTraHU3aIMOHHO-
pacropsIuTeIbHBIX
JOKYMEHTOB,
YHU(DUITUPOBAHHYIO
CHUCTeMYy  NEepBUYHOMN
Y4ETHOM
JTOKYMEHTAI[MH B 4acTH
TOKYMEHTAITUH
yUeTy Tpyna;
[Topsimox  mpoBeneHus

Io

OKCIICPTU3BI
HAOKYMCHTOB
IIOATOTOBKHU

LIEHHOCTHU

U

Ien K
apXMUBHOMY XpPaHEHHUIO.

Texnonorus
OpraHMu3aLu
JOKYMEHTOoOOOpoTa B
OpraHM3aLusaxX
(YupexaeHusx).

caMmoaHaln3a u KOpPEKLHUs
PE3YJIBTaTOB COOCTBEHHOM palboTHI;

- MCIIOJIb30BaHME 3aKOHOJATEIbHBIX H
HOPMATHUBHO-TIPABOBBIX ~AKTOB  IIPH
TUTAHUPOBAHHUU
NPEINPUHIMATEIBCKON NI TeTbHOCTH
B ipodeccuoHanbHOM chepe;

- JEMOHCTpauusi 3HaHUH B oOmacTu
(uHaHCOBOI I'PaMOTHOCTH;

- KOHCTPYKTUBHOCTH
B3aUMOJEUCTBUS C O6y‘IaIOH_II/IMI/ICH,
npenoaaBareyisiMu B XOAC 06y‘IeHI/I$I,

PYKOBOJIUTENAMHU yueOHoit U
HpOI/ISBOI[CTBeHHOfl IMPAKTHK.
-co0JII0/IeHNe HOpM

poeCCHOHAIBHON ATUKU;
MOCTpPOCHHE MPOECCHOHATEHOTO

OOIIEHHS C y4YETOM  COLHAIBHO-
podecCHOHATBHOTO craryca,
CUTyallul OOIIeHUs,, O0COOCHHOCTEH
TpyHIibL u HHIWBHUIYAJIbHBIX
ocoOeHHoCTeH YYaCTHUKOB
KOMMYHUKAIIUH;

- TPAaMOTHOCTh YCTHOW M NMUCHMEHHOM
peun;

- odopmieHHe  JIOKYMEHTOB B

cootBeTcTBHH ¢ 'OCTom;

- ACHOCTb  (OpMyJIMpOBaHUS U

H3JI0KCHUA MBICJICI‘;I;
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- TpOsBICHUE TOJICPAHTHOCTH B
npoIiecce OOIIeHHUS;

- CcOOJII0JICHWE HOPM TIOBEJCHHS BO
BpeMsl YUEOHBIX 3aHSTUI;

- colOutoieHne CTaHJapTOB
AQHTHUKOPPYILHOHHOTO TOBE/ICHHS;
- COOJIOIaeT HOPMBI JKOJIOTUYECKOIt

0e301acHOCTH;

- orpenenser HaTpaBJICHUS
pecypcocOepexeHus B pamKax
npoECCUOHATILHON JIEATEILHOCTH 10
CHELHATbHOCTH;

- 3h(}EeKTUBHOCTh  MCIOJb30BaAHUS
cpeAcTB (HU3MYECKOW KyIbTYPBI JUIS
COXpaHEHHsI U YKPETUICHHsI 3]I0POBbSI B
nporecce npodeccCHOHATbHON
JeSITeIbHOCTH u TOI/ICPKaAHUS
HEOOXOIUMOT0 YpOBHS (U3HUECKOI
MOJrOTOBJICHHOCTH;

- 3(peKTUBHOCTh HCIIOIB30BAHHUSI B
poQeCCHOHAIBHON JIeATETbHOCTH
HEOOXOJMMOM JTOKYMEHTAI[MH, B TOM
YHCIIe HA HHOCTPAHHOM SI3BIKE

Hepequb YMGHHﬁ, OCBAWMBACMBIX B paMKaX OJUCHUIIJIMHBI

IIpumMeHATH Ha
MPaKTUKE
rocyJapCTBEHHBIC
CTaHIapTHI, Ipyrue
HOPMaTHUBHO-
METOANYECKUE
JIOKYMEHTBHI,
periiaMeHTHPYIOLIe
OpraHu3aIHIo
JIOKYMEHTAIMOHHOTO
o0ecrnieyeHus
YIpaBIIEHUS;
CocraBnATh u
MPaBIWIBHO O(QOPMIISATH
OCHOBHBIE BH/IbI
OpraHU3alMOHHO-
pacropsiIUTETbHBIX
JIOKYMEHTOB;
OdopmsaTs
MH(OPMAaLIMOHHO-
CIIPaBOYHYIO
JIOKYMEHTAIUIO;

- opopmIIeHHE TOKYMEHTOB U PELICHHE

HpaKTI/I‘-IeCKI/IX CI/ITyaHI/Iﬁ C
HOpMaTI/IBHBIM Hp ABOBbBIM
000CHOBaHHEM;

- HCIIOJIb30BAHKE pa3IMYHBIX

WCTOYHUKOB, BKIIIOYAsi AIIEKTPOHHBIE
pecypcel, Meaua pecypcebl, HTepHeT-
pecypchl, IEPUOMUECKUE U3IaHUS 110
CHeNHaTbHOCTH Juis peLeHus
MpoeCCHOHANIBHBIX 3a]1a4

- JIEMOHCTpAIUsi OTBETCTBEHHOCTH 3a
NPUHATHIE PElIeHHs, 0O0CHOBAaHHOCTb
camoaHau3a u KOPPEKIHs
pe3yNbTaTOB COOCTBEHHOM PabOTHI;

- HMCIIOJIb30BaHME 3aKOHOJATEIBHBIX H
HOPMATHUBHO-TIPABOBBIX ~ aKTOB  TIpH
TUTAHUPOBAHHUA
NPEINPUHIMATEIBCKON NI TETbHOCTH
B IipodeccuoHanbHoO chepe;

- JeMOHCTpalMs 3HaHUM B o0jacTu
(¢buHaHCOBON I'PaMOTHOCTH;

- KOHCTPYKTHBHOCTb

B3aUMOJEUCTBUS C O6y‘-IaIOIJ_II/IMI/IC}I,
npenoaaBarejisiMu B XOAC 06y‘-IeHI/ISI,

- OKCIICPTHOC Ha6J'IIO,I[CHI/Ie
BBITIOJTHCHH A
IMPAKTUYCCKUX 3a,[[aHPII>i,

- OIEHKAa TII0 HTOram
YCTHOTO orpoca
CTY/ICHTOB,

- HaOJIOZeHHE 10 UTOram
TECTUPOBAHUS,

- OLEHKa B
MIPOBEIEHUS
IIPOMEKYTOYHON
aTTeCTallUu.

nporecce
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OdopmisATs KaapOBYIO
JOKYMEHTAIHIO;
OdopmnsTh
MIPETEH3UOHHO-
HCKOBYIO
JTOKYMEHTAIHIO.

PYKOBOJIUTEISIMU yueOHO u
IIPOU3BOJCTBEHHOM IIPAKTHUK.
-cobmroienne HOPM
po(hecCHOHATLHOM ATUKH;

— TOCTpOoeHHE MPOPECCHOHATBLHOTO
oOIlIeHUsT C YYEeTOM  COIMaJIbHO-

npoeCCHOHATBHOTO craryca,
CUTyalluu OOINEHUs, OCOOCHHOCTEH
TPYIIIIBI u WH/IUBUyaTbHBIX
0COOEHHOCTEN Y4aCTHUKOB
KOMMYHHKAIHH;

- TPaMOTHOCTb YCTHOM M IIMCBMEHHOH
peuu;

- odopmieHHE  JIOKYMEHTOB B
cootBercTBUM ¢ 'OCTowMm;

- SCHOCTb  (OpPMYJIMpPOBAHUA H
U3JI0’KEHUS MBICIIEH;

- [pOSIBJICHHE TOJEPAHTHOCTH B
MpoIecce OOIIEHUS;

- COOJIIOZICHHE HOPM TMOBEICHUS BO
BpeMsi YUEOHBIX 3aHSTHIA;

- coOTroIeHIE CTaH/1apTOB
AHTUKOPPYIIIMOHHOTO MOBEICHUS,

- co0oaeT HOPMBI SKOJOTHYECKOM

0e301acHOCTH;
— oTpeeIseT HaIpaBJICHUS
pecypcocOepexeHus B pamKax

MPOPECCUOHAIIBHON JEATEILHOCTH IO
CIEIHNAbHOCTH;

- 30(}eKTUBHOCTh  MCMOJIb30BAHUS
cpencTB (U3HUECKON KyIbTyphbl IS
COXpaHEHHsI U YKPETUICHHSI 3I0POBbHSI B
npoiecce npogeccuoHaTbHON
JeSITeTTbHOCTH u TOI/ICPKaAHUS
HE00X0UMOTO YpOBHS (U3NYECKOMH
MOJITOTOBJICHHOCTH;

- 3G (}EeKTUBHOCTh HCIONb30BAHUS B
npoQeCCHOHAILHON JIeATeTLHOCTH
HEOOXOIUMOM JOKYMEHTAIlMH, B TOM
YrcIie HA MHOCTPAHHOM SI3BIKE
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