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1 OBIIASA XAPAKTEPUCTHKA PABOYEW ITPOTPAMMBI YUEBHOU
JUCIHUIIVIMHBI OI1.06 JOKYMEHTAIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA

1.1 MecTo AUCHUIJIMHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/ibHOI NPOrpaMMBbl:

VYuebnas nucuumimaa OI1.06 JlokyMeHTalMOHHOE oOecriedeHue yIpaBiIeHUs SIBISETCS
00s3aTeNbHOM  YacThi0  00IIENTPO()EeCCHOHAILHOTO — LUKJIa OCHOBHOW  00pa3oBaTesIbHON
nporpamMmbl B cootBeTcTBUU ¢ PI'OC no cnenuansHoct 40.02.04 FOpucnpyneHus.

Pe3ynpTaToM OCBOEHMS IUCLMIUIMHBI SIBJSETCS OBJaJE€HUE OOYYAIOUIMMMCS OOLIMX
komrereHmuil (OK):

OK 01. BeiOupats cmocoObl pemeHus 3anad4 MNpo(ecCHOHAIBHOW esTeIbHOCTH

MPUMEHUTEIHHO K Pa3IMUYHBIM KOHTEKCTaM;

OK 02. Hcnonb3oBaTh COBPEMEHHBIE CpEICTBAa IOMCKA, aHaIUW3a M HMHTEPIpETalUU
uHpopMaluu ¥ UHOOPMALMOHHBIE TEXHOJIOTMU MJI BBIMOJIHEHHs 3a1ad MpodeccuoHaIbHON
JeSITEIbHOCTH;

OK 03. [TmanupoBaTh U pean30BbIBATH COOCTBEHHOE MPO(PECCHOHATBHOE U INYHOCTHOE
pa3BUTHE, MPEIIPUHIMATENBCKYIO ICITEIbHOCTh B MPO(ECCHOHANBHON cdepe, HCIOIb30BaTh
3HAHUS 110 PABOBOM M (PMHAHCOBOI I'PAaMOTHOCTH B PA3JIMYHBIX KU3HEHHBIX CUTYaIUsX;

OK 04. D¢ddexTrBHO B3anMOACHCTBOBATH M pabOTATh B KOJUIEKTHBE 1 KOMaH/IE;

OK 05. OcymiecTBisTh YCTHYIO M NMUCbMEHHYI0 KOMMYHHUKAIIMIO Ha TOCYJapCTBEHHOM
s3pike  Poccuiickoit ®exepanuu ¢ y4eToM OCOOEHHOCTEW COLMANBHOTO U KYJIBTYPHOIO
KOHTEKCTa;

OK 06. IlposBisaTh TrpakJaHCKO-MATPUOTUYECKYIO IO3UIIMIO, JIEMOHCTPUPOBATH
OCO3HAHHOE IIOBEJICHUE HAa OCHOBE TPAIULIMOHHBIX O0IEYEIOBEYECKUX LIEHHOCTEH, B TOM 4HCIIe
C Y4eTOM TrapMOHHU3ALMU MEXKHALMOHAIBHBIX M MEXPEIUTHO3HbIX OTHOIICHUN, MPUMEHSTh
CTaHapThl aHTUKOPPYILIUOHHOIO IIOBE/ICHUS;

OK 09. Tlonb3oBaThCcsi NMpPOQPECCHOHAIBHON JTOKyMEHTalUUEd Ha TroCyAapCTBEHHOM U
MHOCTPAHHOM $I3bIKaX.

OOyuaromuecs JOMHKHBI 001a1aTh podeccruonanbHbiMu KomneTeHmusiMu (I1K):

I[IK 1.2. IlpumeHsTh HOPMBI TpaBa g peHIeHHs 3a7ad B MNpodecCHOHATBHOU
JeITEeIILHOCTH,

[IK 1.3. Bnagerp HaBbIKAMH TOATOTOBKH HOPHAMYECKHX JOKYMEHTOB, B TOM YHUCIE C
WCIIOJIb30BaHNEM HUH(POPMAITMOHHBIX TEXHOJIOTHIA.

1.2 llenp 1 niIaHupyemble pe3yJIbTaThl 0CBOCHHUS AW CHMIIJIMHBI:
B pamkax mporpamMmbl yueOHOW IHCHUIUIMHBI O0Oy4YarOIMMUCS OCBAaUBAIOTCS YMEHUS U
3HAHMUS.

Kon YMeHnus 3Hanusn
MK, OK
OK 01 - IPUMEHSTH Ha IIPAKTUKE - TEPMHUHOJIOTHUIO B 00J1aCTH
OK 02 TOCYJIapCTBEHHBIE CTAHAAPTHI, JIOKYMEHTAIIMOHHOTO 00ecreueHust
OK 03 JIpyrue HOpMaTUBHO-METOANUYECKUE | YIIPABIICHUS;
OK 04 JIOKYMEHTBI, pErJIaMeHTUPYIOLIUE - HOpPMaTUBHBIE JOKYMEHTBHI,
OK 05 OpraHu3aINI0 TOKYMEHTAIIMOHHOTO | PErJIaMEHTHUPYIOIIHE COCTABICHUE U
OK 06 o0ecrieyeHus yrpaBiIeHUs; odopmiIeHHe JOKYMEHTAIMH U TIOPSI0K




OK 09
I[IK 1.2
IIK 1.3

- COCTaBJISATh U MPABUILHO
0(pOpPMIISATH OCHOBHBIE BUIbI
OpraHu3aIMOHHO-
pacropsAaUTENbHBIX JOKYMEHTOB;
- ohopmtATH MHGOPMAITHOHHO-
CIPAaBOYHYIO JJOKYMEHTAIUIO;

- 0OpPMIISITH KaJIPOBYIO
JIOKYMEHTAIIUIO;

- 0OpPMIIATH MPETEH3MOHHO-
HCKOBYIO JIOKYMEHTAIHIO

ee 00paboTKw;

- MpaBUJIa COCTaBIIEHUS U OhopMITeHUS
OpTraHU3aIMOHHO-PACTIOPS AU TSI EHBIX
JIOKYMEHTOB, BXO/ISIIIINX B
YHUGUIIMPOBAHHYIO CUCTEMY
OpraHU3aIMOHHO-PACTIOPSAUTEIBHBIX
JIOKYMEHTOB, YHU(DULIUPOBAHHYIO
CHUCTEMY MEPBUYHON YUETHOMN
JIOKYMEHTAIIU! B YaCTH JJOKYMEHTAINH
0 y4eTy Tpy/a;

- TIOPSIIOK TIPOBECHUS SKCTIEPTU3HI
[IEHHOCTU JOKYMEHTOB U MOJITOTOBKH
JIeJT K apXUBHOMY XPaHEHHUIO,
TEXHOJIOTHIO OpTaHu3alun
JIOKyMEHTOO00pOTa B OpraHU3alusaX
(YUpexaeHusx).




2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIUILIAHBI

2.1 O0bem yyeOHOM AUCHMILVIMHBI U BUAbI Y4eOHOH padoThl

Buj yueOHoi1 padoThl O0bem B yacax

O0Bem 00pa3oBaTe/IbHOM MPOrPaMMbI Y4eOHOM U CIUANINHBI 36

B TOM YHUCJIC:

TeopeTu4ecKoe o0ydeHne 4
NPAaKTHYECKHUE 3aHITUS 4
B TOM 4HcCIIEe: B pOopMe MPAKTHUECKON OATOTOBKU 4

6 MOM qucie sapuanmueHas 4acniob -

KypcoBasi paboTta (IIpOeKT) (eciu npedycmompeHo) -

CamocrosTenbHas pa60Ta -

HpOMe)KyTO'lHaﬂ aTrecranusa -

B TOM YHCIJIC:

KOHCYJIbTalun -

JuddepeHmpoBaHHbIN 3a4eT 2




TemaTnuyeckuii MJIaH y4e0HOM TN CHUNIIHHBI

Hroro CamocTrost KoJsm4yecTBO ayAUTOPHBIX 4YaCOB
aKajieMuyecK| TeJlbHasi
HaumMeHoBaHue pa3/iejioB U TeM HX 4aCOB padora Beero | BT.4. B opme TeoDeTHY.|  MpAKTHY
P - NMPaKTHYEeCKOH p : p )
zIXCH m [IOATOTOBKH o0ydyeHHe | 3aHATHA
Tema 1. OCHOBbBI JOKYMEHTHPOBAHI1 8 6 2 - 2 -
YITPABJIEHYECKOU JEATEJIBHOCTU
Tema 2. OPTAHU3ALIA CUCTEMBI 20 18 2 2 - 2
JOKYMEHTAIIMOHHOI'O OBECIIEHEHM A
Tema 3 OPTAHU3ALIA PABOTBI C JOKYMEHTAMU 6 4 2 - 2 -
B OPTAHM3AIIMAX (YUPEXAEHUAX)
JudpdepeHupoBaHHBIN 3a4eT 2 - 2 2 - 2
Bcero 36 28 8 4 4 4




2.2. TemaTn4eckuii IJIaH U co/iep:KaHue y4eOHOH AU CHMIINHBI

HaumenoBaHue Coneprxanue yueOHOro Mmarepuasia u GopmMbl OpraHu3anuM J1esiTeTbHOCTH O0bem Koabt
pa3esioB U TeM o0y4Jaommxcs B Jacax KOMTIIeTEeHIIHIA,
(opmupoBanuio
KOTOPBIX
crnocod0cTByer
3JIeMEeHT
NMPOrpamMMbl
1 2 3 4
Tema 1. Coaep:xanue yueOHOro MaTepuaJia 8
OCHOBBI OcHOBHBIE CBOICTBA IOKYMEHTOB M UX PYHKIHH B CHCTEME YIPABJIEHHS.
AOKYMEHTHPOBAHM | Tlongrue nokymenta. Mupopmanus u nokyment. Kinaccudukaiys 10KyMEHTOB:
A YHPABJIEHYECKON | 116 pyny odopmienns; mo coaepskanuo; o GopMe; o NpouCcX0KICHHUIO; TI0
AEATEJIBHOCTH cpencTBaMm (GUKcaluu; 0 CPOKaM XpaHeHUsl. MaTtepualibHbIe HOCUTENN 2
nnpopmanuu. [lorstue nokymeHTHpOBaHUsA. OCHOBHEIE CITOCOOBI
JNOKyMeHTHUpoBaHUsA. OCHOBHBIE COBPEMEHHBIE TEXHOJIOTUU, IPUMEHSEMbIE ITPU
OpraHu3aiuu padboThl ¢ JOKYMEHTAMH B OpraHu3alusaxX (YUpeKJIeHUsIX).
CamocrosiTeibHas padoTa 00y4aOIMXCH 6
HopMaTuBHO-11paBOBBIE aKThI, pETYIMPYIOIINE JOKYMEHTAIMOHHOE O0ecreueHne OK 01, OK 02,
ynpaBieHus. YHAUKAIMS U CTaHAapTU3AIUS KaK OCHOBHBIE HATIPABJICHHUS OK 05, OK 09
COBEPIICHCTBOBAHUS JJOKYMEHTOB M IOKYMEHTAIIMOHHOTO 00eCTIeYCHHUS
ynpaBneHus. llepedeHb OCHOBHBIX TOCYJapCTBEHHBIX CTAHIAPTOB Ha
YHUDUITUPOBAHHBIC CUCTEMBI JOKYMeHTAITuu. OCHOBHBIC MTOJIOKCHHUS
roCy/IapCTBEHHON CUCTEMBI JOKYMEHTAIIMOHHOTO 00€CTIeYeHH s YIIPaBICHUSI.
CocTaB yHU(DUIIMPOBAHHBIX CUCTEM JIOKYMEHTAIIUN: OPTaHU3AI[MOHHO- 6

pacropsiuTeabHast, OTYETHO-CTATUCTHYECKas!, pUHAHCOBas U Jp.
HopmatuBHoe perynupoBaHie 001IeCTBEHHBIX OTHOILIEHUH B YCIOBHSIX
nepBOOBITHOTO cTposi. [Ipu3HaKy, OTIMYAIOINE IPABO OT COLUATBHBIX HOPM
nepBoObITHOTO o0miecTBa. [lytu dopmupoBanus npaBa. OCHOBHBIE TEOPUU
IIPOUCXOXKACHHUS ITpaBa: TEOJIOIMUECKas, ECTECTBEHHOI'O IIPaBa,
MaTepUaTUCTHUECKas, ICTOPUYECKAsl, PETYJIATUBHASL, TEOPUSI IPUMUPEHHUS




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

Conep:xanue yueOHOro MaTepuaJia

20

B TOM uMciIe NIPAKTHYECKUX 3aAHATHI

IIpakTuyeckoe 3ansitue Ne 1 OopmieHne npeTeH3nOHHO-UCKOBOM
JOKYMEHTal1H.

CamocrosiTesibHAsi padoTa 00y4arOIMXCst

18

XapakTepUCTHKA U COCTaB CIIPaBOYHO-MH(POPMALIMOHHBIX IOKYMEHTOB
(cmyxeOHBIX MUCeM, CIIPABOK, 3asIBJICHUI, aKTOB, IPOTOKOJIOB, TOKJIAJHBIX U
OOBSICHUTENIBHBIX 3aIMCOK), TPEOOBAaHUS K UX 0()OPMIICHHIO.
JIOKyMEHTHPOBaHHE JESITEIbHOCTH KOJJIETHAIBHBIX OPTaHOB.

OcCHOBHBIE TPYIIIBI OPTaHU3AIMOHHO-PACTIOPSAUTENLHBIX IOKYMEHTOB.
XapakTepUCTHKA M COCTAB OPraHU3AIMOHHBIX JJOKYMEHTOB (yCTaBa, IMOJIOKEHHUS,
MHCTPYKIMH, TOJDKHOCTHOM HHCTPYKIMK), TpeOOBaHUSA K 0(POPMIIEHHUIO.
XapakTepuCTUKa U COCTaB PACHOPSIIUTENBHBIX JOKYMEHTOB (TIOCTaHOBIICHMUS,
IIpUKa3a, pelIeHUs, paCIOPsUKEHUs, yKa3aH!s), TpeOOBaHUA K UX OPOPMIICHHIO.
[ToHATHE MOATMHHKKA, KOTINH, BBITUCKH, AyOauKaTa. Busl Kkonuii 10KyMeHTOB,
0COOEHHOCTH 3aBEPEHHSI KOIMH 1 BBIITUCOK HOTAPHAIHHBIMH KOHTOPAMH H
JOJDKHOCTHBIMU JIUIIAMH OPTaHU3aIiH.

Odopmienne nHGOPMAITMOHHO-CITPABOYHON JOKYMEHTAIIHH.

OdopmiieHre opraHu3aluoOHHO-PACTIOPSAUTEIIBHON JOKYMEHTAIUH.
OcoGenHoctr 0opMIIEHHS KaJIpOBOM U IOTOBOPHO-TIPABOBON JJOKYMEHTAIUH.
3asBiIeHMS U PUKa3bI 110 TUYHOMY cocTaBy. JInunas kaprouka Gpopmsl T-2 u
nuuHble aena. [lonstue norosopa. OcHOBHBIE pa3/iensl J0roBopoB. [Topsaok
oopmieHHs TPYIOBOIO 10TOBOpPa, JOrOBOpa MOCTABKH, JOTOBOPA KYTIIH-
MIPOAXKH.

OdopmiteHre 3asBIeHHS U TIPUKA30B 110 JINYHOMY COCTaBY

Odopmnenne JInunoit kapTouku ¢popmel T-2 1 TUYHOTO Jena

OdopmiteHre TpyI0BOTO JOTOBOPA.

OCHOBHBIE PEKBH3HUTHI M TIOPSIOK O(hOpMIICHHUS IPETSH3MIA, OTBETOB Ha
nperens3uto. FOpuanueckas ciayx0a, BHIIOIHSIOMAS TPETEH3HOHHO-UCKOBYIO
paboty Ha npeanpustuu. JKypHan peructpanuu nperensuil. [lopsaok
o(opMIIeHHsI UCKOBBIX 3asBJICHUN U MpeJICTaBlIeHHE UX B APOUTPaKHBIH 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.
OPTAHM3ALIUS
PABOTBI C
JOKYMEHTAMMU B
OPI'AHU3AIIUAX
(YYPEXJIEHUSX)

Conep:xanue yueOHOro MaTepuaJia

YupasJjieHue U 1eJI0NPOU3BOACTBO. OpraHu3aioHHbIe POPMBI
nenornpounsBozacTBa. Ciry:x6a TOKYMEHTallMOHHOTO 00ECTIeUeHHsI yIPaBICHNUS,
OCHOBHas 3aja4a, GyHKIUH, TUIIOBBIE CTPYKTYPBbI, JOJHKHOCTHOM COCTaB.
PernamenTanus pabotel ciryx0s1 JIOY. [IpumepHoe mosioxkeHue o ciyxoe
JOKYMEHTAI[MOHHOTO O0ECTIeUeHUs YIPaBiICHUs U JOHKHOCTHBIE HHCTPYKIUH.
[TonsTus npeanoxkenus, 3asBieHus 1 kanoosl. [Ipuem u perucrpanus nucem
rpaxnaas. PaccMoTpeHue U pa3peleHue N1uceM, CpoK pacCMOTPEHUs. AHANIN3
nuceM rpaxaad. KonpuneHmnuaapHoe 1enonpou3BoacTBo. ['pud orpanudenus

AO0CTyIIa K JOKYMCHTY. ABTOMaTI/I3I/IpOBaHHI)IC CUCTCMBI pa60TbI C JOKYMCHTaMH.

CpencTBa U3roTOBJICHHS, KOTUPOBAHUS M PAa3MHOKEHHUSI IOKYMEHTOB.
Opranu3zanus pabo4nux MecT.

CamocrosiTesibHast padoTa o0y4daromuxcst

Odopmrnenne obpalieHuii rpaxaaH.

[Tonsitue nokymenroobopota. O01IMEe IPUHLUIIBI OpraHU3aUuU
JOKYMEHTO000pOTa, €ro OCHOBHBIE ATAITBL: IPHEM H IepBHYHAst 00padoTka
JOKYMEHTOB; paclpe/ie]ieHNe MOCTYMUBIINX JOKYMEHTOB; PErUCTPAIUs
JOKYMEHTOB H MIPEIBAPUTEIIEHOE UX PACCMOTPEHHUE; pACCMOTPEHHE JOKYMEHTOB
PYKOBOJICTBOM OpraHu3aluy (yUpexaeHus) U HallpaBlieHUE UX Ha HCIIOJIHEHHE;
WCTIOJIHEHUE U KOHTPOJIb 38 UCIIOJHEHUEM JOKYMEHTOB; TeKylllee XpaHEeHHe
nokymeHToB. Homenknatypa aen. O6paboTka J1en i HoCiIe yoero
XpaHeHUs. DKCIepTU3a [IEHHOCTH I0KyMEHTOB, 0(hOpMIICHHUE JIe]1, COCTaBJICHUE
onuceit. Cnava J1ei B apXuB.

OK 01, OK 02,

OK 03, OK 04,

OK 05, OK 06,
OK 09

JAuddepennupoBannbiii 3auer (IlpakTnueckoe 3ansiTue Ne2)

Bcero:

36

10




3 YCJIOBUSI PEAJIM3AIIAU ITPOT'PAMMBI YUEBHOM JTUCIHUATIJINHBI

3.1 Jlus peaju3auuM NpPoOorpaMmbl y4eOHOW JMCHUIUVIMHBI NPeIyCMOTPEHbI
cJIeyIolue crenuaabHble MOMEeIeHHUs:

Kabuner «/loKyMEHTaIlMOHHOTO 00ECTICUSHUS»
OCHAIIleH 000py/10BaAHHEM:

— paboune Mecta 00ydJaromuXxcsi (CTOIBI, CTYJbs) — 25 MIT.;
— pabouee mecTo npenojasarenis — 1 mr.;

— yueOHas qocka — 1 wir;

— KHIWKHBIN mkad — 1 mrT.;

— y4eOHO-METOAMYECKas TUTepaTypa Mo AUCIUILITHE
— KOMIUIEKT y4eOHO-HaTJISIHBIX OCOOUi
TEeXHHYECKHUMH CPeICTBAMH 00y4YeHUsI:

— HOYTOYK ¢ JinneH3noHHbM [10 — 1 mT;

— TeneBu3op (3KpaH) — 1 wr.

3.2 UndopmanmnonHoe odecriedeHne peaaTu3amun NporpamMmmbl

Jis peanm3anuu MPOrpaMMbl  OMOJIMOTEYHBINH (OHJ WHCTHTYTa HMEET IIeYaTHBIC H
AJIEKTPOHHBIE 00pa3oBaTeNbHbIE U HH(OOPMALIMOHHBIE PECYPCHI, B TOM YHCIIe PEKOMEH/I0BAHHBIE
OYMO, nmna ucnonb3oBaHUS B 00pazoBaTesibHOM Iporecce. CHUCOK JOMOJIHEH HOBBIMU
U3JIAaHUSIMU.

3.2.1 OcHOBHBIEC HCTOYHUKHU
1. 1. Ky3neno, W.H. JlokymMeHTanMOHHOE OOCCIICUYCHUE  YIPABICHHUS.

JlokyMeHTOOOOpOT U JCJIONPOM3BOJACTBO : YYEOHHK M TMPAKTHKYM JUISI  CPEIHEro
npodeccuonansHoro oopaszosanus / M. H. Ky3nenos. — 4-e u3a., nepepad. u gomn. — Mocksa :
WznatenberBo FOpaiit, 2023. — 545 ¢. — (IIpodeccnonanbaoe oopazoBanue). — ISBN 978-5-
534-16004-8.

2. bacakos, M. H., JlokymMeHTaMOHHOEe obOecneueHue ymnpaBieHUs (C OCHOBaMH
apxuBOBeZieHUs) : 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 3JIEKTPOHHbIC U3IAHUA

1. Bapmynn, B. B., lokymenTanimonHoe ooecnieueHue ynpasieHus : yueonuk / B. B.
Bapmynn. — Mocksa : KOctunusa, 2022. — 271 c. — ISBN 978-5-4365-8902-2. — URL:
https://book.ru/book/942707— TekcT : 37€KTPOHHBIMH.

2. Kopuees, U. K. JlokyMeHTanMoHHOE OOECHeueHUE YNPaBICHUS : YYEOHUK U
HOPaKTUKYM JUIsl cpeaHero npogeccuoHansHoro obpazosanus / U. K. Kopuees, A. B. ITmenxo,
B. A. Mamypnes. — 3-e u3n., nepepa0. u gon. — Mocksa : U3narensctBo Opaiit, 2023. —

438 c.— (IlpodeccuonanvHoe obOpazoBanue). — ISBN 978-5-534-16002-4. — Tekcr
NeKTpoHHBIH  //  OOpazoBarenbHas  1iatgopma  FOpaiir  [caiit] —  URL:
https://urait.ru/bcode/523611

3. Ky3Henos, n. H. JlokymMeHTannoHHOE o0ecrnieueHne yIIpaBJIECHUS.

JIOKyMEeHTOO00pOT W  JEJONPOM3BOJACTBO : Y4YEOHHK U NIPAKTHUKYM JUIsl  CPEIHEro
npodeccuonansHoro oopazosanus / M. H. Ky3nenos. — 4-e u3z., nepepal. u gomn. — Mockaa :
WznatenbctBo FOpaiit, 2023. — 545 ¢. — (IIpodeccuonansuoe odbpazoBanue). — ISBN 978-5-
534-16004-8. — TexkcT : anekTpoHHbIi // Obpa3oBarenbHas miatdopma IOpaiir [caiit]. — URL:
https://urait.ru/bcode/523613
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4. Kysnemnora, M. B. JlokymeHTanmoHHOEe oOecreyeHue YIMpaBlieHUs : y4eOHOe

nocodue mis CIIO / W. B. Kysumenoa, I'. A. Xauwarpsn. — 2-¢ m3a. — CapatoB :
[TpodobpazoBanne, Al ITu Op Menua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-
4488-0216-4. — TekcT : AIEKTPOHHBIN // DAEKTPOHHBIA pecypc HMUGpPOBO 00pa3oBaTEIbHON
cpensr CI1IO PROFob6pazoBanue : [caiiT]. — URL: https://profspo.ru/books/80326

5. HlysanoBa, H. H. JlokymMeHTannmoHHOEe OOECleYeHHEe YIpPAaBJICHUS : YUCOHUK U
NPaKTUKyM Uil cpenHero npodeccnonanbHoro obpasosanusi / H. H. lllyBanoBa. — 3-e wu3n.,
nepepad. u mon. — Mocksa : M3garensctBo HOpaiit, 2023. — 247 ¢. — (IlpodeccronanpHoe

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

1. Anb00M TIEpBUYHBIX JOKYMEHTOB: OjektpoHHas kHura (1 CD).- M.: U]
«PaBHOBecue».- (Cepust JlenoBbie TOKYMEHTBI», BHIIL. 6).

2. PookxakoB A.Il. OOGpa3ubl JOKYMEHTOB Uil TpakaaH: OiekTpoHHas kuura (1
CD).- M.: U]l «PaBHOBECHEY.

3. CnpaBouHo-nipaBoBasi cuctema «['apanTy.

4. CnpaBouno-npaBoBas cucrema «Koncynbrantllnrocy.

5. I'oCT P 7.0.97-2016. HamuonaneHblii ctanmapt Poccuiickoit ®enepanuu.
Cucrema crapaaptoB 1o wuHPOpMalUHM, OUONIMOTEUHOMY M H3JATEIbCKOMY  JIemy.
OpranuzalvoOHHO-PACTIOPAIUTENbHAS ~ JOKyMeHTauus.  IpeboBaHuss K  O(OpMIICHUIO
JIOKYMEHTOB.

6. PoxnstoBckas, U. P. JlokymeHTanimonHoe obecnieuenue : yuebHnoe mocobue / U.
P. PoxusToBCcKkas. — CuMm@eponosns : YHUBEPCUTET 3KOHOMUKHU U yrpasieHus, 2016. — 104 c.
— ISBN 2227-8397. — Tekct : DSJEKTPOHHBIH // DJIEKTPOHHBIA pecypc UU(POBOMA
o0Opa3oBarenbHON cpenbl CIIO PROFo6pa3zoBanue : [caiT]. — URL:
https://profspo.ru/books/73265

7. bacakoB, M. W. [enonpousBoactBo [/lokyMmeHTarmoHHoe oOecredeHue
ynpasinenusi] : yueOnuk / M. U. Bacakos, O. W. 3ambiukoBa. — PoctoB-Ha-JloHy : deHUKC,
2014. — 376 c. — ISBN 978-5-222-23063-3. — TeKcT : 3JeKTPOHHBIH // DNEeKTPOHHBIN pecypc
nugposoit  obpazoBatenbHOl  cpeapl  CIIO  PROFoOpazoBanme : [caifit]. — URL:

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

JTACIATIIAHBI

PesyabTaThl 00y4yeHHs

KpnTepml OICHKH

MeToanl oleHKH

HepequL 3HaHPII>i, OCBaMBACMBIX B paMKaX JUCHUITIIMHEI

- TEpMHUHOJIOTUS B 00nacTu
JOKYMEHTallHOHHOI'O
oOecrnieueHnsl yIpaBiIeHUs;

- HOPMaTHUBHbIE JOKYMEHTHI,
periiaMeHTUpYIOLIHe
cocTaBiieHUE U opopmieHHe
JOKYMEHTAaLUU U HOPSI/I0K ee
00paboTKu;

- IpaBUJIa COCTABIICHUS U
odopmIteHUs
OpraHU3alMOHHO-
pacropsauTeIbHbIX
JIOKYMEHTOB, BXOJISIINX B
YHU(PULIPOBAHHYIO CUCTEMY
OpraHu3alMOHHO-
paciopsAUTEIbHBIX
JIOKYMEHTOB,
YHUPUIUPOBAHHYIO CUCTEMY
IIEPBUYHOMN YUETHOU
JOKYMEHTAIIUH B YaCTH
JOKYMEHTALIUH 110 YUETy
TPyAa;

- IOPSIIOK ITPOBEACHUS
AKCIEPTU3BI IEHHOCTU
JOKYMEHTOB H ITOJATOTOBKH
JIeJ1 K apXUBHOMY XPaHEHHUIO;

- TEXHOJIOTHUS OpTaHU3AINN
JIOKYMEHTO000pOTa B
OpraHHU3aIuUsIX
(YUpexKIeHUsX).

- ohopMIICHHE TOKYMEHTOB U
pelIeHne TPAKTHIECKIX
CUTYyaIlMii C HOPMATHBHBIM
MIPABOBBIM 0O0OCHOBAHHUEM;
- HCTIOJIb30BAHUE PA3TTHYHBIX
HMCTOYHUKOB, BKITIOYAs
AJIEKTPOHHBIC PECYPCHI,
Menua pecypcesbl, IHTepHer-
pecypchl, IEPUOTUIECKUE
W3JIaHUs TI0 CIIEIUATBHOCTH
IUTSL PEUICHUS
npodeccnoHaABHBIX 33/1a4;
- ICMOHCTpAIIHs
OTBETCTBCHHOCTH 32
MIPUHSATHIC PEUICHUS,
000CHOBAaHHOCTh
camMoaHaJIu3a U KOPPEKIIHs
Pe3yJIBbTaTOB COOCTBEHHOU
paboTHI;

- HCTIOJIb30BAHHE
3aKOHOJIATEIIbHBIX U
HOPMAaTHUBHO-TIPABOBBIX
aKTOB MPH TUTAHUPOBAHUH
MPEIPUHUMATETHCKON
JESATSIILHOCTH B
npodeccuonanbHoOM chepe;
- IEMOHCTpanus 3HaHUi B
obnactu (hUHAHCOBOM
TPaMOTHOCTH;

- KOHCTPYKTUBHOCTh

B3aUMOJEHCTBHS C
o0ydJaronmmucs,
MPENOaBaTeIIIMUA B XO/IC
00yd4eHUsI, pyKOBOJUTEISIMU
y4eOHO 1
MPOM3BOACTBEHHON TPAKTHK;
-co0roieHne HOpM
npodeccCHnoHaNTBEHON STUKY;

- IOCTPOEHHE
npodeccrnoHalbHOTO
OOIIIEHUS C yUeTOM
COITMAITBHO-
po¢eCCHOHATILHOTO CTaTyca,
CUTYaIMH OOIIEHUS,

Texkymui KOHTPOJIb:
—  OLEHKA BBIMOIHEHHUS
MPaKTUICCKUX PaboT
—  YCTHBII/(pOHTANBHBIN/
MUCHbMEHHBINA OITPOC
—  OIICHKA pelIeHUs 3a/1a9
— TECTHUpPOBaHHE

IIpome:xxyTouHasi aTTecTanMsA:

- ougpepernyuposanbiii
3auem
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0COOEHHOCTEH TPyl U
HUHAWBUYAJIbHBIX
0COOEHHOCTEH yYaCTHHKOB
KOMMYHHKAIUU;

- IPaMOTHOCTb YCTHOU U

MUCHbMEHHOU peuu;

- ohopMIIEHHE TOKYMEHTOB B
coorBeTcTBUH ¢ I'OCToM;

- ICHOCTH (POPMYITHPOBAHUS
U U3J10KCHHUS MBICIICH;

- IPOABJICHUC TOJICPAHTHOCTHU
B IIPOLIECCE OOLICHHS;
- co0roieHue HOpM

MOBEJICHHSI BO BpEMSI
y4eOHBIX 3aHSATHIA;

- coOIIOIeHNE CTaHAAPTOB
AHTUKOPPYIIMOHHOTO
TIOBE/ICHYS,;

- cO0JII0/1aeT HOPMBI

SKOJIOTHYECKOU
0e30I1aCHOCTH;

— OIlpeneNsieT HallpaBICHUS
pecypcocOepekeHus B
pamKax npodeccuoHaIbHON
JESATSIILHOCTH T10
CHEIHAIbHOCTH;

- 3 pexTUBHOCTH
WCIIOJIb30BAHUS CPENICTB
(U3HYECKOM KYJIBTYPBI JUIS
COXPAHEHUS U YKPETIJICHHS
3II0OPOBBSI B TIpoIIecce
npodeccnoHanbHOM
JESTSIILHOCTH U
MoAIep>KaHusl HE0OXOJUMOTO
YpOBHS (PU3UIECKOI
MOATOTOBJICHHOCTH;

- 9(ppeKTUBHOCTH
WCIOJIb30BaHUS B
npogecCuoHaIbHON
JEeSITeIbHOCTH HE00XO0IMMOA
JIOKYMEHTAIlUH, B TOM YHCIe
Ha MHOCTPAHHOM SI3BIKE

HepequL YMeHI/II\/'I, OCBaMBACMbBIX B paMKaX JUCHHUITIIMHBI

- IPUMEHSTH Ha TTPAKTHKE
roCy/IapCTBEHHBIC CTAHIAPTHI,
JIpyrre HOPMaTHUBHO-
METOJINICCKHIE IOKYMEHTHI,
perJIaMeHTHPYIOIIHE
OpraHu3aINIo
JIOKYMEHTAIlMOHHOTO

- ohopMIICHHE TOKYMEHTOB U
pelieHue NpaKTUYECKUX
CUTYaIMil C HOPMATUBHBIM
MPaBOBBIM 00OCHOBaHHUEM;

- HCIIOJIb30BAHUE PA3IMYHBIX
MCTOYHUKOB, BKJIIOYAs
AJEKTPOHHBIE PECYPCHI,
Meaua pecypcesl, THTepHeT-

Texkymui KOHTPOJIb:
—  OLEHKA BBIOJIHEHUS
MPaKTHYECKUX paboT
—  YCTHBII/(QpOHTANBHBIN/
MUCbMEHHBIN OMPOC
—  OIICHKA pemIeHus 3a/1a4
— TECTHUpPOBaHHE

Hp OMEXKYTOYHASA aTTeCTallus:
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obecrieueHust yrpaBIeHUs;

- COCTaBJISITh ¥ PABHIIBHO
0(hOpPMIIATH OCHOBHBIC BUJIBI
OpraHM3aluOHHO-
PacnopsIIUTEIBHBIX
JIOKYMEHTOB;

- 0OpPMIIATH
MH()OPMAIMOHHO-CIIPABOYHY IO
JIOKYMEHTALUIO;

- 0hOpMIIATH KaJPOBYIO
JIOKYMEHTALUIO;

- 0OpPMIIATH IPETEH3MOHHO-
UCKOBYIO JIOKYMEHTAIHIO

pecypchl, IEpUOTUIECKUE
W3JIaHUs TI0 CIICIUATBHOCTH
IUTSL PEeUICHUS
npodeccnoHabHBIX 33/1a4;
- IEMOHCTpAIIHS
OTBETCTBEHHOCTH 32
MPUHATHIC PEUICHUS,
000CHOBaHHOCTb
camMoOaHaIn3a U KOPPEKIHs
pE3yJIBTaTOB COOCTBEHHOU
paboTsr;

- UCTIOJIh30BAHUE
3aKOHOJATEIbHBIX U
HOPMAaTHUBHO-TTPABOBBIX
aKTOB IPH TUTAHUPOBAHUH
MPEIINPUHUMATEICKON
NESTCIILHOCTH B
npodeccuoHaIbHOU cdepe;
- IEMOHCTpauus 3HaHUH B
obactu (hUHAHCOBOM
TPaMOTHOCTH;

- KOHCTPYKTUBHOCTh

B3aUMOJICHCTBHS C
o0yyJaronmmucs,
MIPETIoIaBaTeNs MU B XO/I€
00y4YeHHS, PYKOBOUTEISIMH
yueOHO! n
MIPOU3BO/ICTBEHHOM MPaKTHK;
-co0r0IeHue HOpM
npodeccHoHaNbHON STUKY;

- IOCTPOEHHE
po¢eCCuOHAIBHOTO
OOIIIEHUS C yUeTOM
COIIMAITBHO-
po¢eCCHOHATIBHOIO CTaTyca,
CUTYaIUU OOIIEHUS,
0COOEHHOCTEH IrpynIbl U
WH/IMBHTY aTbHBIX
0COOEHHOCTEH yYaCTHUKOB
KOMMYHUKAITIH,

- TPaMOTHOCTb YCTHOU U
MUCHbMEHHOW peuH;

- ohopmIiIeHNE TOKYMEHTOB B
cootBeTcTBUH ¢ ' OCToMm;

- ICHOCTh (pOPMYJIMPOBAHHUS
H U3JI0KCHUS MBICJICH;

- IPOSIBJICHUE TOJICPAHTHOCTHU
B MPOIIECCE OOIICHUS;
- co0roIeHNue HOpM

- Juppepenyuposannulii 3auem
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MOBEJICHHSI BO BpEMSI
y4eOHBIX 3aHSATHIA;

- COOJIFOJICHUE CTaHIIaPTOB
AHTUKOPPYILIMOHHOTO
HIOBE/ICHNUS;

- co0Ir0/1aeT HOPMBI

3KOJIOTHYECKON
0€e30I1aCHOCTH;

— OnpeeNsieT HalpaBJICHUS
pecypcocOepekeHus B
paMKax mpodecCuOHATBHOM
JESTEIILHOCTH T10
CIEIUATBHOCTH;

- 3 pexTUBHOCTH
WCTIOJIb30BAHUS CPE/ICTB
(bU3NYIECKON KYIbTYPBI IS
COXPAHCHHUS U YKPEIUICHHS
3II0POBBS B IIpoOIIEcce
npodeccHOHATLHON
JESITEIBHOCTH U
MOJIICPIKaHUsT HEOOXOJIMOTO
ypOBHS (hHU3HUECKOMN
MOJITOTOBJICHHOCTH;

- 3 pexTUBHOCTH
WCIIOJIb30BAHUS B
npodeccnoHaTBEHOM
JeSITeIbHOCTH HEOOX0AUMON
JOKYMCHTAIIUH, B TOM YHCJIC
HA MHOCTPAHHOM SI3bIKE
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