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1 OBIIASAI XAPAKTEPUCTHKA PABOYEWM IPOTPAMMBI YUYEBHOM
JUCIHUIIVIMHBI OI1.06 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA

1.1 MecTO JTUCUMILJIMHBI B CTPYKTYPe OCHOBHO 00pa30BaTe/IbHOM MPOrpaMMbl:

VYuebnas nucrumiuHa OI1.06 JlokymMeHTanmoHHOE OOeclieueHne YIpaBJICHUs SBISETCS
00s3aTeNbHOM  YacThl0  OOIIENPO(ECCHOHANBHOTO IIMKJIAa OCHOBHOW — 00pa3oBaTeNbHOM
nporpammsbl B cootBeTcTBUM ¢ PI'OC 1o cnermansaoctr 40.02.04 KOpucnpyaeHuus.

Pe3ynpraToM OCBOEHHS AMCLMIUIMHBI SBISIETCS OBJAJCHHE OOYYAIOIIMMHUCS OOIIMX
komnerennuit (OK):

OK 01. Bsibupats cmocoObl pemeHus 3anad MNpo(ecCHOHAIBHOW JesTeIbHOCTH

MPUMEHUTEIBHO K Pa3IMUYHbIM KOHTEKCTaM;

OK 02. Hcnosib30oBaTh COBPEMEHHBIE CpEICTBAa IOMCKA, aHAIUW3a M HHTEPIpETalUU
uHpopMaluu M UHYOPMALIMOHHBIE TEXHOJIOTMU Ji BBIMNOJIHEHUS 3a7ad MpodecCHOHaIbHOU
JESITEIIbHOCTH;

OK 03. IInanupoBath U peanu30BbIBATh COOCTBEHHOE MPO(ecCHOHATIBHOE U JTMYHOCTHOE
pa3BUTHE, MPEINPUHUMATEIBCKYIO JEATEIbHOCTh B NMPOPECCHOHAIBHON Ccdepe, UCIO0Ib30BaTh
3HAHUS 110 PABOBOH U (PMHAHCOBOW T'PAaMOTHOCTH B PA3JIMYHBIX KU3HEHHBIX CUTYaIUsX;

OK 04. D¢ddexTrBHO B3aMOACHCTBOBATH M pabOTATh B KOJUIEKTUBE M KOMaH/IE;

OK 05. Ocy1iecTBisTh YCTHYIO M MHUCbMEHHYI0 KOMMYHUKAIIMIO HA TOCYIapCTBEHHOM
sa3pike  Poccuiickoit ®epeparuu ¢ y4eToM OCOOEHHOCTEH COLMATBHOTO U KYJIBTYPHOTO
KOHTEKCTa;

OK 06. IlposBisaTh TrpakJaHCKO-MATPUOTUYECKYIO TMO3UIUIO, JIEMOHCTPUPOBATH
OCO3HAHHOE TIOBEJICHNE Ha OCHOBE TPAJUIIMOHHBIX OOIIEUEIIOBEUYECKUX IEHHOCTEH, B TOM YHUCIIe
C Y4YeTOM TrapMOHHU3AlMM MEXKHALMOHAIBHBIX M MEXPEIUTHO3HbIX OTHOIIECHUH, MPUMEHSTh
CTaH/IapThl aHTUKOPPYIIIMOHHOTO TOBE/ICHNUS;

OK 09. Tlonb3oBaThcsi NMpOQecCHOHAIBHON JTOKyMEHTallMel Ha TOCylapCTBEHHOM U
MHOCTPAHHOM $I3bIKaX.

OOyuaromuecs 10JKHBI 0051a1aTh podeccuonanbHbIMU KomnereHusmu (11K):

I[IK 1.2. IlpumeHsTh HOPMBI TpaBa JUid pelIeHHs 3anad B MpodecCHOHATBHOU
JeITeIILHOCTH,

IIK 1.3. Bnamerp HaBBIKAMH TOATOTOBKH HOPHIAMYECKHX JOKYMEHTOB, B TOM YHCIE C
WCITOJIH30BaHNEM WH(POPMAITMOHHBIX TEXHOJIOTHA.

1.2 Heab ¥ mu1aHupyemble pe3yJbTAThl 0CBOCHHUS JUCUMIIIUHbI:
B pamkax mporpamMmbl y4eOHOM IHUCIUIUTMHBI 00yUYaIONUMUCS OCBAaMBAIOTCS YMEHUS U
3HAHUA.

Kon YMeHnus 3Hanusn
IIK, OK
OK 01 - IPUMEHSTH Ha ITPAKTUKE - TEPMHUHOJIOTHUIO B 00J1aCTH
OK 02 TOCYJapCTBEHHBIE CTAHAAPTHI, JIOKYMEHTAITMOHHOTO 00ecIeueHus
OK 03 JIpyrie HOpMaTUBHO-METOANYECKHUE | YIIPABIICHUS;
OK 04 JIOKYMEHTBI, PETJIAMEHTUPYIOLIUE - HOPMaTUBHBIE JJOKYMEHTBHI,
OK 05 OpraHU3aluio JOKYMEHTALMOHHOIO | PErNIAMEHTUPYIOLUE COCTaBICHUE U
OK 06 oOecrieyeHus yrpaBieHUS; odopmiIeHHEe JOKYMEHTAIMH U TIOPSI0K




OK 09
I[IK 1.2
IIK 1.3

- COCTaBJISATh U TPABUIIBHO
0(pOpPMIISTH OCHOBHBIE BUJIbI
OpraHu3aIMOHHO-
pacropsAaUTENbHBIX JOKYMEHTOB;
- ohopmsATH MHGOPMAITHOHHO-
CIPaBOYHYIO JOKYMEHTAIHUIO;

- 0OPMIISITH KAJIPOBYIO
JOKYMEHTAIIUIO;

- 0OPMIIATH MPETCH3MOHHO-
HCKOBYIO JIOKYMEHTAIIHIO

ee 00paboTKw;

- IpaBHJIa COCTABJICHUS U O(hOPMIICHUS
OpraHu3alMOHHO-PACHOPSAUTEIBHBIX
JIOKYMEHTOB, BXOJISIIIIUX B
YHU(PUIIUPOBAHHYIO CUCTEMY
OpraHU3aMOHHO-PACTIOPAIUTENbHBIX
JIOKYMEHTOB, YHU(DHUIIUPOBAHHYIO
CHUCTEMY MEPBUYHON YUYETHOMN
JOKYMEHTAIIUH B YaCTH JIOKyMEHTAIUU
0 y4YeTy Tpy[a;

- IOPAZIOK MPOBEACHUS IKCIIEPTHU3HI
[EHHOCTH JOKYMEHTOB U HOJTrOTOBKH
JIeNT K apXUBHOMY XPaHEHHUIO,
TEXHOJIOTHIO OPTaHU3alun
JIOKyMEHTO000pOTa B OpraHU3alUsiX

(Y4pexIeHusx).




2. CTPYKTYPA U COAEPXKAHUE YUYEFHOU JUCIHUATLIAHBI

2.1 O0beM y4eOHOM TMCHUILIMHBI U BUAbI YU4eOHOI padoThI

Buj yueOHoi1 padoThI O0bem B yacax

O0bem 00pa3oBaTeJIbHOM MPOrPpaMMbI Y4eOHOM TUCIATIIIMHbI 36

B TOM YHUCJIC:

TEOpPEeTUYECKOe 00yUeHne 4
HPAKTUYECKHE 3aHATUS 4
B TOM 4HCIIe: B POpME MPAKTUICCKOW TTOATOTOBKH 4

6 MOoM vucie sapuanmueHas 4acniob -

KypcoBasi pabota (IPOEKT) (eciu npedycmompeno) -

CamocrosTensHas pa60Ta -

HpOMe)KyTO‘IHaﬂ aTrecranmus -

B TOM YHCIJIC:

KOHCYJIbTalluH -

JuddepeHmpoBaHHbIN 3a4eT 2




TeMaTuuecKuil JIaH y4eOHOM TUCIMILIHHBI

Hroro Camocrost KoJsm4yecTBO ayJUTOPHBIX 4YaCOB
aKajieMuyecK| TeJlbHasi
HaumeHoBaHue pa3jiejioB H TeM HX 4acoB padora Beero | B T.4. B popme TeoDeTHY.|  MpAKTHY
oGyHuaro NMPaKTHYECKOM p : p )
e [OATOTOBKH o0ydyeHue | 3aHATHSA
Tema 1. OCHOBbBI JIOKYMEHTHUPOBAHU A 8 6 2 - 2 -
VITIPABJIEHYECKOU JIESATEJIBHOCTH
Tema 2. OPTAHU3ALIA CUCTEMBI 20 18 2 2 - 2
JOKYMEHTAIMOHHOI'O OBECITEYEHM A
Tema 3 OPTAHU3ALIA PABOTBI C JOKYMEHTAMU 6 4 2 - 2 -
B OPTAHU3AIUAX (YUPEXXKJEHUSAX)
JMuddepenunpoBanHblii 3a4eT 2 - 2 2 - 2
Bcero 36 28 8 4 4 4




2.2. TeMaTu4yeCcKMil IJIAH U COAePKAHME YUEOHOH TUCUUIIMHBI

HaumenoBanmue Conep:kanue yuyeOHOro marepuasa u GopMbl OPraHu3anuM JAesiTeJIbHOCTH Oo0bem Koani
pa3IesioB U TeM o0yJammxcst B Yacax KOMIIeTEeHIIHI,
¢dopmupoBanuio
KOTOPBIX
crocoo0cTByeT
3J1eMeHT
NMPOrpaMMblI
1 2 3 4
Tema 1. Conep:xanue yueOHOro MaTepuaJia 8
OCHOBbBI OcHoBHbIE CBOIiCTBA TIOKYMEHTOB U UX (P)YHKI[HM B CHCTeMe YIPABJIeHHS.
AOKYMEHTUPOBAHM | TJonsrue noxymenra. Mupopmanns u nokyment. Kimaccuduxanus 10KyMeHTOB:
A YIPABJIEHYECKOU | o puny odopmienus; 1o copepxkanuio; no Gopme; o mporCX0oxKIEHHUIO; IO
AEATEJIBHOCTH cpencTBaM (PUKCAIUK; 0 CPOKAM XpaHeHHs1. MaTepHaibHbIe HOCUTEIN 2
uHpopmanuu. [TonsTue nokymeHTHpoBaHus. OCHOBHBIE CIIOCOOBI
JTOKyMeHTHpOBaHUsS. OCHOBHBIC COBPEMEHHBIC TEXHOJIOTHH, IPUMEHSICMBIC ITPH
opraHu3zaiuu paboThl ¢ JOKYMEHTaMH B OpraHu3anusxX (YIperkICHHSIX ).
CamocrosiTesibHas padoTa 00y4arOMIMXCH 6
HopMmaTuBHO-TIpaBOBbIC aKThI, PETYJIUPYIONIHE JOKYMEHTAI[HOHHOE 00eCIIeYeHUE OK 01, OK 02,
yrpasieHus. Y HUUKAIKS U CTaHIapTU3aIMsI KaKk OCHOBHBIC HAITPABIICHHSI OK 05, OK 09
COBEPIICHCTBOBAHMSI JOKYMEHTOB M JJOKYMEHTAITHOHHOTO 00ECIICYCHHUS
yrpasienus. IlepedeHb OCHOBHBIX TOCY/IapCTBEHHBIX CTAHIaPTOB HA
YHU(DUITUPOBAHHBIC CUCTEMbI TOKYMEHTaIIuU. OCHOBHBIC MTOJIOKCHHS
rOCY/IapCTBEHHOM CHCTEMbI JOKYMEHTAIIMOHHOTO 00ECTICYCHUS YIIPaBIICHHS.
CocraB yHU(DUITMPOBAHHBIX CHCTEM JJOKYMEHTAIIUHU: OpPTraHU3aIlMOHHO- 6

pacrnopsAMTenbHas, OTYETHO-CTaTUCTHYECKas!, PUHAaHCOBAs U JIp.
HopmartuBHOe perynupoBaHue OOIIECTBEHHBIX OTHOIICHUN B YCIOBUSX
nepBoOBITHOTO cTposi. [Ipu3Haku, oTINYaroIIKe MPaBo OT COLMAIBHBIX HOPM
nepBoObITHOTO obO1ecTBa. [lyTn popmupoBanus npasa. OCHOBHbIE TEOPUHU
MIPOMCXOXACHUS MTpaBa: TEOJIOrMuecKas, ECTECTBEHHOI O IIpaBa,
MaTEpUATUCTUUECKAsl, ICTOPUYECKAs], PETYJIATUBHAS, TEOPHS IPUMUPEHUSI




Tema 2.
OPI'AHUM3ALIMA
CUCTEMBI
JOKYMEHTAIIMOHHO
I'O OBECIIEYEHUSA

Conep:xanue yueOHOro MaTepuaJia

20

B TOM umciIe NIPAKTHYECKUX 3aAHATHI

IIpakTuyeckoe 3ansitue Ne 1 Oopmiienue npeTeH3MOHHO-UCKOBOI
JOKYMEHTAI1H.

CamocTrosiTesibHasi padoTa 00yYarOMXxcst

18

XapakTepuCTUKa U COCTaB CIIPaBOYHO-MH(POPMALMOHHBIX TOKYMEHTOB
(cmyxeOHBIX MHUCEM, CIIPABOK, 3as1BJICHUI, aKTOB, IPOTOKOJIOB, JOKJIAJHBIX U
OO0BSICHUTENLHBIX 3aIMCOK), TPEOOBAHUS K UX OPOPMIICHHUIO.
JIOKyMEHTUPOBaHHE ACATEIHHOCTH KOJIJIETHAIBHBIX OPTaHOB.

OCHOBHBIE TPYIIIBI OPTaHU3AIMOHHO-PACTIOPSAUTEIBHBIX JTOKYMEHTOB.
XapakTepuCTUKA M COCTAB OPTaHU3AI[MOHHBIX JOKYMEHTOB (yCTaBa, IMOJIOKEHUS,
WHCTPYKIINH, TOJDKHOCTHOM HHCTPYKIMHK), TpeOOBaHUA K 0(hOPMIICHUIO.
XapakTepuCTUKa U COCTaB PACHOPSIUTENBHBIX IOKYMEHTOB (TIOCTaHOBIICHUS,
IpUKa3a, pelieHUs, pacOpsUKEHUs, yKa3zaHus), TpeOOBaHUA K UX OPOPMIICHHIO.
[ToHATHE MOATMHHKKA, KOTIUH, BBIIMCKH, AyOIuKaTa. Buabl Konuil 10KyMeHTOB,
0COOEHHOCTH 3aBEPEHHS KOIMH 1 BBIITUCOK HOTAPUATHHBIMA KOHTOPAMH H
JOJDKHOCTHBIMU JIMIIAMH OPTaHU3AIUH.

Odopmienne nHGOPMAIIMOHHO-CITPABOYHON JOKYMEHTAIIHH.

OdopmiieHre oprauu3aluoOHHO-PACTIOPSAUTEIILHON JOKYMEHTAIUH.
OcobenHoctr 0popMIIEHHS KaJIpOBOM U IOTOBOPHO-TIPABOBON JJOKYMEHTAIMH.
3asBiIeHMs U IPUKA3bI 110 TUYHOMY cocTaBy. JInunas kapTouka Gopmsl T-2 u
nuuHble aena. [Tonstue norosopa. OcHOBHBIE pa3/ienbl J0roBopoB. [Topsaok
oopmIeHHs TPYI0OBOTO 10r0OBOpa, JOroBOpa MOCTABKH, JOTOBOPA KYILIH-
MIPOAXKH.

Odopmienue 3asBlIeHNs U TPUKA30B M0 JUYHOMY COCTaBy

Odopmnenne JInunoit kapTouku ¢popmel T-2 u TUYHOTO Jena

OdopmiteHre TpyI0BOTO JOTOBOPA.

OCHOBHBIE PEKBH3HUTHI M TIOPSIOK 0(hOPMIICHHUS IPETSH3HIA, OTBETOB Ha
nperensuto. FOpuanueckas ciyx0a, BHITOIHSIONAS PETEH3MOHHO-UCKOBYIO
paboty Ha npeanpusTuu. JKypHan peructpauuu nperensuil. [lopsaok
o(opMIIeHHsI UCKOBBIX 3asBJICHUN U MpeJICTaBlIeHHE UX B ApOUTPAXKHBIH Cy/I.

18

OK 01, OK 02,
OK 03, OK 04,
OK 05, OK 06,
OK 09
I[IK1.2,1IK' 1.3

9




Tema 3.
OPT'AHM3AIIUSA
PABOTBI C
JOKYMEHTAMMU B
OPI'AHU3ALIUAX
(YYPEXJIEHUSAX)

Conep:xanue yueOHOro MaTepuaJa

YnpasJjieHue U 1eJI0NPOU3BOACTBO. OpraHu3anoHHbIe POPMBI
nenornpounsBozacTBa. Ciry:x6a TOKYMEHTallMOHHOTO 00eCTIeYeHHs yIIpaBICHUs,
OCHOBHas 3a7a4a, GyHKIMH, TUIIOBBIE CTPYKTYPHI, JOHKHOCTHOM COCTaB.
PernamenTanus pabotel ciyx061 JIOY. [IpuMepHoe most0KeHHE O CIyKOe
JOKYMEHTAI[MOHHOT'O O0ECTIeUeHUs YIPaBICHHS U TOJKHOCTHBIE HHCTPYKIIUH.
[TonsTus npeanoxkenus, 3asBiIeHUs U kanoosl. [IpuemM u perucrpanus nucem
rpaxnaas. PaccMoTpeHue U pa3peleHue N1uceM, CpoK pacCMOTPEHUs. AHANINU3
nuceM rpaxaad. KonpuneHmnuamsHoe 1enonpou3BoacTBo. ['pud orpanudenus

AOCTYIIa K TOKYMCHTY. ABTOMaTI/I?;I/IpOBaHHI)Ie CHUCTCMBI pa6OTI)I C JOKYMCHTaMH.

CpencTBa U3roTOBJICHHS, KOMTUPOBAHUS M PAa3MHOKEHUS IOKYMEHTOB.
Opranu3zanus pabo4ux MecT.

CamocrosiTesibHasA padoTa 00yyaroumuxcst

Odopmrenne obpalieHuii rpaxaaH.

[TonsTue nokymenToo6opota. O01IKe IPUHLUIIBI OPraHU3aLUuN
JOKYMEHTO000POTa, €ro OCHOBHBIE ATAITBL: IPUEM H IepBHYHAst 00padoTKa
JIOKYMEHTOB; pacipe/ieleHHe OCTYIUBIINX JOKYMEHTOB; perucTparus
JIOKYMEHTOB U MPEIBAPUTEIBHOE UX PACCMOTPEHHUE; PACCMOTPEHUE IOKYMEHTOB
PYKOBOJICTBOM OpraHU3aluy (y4pexJIeH!s) U HallpaBJIeHUE UX HA HCIIOJIHEHHE;
WCIIOJIHEHUE U KOHTPOJIb 3@ UCIIOJIHEHUEM JOKYMEHTOB; TEKYIIEe XPAHEHNE
nokymeHToB. Homenknarypa nen. O6paboTka Jien /i HOCIe yoero
XpaHeHHs. DKCIEePTH3a [IEHHOCTH IOKyMEHTOB, 0(hOpMIIEHHUE JIe]l, COCTaBIICHHE
onuceil. Cnava J1ei B apXuB.

OK 01, OK 02,

OK 03, OK 04,

OK 05, OK 06,
OK 09

AunddepennmpoBannsiii 3auet (IlpakTuyeckoe 3ansitue Ne2)

Bcero:

36

10




3 YCJIOBHUSA PEAJIN3AIIMA ITPOT'PAMMBbBI YUEBHOM JUCIUILINHBI

3.1 s peanu3anuu MNPOrpaMMbl Y4eOHOH JAMCHMUIUIMHBI NPeIyCMOTpPEHbI
cielyolue crenualbHble IOMeIeHus

Kabuner «lokyMeHTaITMOHHOTO 00ECIICUYCHHUS
OCHAaIlleH 000py/A0BaHHEM:

— paboure MecTa 00yJarommxcs (CTOJbI, CTYJIbs) — 25 IIT.;
— pabouee mecTo npenoaasarens — 1 mr.;

— yueOHas qocka — 1 mir;

— KHIKHBIA mKad — 1 mrT.;

— y4eOHO-METOINYeCcKas JINTEPaTypa Mo JUCIUTUTHHE
— KOMIUIEKT y4eOHO-HaTJISTHBIX TTOCOOHIA
TeXHHUYECKMMH CPeICTBAMH 00yYeHHsI:

— HOYTOYK C nuueH3uoHHbM [10 — 1 mT;

— TeneBu30p (9KkpaH) — 1 mT.

3.2 UndopmanuonHoe odecrieyeHne peajsn3aluu NporpaMmmal

Jlns peanu3anuu mporpaMMbl  OMOJIMOTEYHBINH (DOHJ HHCTHTYTa MMEET IICUaTHBIC U
AJIEKTPOHHBIE 00pa30BaTeNIbHbIE M NHPOPMALIMOHHBIE PECYPCHI, B TOM YMCJIE PEKOMEHI0BaHHbIE
OYMO, ansa ucnoib3oBaHus B oOpa3oBaTenbHOM Imporecce. CHUCOK JOMOJIHEH HOBBIMU
U3JaHUAMUA.

3.2.1 OcHOBHBIE HCTOYHHKH
1. 1. KysuenoB, W.H. [loxymeHTanmoHHOe o0OO€Cl€UeHUE  YIPABIICHHUS.

JIokyMeHTOOOOpPOT ¥ JCJIONPOM3BOJACTBO : Y4YEOHHMK M TMPAKTHKYM IS CPEIHETO
npodeccuonanbHoro oopazosanus / 1. H. Ky3nenos. — 4-e uzn., nepepab. u gon. — Mocksa :
WznatenberBo FOpaiit, 2023. — 545 ¢. — (IIpodeccnonanbaoe oopazoBanue). — ISBN 978-5-
534-16004-8.

2. bacakos, M. H., JlokyMeHTalMOHHOE OOecreueHue YIpaBieHUs (C OCHOBaMH
apxuBoBeJieHHs) : yueObHoe nocodue / M. U. bacakoB. — Mocksa : KnoPyc, 2023. — 216 ¢c. —
ISBN 978-5-406-11367-7. — URL: https://book.ru/book/948724

3.2.2. OCHOBHBIE 3JICKTPOHHbIC U3IAHUA

1. Bapmynn, B. B., lokymenTanimonHoe ooecnieueHue yrnpasieHus ;: yaeOuuk / B. B.
Bapmyan. — Mocksa : KOctunms, 2022. — 271 c¢. — ISBN 978-5-4365-8902-2. — URL:
https://book.ru/book/942707— TekcT : 37€KTPOHHBIIA.

2. Kopuees, M. K. JlokyMeHTalMoHHOE oOOECreueHue YNpaBiICHUS : yYEOHHK U
NPaKTUKyM Ui cpefgHero npogeccuonanbHoro obpazosanus / U. K. Kopuees, A. B. ITmenxo,
B. A. MamypreB. — 3-e u3a., nepepad. u jgorn. — Mocksa : UznarensctBo FOpaiit, 2023. —

438 c. — (IlpodeccuonanbHoe obOpazoBanue). — ISBN 978-5-534-16002-4. — Tekcr
NeKTpoHHBIH  //  OOpazoBarenbHas  matgopma  FOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/523611

3. Ky3nenos, n. H. JlokymeHTanmonHoe oOecrnieueHue YIIPABJICHUS.

JIokyMeHTOOOOpPOT ¥ JCJIONMPOM3BOJACTBO : Y4YEOHHMK M TMPAKTHKYM IS CPEIHETO
npodeccuonansHoro oopaszosanus / M. H. Ky3nenos. — 4-e u3z., nepepal. u gomn. — Mocksa :
WznatenscrBo FOpaiit, 2023. — 545 ¢. — (IIpodeccuonansuoe odpazoBanue). — ISBN 978-5-
534-16004-8. — TexkcT : anexTpoHHsIii // Obpa3oBarenbHas miatdopma KOpaiir [caiit]. — URL:
https://urait.ru/bcode/523613
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4, KysnemnoBa, M. B. JlokymeHTannoHHoe oOecreyeHue yrpaBieHUs : y4eOHOe

nocodue mis CIIO / W. B. Kysmenoma, I'. A. Xauarpsn. — 2-¢ m3a. — CapatoB :
[TpodoOpazoBanne, Al ITu Op Menua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-
4488-0216-4. — TekcT : 2JIEKTPOHHBIN // DAEKTPOHHBIA pecypc HmuGpPoBOl 00pa3oBaTeIbHON
cpeabt CITO PROFo6pa3osanue : [caiit]. — URL: https://profspo.ru/books/80326

S. lyBanosa, H. H. JlokymMeHTanmoHHOEe OOECleYeHHE YNPABICHUS : YUCOHUK U
NPaKTUKyM sl cpeaHero npodeccnonaiabHoro obpasosanusi / H. H. lllyBanoBa. — 3-e u3n.,
nepepad. u mon. — Mocksa : M3garensctBo HOpaiit, 2023. — 247 ¢. — (IlpodeccronanpHoe

obpazoBanue). — ISBN 978-5-534-16538-8. — Tekct : snextponHsiid // OOpa3zoBarenbHas
wiatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/531240
3.2.3. JlonoJiHUTEIbHbIE HCTOYHUKH

1. AnpOOM TMEpPBHYHBIX JOKyMeHTOB: OiektpoHHas kuura (1 CD).- M.: U]]
«PaBHoBecue».- (Cepust JlenoBbie TOKYMEHTBI», BBIIL 6).

2. PooxakoB A.II. OOpasupl JOKYMEHTOB AJisi TpakJaH: OJeKTpoHHas kHura (1
CD).- M.: U]1 «PaBHOBECHEY.

3. CnpaBouHo-nipaBoBas cuctema «l["apanTy.

4. CnpaBouno-npaBoBas cucrema «Koncymnprantllmocy.

5. I'OCT P 7.0.97-2016. Hamuonaneublii ctanmapt Poccuiickoit ®enepanuu.

Cucrema crapmaptoB 1o wuHQOpMaluMM, OUOIMOTEYHOMY U  M3AATEIBCKOMY  JEIy.
OpranuzalvoOHHO-PACTIOPAIUTENbHAS ~ JOKyMEHTauus.  IpeboBaHus K  O(OpMICHUIO

JIOKYMEHTOB.

6. PoxnsitoBckas, U. P. JlokymeHTaiimonHoe obdecnieueHue : yuebnoe mocodue / U.
P. PoxxusitoBckas. — Cumdeporons : YHUBEPCUTET SJKOHOMUKH U yripasneHwus, 2016. — 104 c.
— ISBN 2227-8397. — Tekct : 0QJIGKTPOHHBIA // ODJEKTPOHHBIA pecypc MHPPOBOIA
o0Opa3oBarenbHON cpenbl CIIO PROFo6pa3zoBanue : [caiiT]. — URL:
https://profspo.ru/books/73265

7. bacakoB, M. W. [enonpousBoactBo [[lokymeHTallmoHHOE oOecmedeHne
ynpasienus] : yueOnuk / M. U. Bacakos, O. W. 3ampiukoBa. — PoctoB-Ha-Jlony : deHUKC,
2014. — 376 c. — ISBN 978-5-222-23063-3. — TeKcT : 3JeKTPOHHBIN // DNEeKTPOHHBIN pecypc
nugposoii  obpazoBatenbHOM cpenpl  CIIO  PROFoOpazoBanme : [cait]. — URL:

https://profspo.ru/books/59345
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4 KOHTPOJIb U OIEHKA PE3VJbTATOB OCBOEHUS YYEBHOM

JTACIATIIAHBI

Pe3ysnbTarnl 00y4eHus

Kpurepum oneHku

MeTtoabl OLICHKH

HepequL 3HaHHﬁ, OCBAMBACMBIX B paMKax JUCHUIIIMHBI

- TEPMHUHOJIOTUS B 00J1acTH
JOKYMEHTAI[HOHHOTO
oOecrnieueHus ynpaBIeHUS;

- HOPMaTHUBHbIE JOKYMEHTHI,
periiaMeHTUpYIOLIHe
cocTaBiieHUe U opopmieHHe
JOKYMEHTALUH U TIOPSIJIOK ee
00paboTKu;

- IpaBHJIa COCTABJICHUS U
odopmIteHUs
OpraHu3aIMOHHO-
pacropsauTeNbHbIX
JIOKYMEHTOB, BXOJISIIHX B
YHU(DUIUPOBAHHYIO CUCTEMY
OpraHu3alMOHHO-
pacropsIuTeIbHBIX
JIOKYMEHTOB,
YHUDUIIUPOBAHHYIO CUCTEMY
MIEPBUYHOMN YUETHOU
JOKYMEHTAITUH B YaCTH
JOKYMEHTAIUH 110 Y4eTy
TPyAa;

- IOPAZIOK MIPOBE/ICHUS
HKCHEPTHU3bI IIEHHOCTU
JIOKYMEHTOB H MTOJITOTOBKH
JIelT K apXUBHOMY XPaHEHUIO;

- TEXHOJIOTHUSI OpraHU3aluu
JIOKyMEHTO0000pOTa B
OpraHu3aIusIx
(Y4pexIeHusx).

- ohopMIICHHE TOKYMEHTOB U
pelIeHne TPAKTHISCKIX
CUTYaIuii C HOPMAaTUBHBIM
MIPABOBBIM 00OOCHOBAHHUEM;
- HCIIOJIb30BAHHE PA3TMYHBIX
WCTOYHUKOB, BKJIFOUYAs
ANIEKTPOHHBIE PECYPCHI,
Meaua pecypcebl, IHTepHeT-
pecypchl, IEpUOIUIECKIE
W3JIaHHS 110 CHICIIMATbHOCTH
JUTSL PEIICHUS
npoeCCHOHAIILHBIX 3a]1aY;
- IEMOHCTpAIHs
OTBETCTBCHHOCTH 32
MIPUHATHIC PEICHUS,
000CHOBaHHOCTh
caMoOaHaJN3a U KOPPEKIHUS
pe3yabTaTOB COOCTBEHHOM
paboThI;

- HCTIOJIH30BAHUE
3aKOHOAATETbHBIX U
HOPMAaTHUBHO-TIPABOBBIX
aKTOB IMPH TUTAHUPOBAHUH
MpeANPUHIMATENHCKON
JESATSIILHOCTH B
npodeccuonanbHoOM chepe;
- IEMOHCTpAII¥sl 3HAaHHUH B
obnactu (hUHAHCOBOM
TPaMOTHOCTH;

- KOHCTPYKTHUBHOCTH

B3aUMOJICHCTBHS C
o0yJaronmmMucs,
MPENo/aBaTeIIMH B XOJ1€
00y4eHUs1, pyKOBOAUTEISIMU
y4eOHOU 1
MIPOU3BOJICTBEHHOM MPAKTHK;
-co0roIeHne HOpM
npodeccHoHaNBEHON STUKY;

- TOCTPOEHHE
po¢eCcCHOHAIBLHOTO
0OIIIEHUS C y9eTOM
COIMAJIBHO-
npoheCCHOHATIFHOTO CTaTyca,
CUTYaIluu OOIICHHUSI,

Texkyluii KOHTPOJIb:
—  OIICHKA BBHITIOJTHEHUS
MPaKTUICCKUX PaboT
—  YCTHBIW/(ppOHTATBHBIH/
MUCHbMEHHBINA OITPOC
— OIIEHKA pelleHus 3a/1a4
— TECTHUpPOBaHHE

IIpomeskyTouHasi aTTeCTALUA:

- ougpepernyuposanmbiii
3auem
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0COOEHHOCTEH IpyMITbl U
WHIUBUAYAIbHbBIX
0CcOOEHHOCTEH YUaCTHUKOB
KOMMYHHKAIUH;

- TPAaMOTHOCTb YCTHOM U
MUCbMEHHOU peuu;

- ohopMIICHHE TOKYMEHTOB B
coorBercTBUn ¢ 'OCToM;

- ICHOCTH (POPMYITHUPOBAHUS
U U3J10KCHUS MBICIICH;

- IPOSIBJICHUE TOJICPAHTHOCTH
B IpOIIECCE OOIICHUS;
- co0roIeHue HOpM

MIOBEJICHUSI BO BpeMs
y4EOHBIX 3aHATUH;

- cOOJII0/IEHUE CTaHJapTOB
AHTUKOPPYIIIHOHHOTO
MOBEICHUS;

- cO0JII0/1aeT HOPMBI

SKOJIOTHYECKOU
0e30I1aCHOCTH;

— OIIpeNeNseT HAIIPaBICHUS
pecypcocOepekeHus B
pamKax mpogeccHOHATBHON
JEeSITeTBHOCTH TIO
CHEIHATEHOCTH;

- 3¢ pexTUBHOCTD
WCIIOJIb30BAHUS CPEJICTB
(bU3NYECKON KYIbTYphI IS
COXPaHCHHS U YKPEILJICHHS
3JI0pOBbSA B IIpoliecce
npogecCuoHaIbHON
JeSITeIIbHOCTH U
MOJI/IEPKaHUsT HE0OXOJUIMOTO
ypPOBHSI (PU3HUECKON
MTOJITOTOBJICHHOCTH;

- 3¢ pexTUBHOCTD
WCIIOJIb30BAHUS B
npodeccroHanbHOI
JIESITENLHOCTA HEOOXOIUMOMI
JOKYMEHTAIUH, B TOM YHCIIC
Ha MHOCTPAHHOM SI3BIKE

HCpC‘-ICHL yMCHHfI, OCBAaNBACMbIX B paMKax JUCIHUIIINHBI

- IPUMEHSTH Ha TTPAKTHKE
roCyJapCTBEHHbBIE CTAaHIAPTHI,
JIpyTrre HOPMaTUBHO-
METOJIUYECKHE TOKYMEHTHI,
perjJaMeHTUpyIolre
OpraHHU3aIIIo
JOKYMEHTAIlMOHHOTO

- ohopMIICHHE TOKYMEHTOB U
pelieHue NpaKTUYECKUX
CUTYallMil C HOPMATUBHBIM
MPaBOBBIM 00OCHOBAHHUEM;

- UCIIOJIb30BAHUEC PA3JIMYHBIX
HMCTOYHUKOB, BKIIOYAst
3JIEKTPOHHBIE PECYPCHI,
Menua pecypceol, IHTepHer-

Texkylmuii KOHTPOJIb:
—  OlICHKA BBIMOJHEHUS
MPaKTHYECKUX paboT
—  YCTHBII/(pOHTAIBHBIN/
MUCbMEHHBIN OMPOC
— OLEHKa peueHus 3a1ad
— TECTUPOBaHUE

HpOMe)KyTO‘{Haﬂ arrecranusa:
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obecrieueHus yrpaBIeHUs;

- COCTaBJISITh ¥ IPABHIIBHO
0(hOpPMIIATH OCHOBHBIC BUJIBI
OpraHM3aluOHHO-
PacnopsIUTEIbHBIX
JIOKYMCHTOB;

- 0OpPMIIATH
UH()OPMAIIMOHHO-CIIPABOYHYIO
JIOKYMEHTALUIO;

- 0hOpMIIATH KaZPOBYIO
JOKYMEHTALUIO;

- 0OpPMIIATH IPETEH3MOHHO-
UCKOBYIO JIOKYMEHTAIUIO

pecypchl, IepuOIUIECKUe
W3JIaHHS TI0 CIICTIHATbHOCTH
JUISL pEeUICHHUs
npodeCCHOHATILHBIX 3a]1ad;
- IEMOHCTpAIIHs
OTBETCTBEHHOCTH 32
MIPUHATHIC PEUICHUS,
000CHOBaHHOCTb
caMOaHaJN3a U KOPPEKIHs
pe3yabTaTOB COOCTBEHHOM
paboTsr;

- HCTIOJIH30BaHUE
3aKOHOJATEIbHBIX U
HOPMaTHUBHO-TIPABOBBIX
aKTOB IPH TUTAHUPOBAHUH
MPEIINPUHUMATEICKOMN
JeSITeTbHOCTH B
npodeccuoHaIbHOU cdepe;
- ICMOHCTpAIlHs 3HAHUH B
obiactu (PUHAHCOBOM

I'pPaMOTHOCTH;
- KOHCTPYKTHUBHOCTBH

B3aUMOJICHCTBHS C
0o0ydJaroImmMucs,
MIPEToIaBaTesIMHU B X0O/IE
o0OyueHus1, pyKOBOJIUTEISIMU
y4ueOHOHU U
MIPOU3BO/ICTBEHHOM MPaKTHK;
-co0I0IeHuEe HOPM
npodeccHoHaNbHON STUKY;

- IOCTPOEHHE
npodeccrnoHanIbHOTO
0OIIIEHUS C yYeTOM
COLMAJIBHO-
po¢eCCHOHATFHOTO CTaTyca,
CUTyaluu oOIIeHus,
0COOEHHOCTEH rpynIbl U
WHIUBUTyaTbHBIX
0COOEHHOCTEN y4acCTHUKOB
KOMMYHUKAITUH,

- [PaMOTHOCTb YCTHOH U
MUCHbMEHHON peuH;

- ohopmIiIeHHE TOKYMEHTOB B
cootBeTcTBUH ¢ 'OCTowM;

- ICHOCTbh (pOPMYJTUPOBAHUS
M U3JIO’KEHUS MBICIIEH;

- IPOSIBJICHUE TOJICPAHTHOCTH
B IIPOILIECCE OOIICHUS;
- co0IoIeHue HOpM

- Jugpghepenyuposannwlii 3auem
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MOBEJICHHSI BO BpEMsI
y4eOHBIX 3aHATH;

- coOIMI0IeHNEe CTaHIapTOB
AHTHKOPPYIIIHOHHOTO
MOBEJICHMUS;

- co0Ir0/1aeT HOPMBI

SKOJIOTHYECKON
0€e30I1aCHOCTH;

— OIlpeNeNseT HAIPaBICHUS
pecypcocOepekeHus B
pamKax mpogeccCHOHATBHON
NeSITeTbHOCTH TI0
CHEIHAIBHOCTH;

- 3(ppeKTHBHOCTH
WCIIOJI30BAHUS CPEJICTB
(bU3NYECKON KYIbTYphI IS
COXPAHCHUS U YKPEIUICHHSI
3II0POBBSI B TIpoOIIeCCe
npodeccnoHaTBEHOM
JeSITeIIbHOCTH U
MOJI/IEPKaHUsT HE0OXOJUMOTO
ypOBHS (pU3HUECKOU
MMOATOTOBJICHHOCTH;

- 3(ppeKTUBHOCTH
WCIIOJIb30BAHUS B
npodeccnoHanbHOM
JEeSITENNLHOCTA HEOOXO0IUMOM
JOKYMEHTAIUH, B TOM YHCTIe
Ha WHOCTPAHHOM SI3bIKE
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