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1. OBIIAA XAPAKTEPUCTUKA

JUCHUIIJIMHBI OI1L1.08 /IokymMeHTaIloHHOE 00ecTIeYeHnE yIpaBICHHS

PABOYEM IIPOI'PAMMBbI YUYEBHOMU

1.1. MecTo AMCUUIIUHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTebHOIl MporpaMmbl:

Vuebnas mucuurmnaa OITL.08 JokymMeHTanmoHHOE 00ecIieYeHne YIpaBIeHUs SABISCTCS
[IMKJIa OCHOBHOW  00Opa30BaTeNbHOM
nporpamMmMbl B cootBercTBUU ¢ PI'OC no cnenuansuocty 21.02.19 3emneyctpoiictBo. Ocoboe
3Ha4YeHUE MUCHUIUIMHA uMeeT npu (opmupoBanuu u pazsutun OK 02.; OK 05.; OK 09.; IIK
1.1; TIK 1.2; TIK 1.3.; TIK 1.4.; [IK 1.5.; TIK 1.6.; [IK 2.1.; T1IK 2.3.; TIK 3.1.; 1K 3.2.; TIK 3.3.;
1K 3.4.; [IK 4.1.

BAPMATUBHOW YacThi0  0OMIETPO(ECCHOHATBHOTO

1.2 lleab ¥ uIaHUPYeMbIe Pe3yJIbTATHI OCBOEHUS TUCHUILINHBI:
B pamkax nmporpamMmbl yueOHOW NHUCHMIUIMHBI OOYYAIOIIUMHUCS OCBAaUBAIOTCS YMEHHS U

3HaAHUSI.
Kon Ymenus 3HaHus

ITK, OK

OK 02.; | Bectn JOKYMEHTOO0OPOT, | — TpaBHja paboThl C JOKYMEHTaMH TIO
OK 05.; | moaroTaBavMBaTh U OTIPABIATH MUCbMa | BOMPOCAM  MPOBEICHHUS T'€OJAE3MYECKUX
OK 09.; | — popmupoBaTh 1 HaNpaBJIATH 3aMPOCHl | padoT;

I[IK1.1.; |1 yBemoMJIeHHSI O MPEAOCTABICHHUH | — CTAHJIAPTHI ACIONPOU3BOACTBA;

[IK 1.2.; | Hegocraromei uHpopManuu 00 | — HOpMaTUBHBIE IMPaBOBbIE AaKThl U
IIK 1.3.; | oObeKkTax HEABMKUMOCTH METOIUYECKHE JIOKYMEHTBI o
[IK1.4.; |- d¢opmupoBaTh ©W  HAIpPaBIATh | JOKYMEHTAIIMOHHOMY 00ecTeueHuI0
[IK 1.5.; | yBemomJieHUs Opra"u3aiuu

I[IK 1.6.; | — aHaJIM3UPOBATh (akTHYeCKOE | — OCHOBHBIC TPHUHIUIBI OPraHU3aIuu
[IK 2.1.; | conmepkanue KO I OTYETOB, | TOKYMEHTO00OpOTa

[IK 2.3.; | MarepuiaJioB W  JIOKYMEHTOB IpU | — OCHOBBI apXHUBHOTO JI€ja

[IK 3.1.; | ompeneneHnu CpOKOB UX XPaHEHHUS —  HOpPMATHUBHBIE  MPABOBBIE  AKTBHI,
I[IK3.2.; | — dopMupoBaTh 3agBKM U TAKEThl | METOIUYCCKUC JIOKYMEHTBI,
[IK 3.3.; | 1IOKYMEHTOB, HeoOX0UMBIE JUISl | TOCYAApCTBEHHbIE CTaHJIapThlI,
[IK 3.4.; | nomydeHus KapTorpauueckux | Ompeaessonne MOPSJIOK
[IK 4.1. | maTepuanaoB MPOILIbIX JIET JIOKYMEHTAIlHOHHOTO obecrieueHus

— (opmupoBaTh 3a8BKH Ha MOJYYCHHE | OpraHU3al|U

Beinuckn w3 EI'PH Ha wucciegyemyro
TEPPUTOPUIO

—  pabotaTh Ha  NIEPCOHAIBLHOM
KOMIIBIOTEPE, c MTOMCKOBBIMU
CUCTeMaMHM, JIIEKTPOHHOM TMOYTOi Ha
yYpOBHE YBEPEHHOTO I0JIb30BATENS

— TpaBWJIa COCTABJICHUS  OIHC]
KOIMUH OTYETOB, JOKYMEHTOB U MaTepUaJIOB
dbopMUpYEMBIX U HCIOJB3YEMBIX  TIpi
OTIpeJeNIeHnH KaJgacTpOBOW CTOMMOCTH, I
BPEMEHHOIO,  TMOCTOSSHHOTO U (WiIH
JOJITOBPEMEHHOTO ~ CPOKOB  XpaHEHUs

COOTBETCTBUU c
Poccuiickoit ®enepaunn

3aKOHOJAaTCIIbCTBON




2. CTPYKTYPA U COJAEPXKAHUE YUYEFHOU JUCITATLIAHBI

2.1. O0beM yueOHOI JMCUUIJIMHBI M BUABI Y4e0HOIi padoThI

Bua yueoHoii padoTbl O0bem B yacax

O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM JMCHUIIIHHBI 58

B TOM YHCIJIC:

TEOPETUYECKOE 00yIeHNE 28
MPAKTUIECKHUE 3aHATHS 30
B TOM 4HcIe: B (hopMe MPAKTHYECKON TIOATOTOBKU 30
8 MOM UUCe 8apUAMUBHASL YACMb 58

KypcoBast paboTa (IIPOeKT) (eciu npedycmMompeno) -

CamocTtosrenbHas paboTta -

B TOM YHCJIE€ IPOMEKYTOUYHAsSA aTTECTALlUA, U3 HUX 2

KOHCYJIbTalluN -

muddepeHInpoBaHHbIN 3a4eT 2




TemaTnueckuii n1an yyeOHou qucuuminnabl OIIL08 [lokyMeHTaMOHHOE 00ecnieyeHre YIIPABJIeHHUS

Make. KosimuecTBO ayTUTOPHBIX YaCOB
yue0. Bru. B (povae Tpakris
HaumeHoBaHue pa3ie/ioB U TeM Harpyska | 5 NpaKTH4iecKon | Teoperud. (ceMnHapcK;le)
CTyA-Ta ITOATOTOBKH o0yueHnue
3aHATHA
(uac)

PA3JIEJI 1. JOKYMEHTHPOBAHUE YIIPABJIEHYECKOM
JAEATEJIBHOCTHU
Tema 1.1 JIOKyMEHT U cuCTeMa JOKYMEHTAIU! 4 4 2 2 2
Tewma 1.2. Cucrema OpraHn3aliMOHHO- PACTIOPSIUTEIIBHON TOKYMEHTAITUN 12 12 10 2 10
Tema 1.3. JloroBopHO- TipaBoOBast JOKYMEHTAITHS 4 4 2 2 2
PA3JIEJI 2. OPTAHU3AIINS PABOTBI C JOKYMEHTAMUN
Tema 2.1 Opranuzanus JOKyMEeHTOOOOpOTa,perucTpanus T0KyMEHTOB, UCIIOJTHEHHE 4 4 4
JOKYMEHTOB
Tewma 2.2. UadhopMarimoHHBIETEXHOJIOTHHU B JIETIONIPOU3BOJICTBE 4 4 2 2 2
Tema 2.3 Opranusaiysi OepaTHBHOTO HAPXUBHOTO XPAaHEHHS TOKYMEHTOB 6 6 2 4 2

HToro cemectp 34 34 18 16 18
PA3JEJI 3. OPTAHU3ALUSA PABOTbBI C JOKYMEHTAMU B
3EMJIEYCTPOMCTBE
Tema 3.1 ['ocynapcTBeHHbIN (OH]T JAHHBIX, MOJTYYEHHBIX B PE3yJIbTaTe MPOBEACHMUS 6 6 2 4 2
3eMJICYCTPOMCTRA.
Tema 3.2 PaGota ¢ JoKyMEeHTaMu IIpH MPOBEJICHUU I'€0Ie3MUECKUX paboT 8 8 4 4 4
Tema 3.3. PaboTa ¢ ToKyMeHTaMu IIPU KaJJaCTPOBOM YU€Te U OLIEHKE 0ObEKTOB 8 8 4 4 4
HEJIBIDKUMOCTH
JAuddepeHniupoBaHHbIN 3a4eT 2 2 2 - 2

Hroro cemectp 24 24 12 12 12
Bcero mo aucuMmianne 58 58 30 28 30




2.2. TeMaTu4eckuii miaH u copep:xkanue yyeoHoii tucuumimabl OIIIL08 lokyMeHTanMOHHOE o0ecneyeHne ynpaBieHust

HaumenoBanue Coaepikanue yueOHOro Marepuasia u (popMbl OPraHu3aliu AesiTeIbHOCTH Oo0bem, ak. 4/ | Koabl komnereHuuii,
pa3/iesioB U TeM o0y4yaromuxcs B TOM 4HcCJIe ¢opmupoBanuio
B popme KOTOPBIX
NPAKTHYECKOH |CIOCOOCTBYET 31€MEHT
MOATO0TOBKH, NPOrpamMMmbl
aK. 4
1 2 3 4

PA3JIEJI 1. TOKYMEHTHPOBAHHWE YIIPABJIEHUECKOM JESATEJBHOCTHU
Tema 1.1 lokyment |Conep:kanue y4eOHOro MaTepuaJjia 2 OK 02.; OK 05.;
U CHCTEMA 1. HopmaruBHO-ipaBoBasi 0a3a oOpraHU3alMU JTOKYMEHTAllMOHHOTO oOOecredeHus 2 OK 09.;
JOKYMEHTalluu ynpaBieHus. OCHOBHbIE HOPMaTUBHO-TIPaBOBbIE TOKYMEHTHI MO pernaMmenTtanuu JOV:

3akoHbl, npukassl, 'OCTeI. [IpaBuiia odpopmiieHUsT OCHOBHBIX PEKBU3UTOB JOKYMEHTOB
B cootrBeTcTBUU ¢ [[OCTP 7.0.97-2016. I'OCTs1 Ha OP/I. TpeboBanus k ohopmMIeHHIO
JIOKYMEHTOB, TPEOOBAHUSK OJTaHKAM.

B TOM uMciie IPAKTHYECKUX 3aHATHI 2
IIpakTuyeckoe 3ansaTue Ne 1 CocraBiienne u opopMiIeHHE OPraHU3aAIMOHHO- 2
[paciopsAUTENbHBIX TOKYMEHTOB.
Tema 1.2. Coaep:xaHue y4eOHOro MaTepuaJia 12 OK 02.; OK 05;;
Cucrema 2. CucremMa opraHM3alMOHHO- PACTIOPAIUTEIbHON TOKYMEHTAIIUH 2 OK 09.;
OpraHu3aIMOHHO- OpranuzaloHHbIEe JOKYMEHTHI: YCTaB, JOJKHOCTHAS UHCTPYKIM. PaciopsaurensHbie
pacropsaIUTENbHON  |JIOKYMEHTBI: IIPHUKa3bl, pactopsbkeHus. CripaBOYHO-HH(DOPMAITMOHHBIC TOKYMEHTBI:
JOKYMEHTAIluU JOKJIaJiHAas 3aIMCKa, 00bsICHUTENIbHAA3AMNCKA, aKT, CIIPaBKa, CIy)XKeOHOE MHCHMO.
CoctaB 1 0c0O0eHHOCTH 0(hOPMIIEHUS JOKYMEHTOB IO INYHOMY COCTaBY.
B ToM umciie npakTHYeCKUX 3aHATHH 10
IIpakTnyeckoe 3ausiTue Ne 2 CocraBnenue u 0opMIICHHE OpraHU3aI[HOHHO- 2
pacnopsiANTENbHBIX TOKYMEHTOB.
IIpakTHyeckoe 3ansaTHe Ne 3 Odopmienue cipaBOYHO-UHPOPMAITHOHHBIX 2

JAOKYMCHTOB: JOKJIaAHAA 3aIIMCKa, OOBSICHHUTENIbHAS 3aITHCKa




IIpakTnueckoe 3ansaTne Ne 4 Odopmiienue crpaBo4HO-UH(OPMAITMOHHBIX 2
JOKYMEHTOB: aKT, CIIpaBKa, CIy)KeOHOE MUChMO
IIpakTHyeckoe 3anaTHE Ne S JlokyMeHTUpOBaHUE TPYNOBBIX OTHOLICHUH U 2
JMYHOTO COCTaBa
IIpakTHyeckoe 3ansaTHe Ne 6 CocraBieare u O(OPMIICHHE CITY)KEOHBIX ITHCEM 2
Tema 1.3. Conepxxanue y4eOHOro MaTepuasa 4 OK 02.; OK 05.;
JloroBopHo- 3. TIonstue morosopa (kontpakra). Tunoas ¢opma noroBopa. OCHOBHBIE 2 OK 09.;
[paBoBast paszzaensl goroBopa. [IpaBuia opopmiieHHSI TPETEH3NOHHBIX MTHUCEM.
MOKYMEHTAITHS B ToM yuc/ie MPAaKTHYECKUX 3aHATHI 2
IpakTHyeckoe 3ansaTHe Ne 7 CocraBiienne U opopMIICHHE TOTOBOpa Ha 2
OKa3aHUe yCIyT
PA3JIEJ 2. OPTAHU3AIIUS PABOTBI C JOKYMEHTAMUA
Tema 2.1 Conep:xkanne y4eGHOro MaTepuasa 4 OK 02.; OK 05.;
Opranuzanus 4. CoctaB u yueT o0bema T0KyMEeHT0000poTa opranuzanuii. Opranusaius padoTsl ¢ 9 OK09.;
NOKyMEHTOO00pOTa, | TOKYMEHTAIMEH, MOCTymaromiel B opranusaiuio. [lepenaya TOKyMEHTOB BHYTPH
[perucTparus opranuzanuu. Conepskanue rpapuka J0KyMeHTO000pOTa.
NTOKYMEHTOB, 5. Perucrpanms noxkymeHToB. KOHTpOIJIb NCTIOTHEHUS TOKYMEHTOB. OpraHu3alius 1
VICTIOJITHEHUE TEXHHKa KOHTPOJIA ucnojiHeHus. Beaenue kaptorek. TUNoBble MUHANBUIYabHbIE 2
TTOKYMEHTOB CPOKH HCIOJIHEHUS TOKYMEHTOB.
Tema 2.2. Conepxanue yueOHOro MarepuaJia OK 02.; OK 05.; OK
NudopmanrionHbie 6. Hcnonp3oBanue mporpaMMHOTO OOECTICYCHHS JJIsl PEIICHHS 09.;IIK 1.1.; TIK 1.2.;
TEXHOJIOTUU B npodeccroHalbHbIX 3a7a4. Criennain3upoBaHHOE IPOrpaMMHOE OOecrieueHue B IIK 1.3.; TIK 1.4.; ITIK
NIEJIOTTPOU3BOJICTBE o0JacTu TOKyMEHTUPOBAHHUS MO BOIIPOCAM 3eMJICYCTPONCTBA. DIEKTpOHHAs U(poBas 1.5;1IK 1.6.; IIK 2.1.;
TIOJITHCE. IIK 2.3.; IIK 3.1.; IIK
B ToM 4mHciIe IPAKTHYECKUX 3aHATHI 2 3.2;1IK3.3.; 11K 3.4.;
IIpakTuyeckoe 3ansaTne Ne 8 PabGoTta c 27€KTpOHHBIMH JTIOKyMEHTAMH. 2 [IK 4.1.
Tema 2.3 Conepxanue y4eOHOro MarepuaJia 6
Opranuzaims 7. Cucremaru3aiysi JOKYMEHTOB M UX XpaHeHue. [IpaBuia TeKyIero XpaHeHus 2 OK 02.; OK 05.; OK 09.;
OTICPATUBHOTO H JOKYMEHTOB B mojpaseiicuni. Homenknarypa jgei. IIpuMepHbIe U THIIOBBIE
APXUBHOTO XPAHCHUA | yomeHKIaTyphl J€J1 OTIEIOB U IOIPA3ICICHHI B YaCTH 3€MJICYCTPOMCTBA M KaJ1acTpa.
AOKYMCHTOB 8. AxpuBHOe XpaHeHHE TOKYMEHTOB. Busl apxuBoB. TpeGoBaHust K 0(GOPMICHHIO
nen. [loaroroBka u mopsiioK nepeaayuu Jell B apXuB. 2




B ToM 4mciie NPaKTHYECKUX 3aHATHH

B ToM yuc/ie NPpaKTHYECKUX 3aHATHI 3aHSTHH U JTa00PATOPHBIX PadoT 2
IIpakTnueckoe 3ansaTue Ne 9 CocraBnenue u 0opopMIIeHHE HOMEHKIIATYPbI JIeJ 2
Hroro cemectp, 34
PA3JIEJI 3. OPTAHU3AIINS PABOTHI C JIOKYMEHTAMM B 3EMJIEYCTPOVMCTBE OK 02.; OK 05.; OK 09.;
Tema 3.1 CoaepikaHue yueOHOro MaTepuaJa 6 IK 1.1.; IIK 1.2.; TIK
['ocynapcTBeHHBIN 1. Poceectp. Ctpykrypa, GYHKIIUU, HOPMATHBHOE OOCCIICUCHUE JICATEITHHOCTH. 2 1.3; 11K 1.4.; IIK 1.5,;
(oHJ NaHHBIX, Oco0eHHOCTH pabOTHL [IK 1.6.; TIK 2.1.; TIK
MOJTy4€HHEIX B 2. TocynapceTBeHHbIi (POHI AAHHBIX, IOJYYEHHBIX B PE3YIBTATE MPOBEICHHS 2 23, 1K 3.1, 1IK 3.2,;
pe3yibTare 3eMIIeyCTpoiicTBa. BHJIbI JOKYMEHTOB, HX HA3HAYEHHE. [1K 3.3.; 1IK 3.4.; IIK 4.1.
MPOBCICHMS B ToM 4nciie NpAaKTHYECKUX 3aHATHH 2
3EMIICYCTPOHCTBA. IIpakTnueckoe 3ansitue Ne 1 Pabora ¢ pa3nuyHbIMU UCTOYHUKAMU UH(POPMAIUH 2
10 BONIPOCAM 3€MJICYCTPONCTBA
Tema 3.2 Copep:xaHue y4ueOHOr0 MaTepuaja 8 Oﬁlgzl';lo'llgﬂ(){si; ?KH(%?’
Pabora ¢ nokymentamy| 3. IlpaBu;a padoThl ¢ JOKYMEHTAMH 10 BONPOCAM MPOBeICHHS e0/Ie3nuecKuX 2 130K 1.4.:TIK 1.5.;
[PU TTPOBEICHUH aoor. 'OCT P 51872-2019. IIK 1.6.; IIK 2.1.; TIK
reoze3sndeckux pabor | 4. Kaprorpapuueckue marepuaibl. [Iopsaaok GopMUpOBaHUs 3a9BKU U MAKETHI 2 H%(%@HIIQI:I;{%’ 41_{}%[3}’('24';1
IIOKYMEHTOB, HEOOXOJUMBIE JIJIsl [TOJYYEHHsT KapTOrpaduuecKuX MaTepHaIoB IPOLLIBIX T Y o
meT.
B TOM unciie NIPaKTHYEeCKUX 3aHATHI 4
IIpakTHyeckoe 3ansaTHE No 2 Nzyuenue T'OCT P 51872-2019 2
IIpakTuyeckoe 3ansaTue Ne 3 dopmMUpoBaHHE 3as1BKU Ha MOJy4YEeHUE 2
KapTorpapuieckoro Marepuana
Tema 3.3. Coaep:xaHue y4eOHOro MaTepuaJia 8 OK 02.; OK 05.; OK 09.;
Pabota ¢ nokymentamy| 5. Iopsaok ¢popMUPOBAHMS U HANPABJIEHHUs YBeAoOMIeHui. DopMUpOBaHUe 2 IIK 1.1.; IIK 1.2.; TIK
[pU KaJacTpOBOM YBEIOMJICHUH O MPE0CTABICHUH HeocTaromeld nahopmaiu o6 00beKTax 1.3;1IK1.4.;IIK 1.5,
Y4ETE U OLICHKE HeABHKUMOCTU. POopMUpOBaHUE 3asiBKM Ha Noay4YeHue Boinucku u3 E1I'PH. IIK 1.6.; TIK 2.1.; 1IK
0OBEKTOB 6. IIpaBuja cocTaB/ieHHs ONMMCH KON 0TYETOB, JOKYMEHTOB H MaTE€PHAJIOB, 2 231K 3.1, TIK 3.2.;
HEIBKMMOCTH (bOPMHUPYEMBIX M UCIIOIB3yYEMBIX IIPU ONPEAEICHUN KaJaCTPOBOM CTOMMOCTH, IS 11K 3.3.; 1IK 3.4.; TIK 4.1.
BPEMEHHOT0, TOCTOSTHHOTO U (MJIK) IOJITOBPEMEHHOTO CPOKOB XpaHEHHUS B COOTBETCTBUU
c 3akoHOo1aTenbCcTBoM Poccuniickon denepannu .




IIpakTnueckoe 3ansaTne Ne 4

®opMupoBaHuE 3a11poca U yBEAOMIIEHUS O

MpPeIOCTABICHUN HeAOCTaromel nadopmanuu 06 00beKTaX HEABUKIMOCTH

IIpakTHyeckoe 3anaTHE Ne S DopMHUpPOBaHHUs 3a51BKU Ha IOJy4YEHUHN BBIIIUCKHU U3 2

EI'PH
udpepeHupoBaHHBIN 3a4eT 2
Hroro cemectp| 24
Bcero 58

10




3. YCJIOBUS PEAJIM3AIIAY YYEBHOM JUCHUILINHBI

3.1. Jnsa peanu3auuM MNPOrpaMMbl Y4YeOHOH JMCHUIUIMHBI JAOJGKHBI OBITh
NpeayCcMOTPEHbI ClIeAyIolIHe ClielHaIbHbIe OMelleHus:

Peanuzanus y4eOHOM ITUCHMIUIMHBI TpeOyeT Haluuusi yd4eOHOTro KaObWHETa «COLMAIbHO-
T'YMaHHUTAPHBIX AUCIUTLIAHY.

OCHAaIlleH 000py/I0BaHHEM:

— paboune MecTa 00y4JaronIuXxcs (CTOJBI, CTYIbs) — IO KOJTHYECTBY 00YJarOIINXCS;

— pabouee MecTo mnpemnoaaBaTes — 1,

— Jocka — 1 mT;

— KHIKHBIA mkad — 1 mrT.;

— y4eOHO-MeToAuuecKas JIUTepaTypa Mo AUCLUUILIINHE

— KOMIUJIEKT y4eOHO-HATJIATHBIX TOCOOUA

TeXHUYECKHMHU CPeICTBAMM 00yYeHUsI:

— MyJIbTHMEIHIHOE 000pyIOBaHME (IIPOEKTOP, FKPaH, KOMITBIOTEP C BBIXOJIOM B CETh
Internet);

— MEepCOHaJbHbIE KOMIBIOTEPH WJIM HOYTOYKH JUid pabodero Mecra MpernojaBareis U
CTYICHTOB, OCHAIllEHHble HAO00pPOM O(UCHBIX MPOTrpaMM MJIsi CO3JIaHUS U BOCIPOU3BOJICTBA
TEKCTOBBIX 3JIEKTPOHHBIX JOKYMEHTOB W Pa0OTBI C JIEMOHCTPAIMOHHBIMH CHCTEMaMH
AIIEKTPOHHOTO JOKYMEHTO000POTAa, MOYTOBBIMH MTPOTPAMMAaMHU;

— uHpopmannoHHo-cripaBoyHas cucrema «Koncynbrantllmocy.

3.2. UudopmanmonHoe odecriedeHue o0yueHust
Ilepeuenb yueOHbIX n3naHuii, UHTEpHET-pPeCcypcoB, 10NOJHUTEILHOM JUTEPATYPbI

9JIeKTPOHHbIE YYEOHUKH:

1. Ky3nenos, N. H. JloxymeHTanmoHHoe obecrieueHue yIpaBJICHHS.
JIOKyMEHTOOOOPOT ¥  JICNIONPOM3BOJCTBO : YYEOHMK W  TMPAKTHKYM Ui CPEIHEro
npodeccuonanpHoro obpaszoBanusi/ HW. H. Ky3nenoB. — 3-e¢ wu3a., mepepab. u nOIILl. —
Mocksa : UznparensctBo FOpaiit, 2023. — 462 c. — (IIpodeccronanbHoe 00pa3oBaHHUE). —
ISBN 978-5-534-04604-5. — Tekct : oanekrponnbii // DOBC IOpaiit [caiiT]. —
URL: https://urait.ru/bcode/451242

2. Jloponuna, JI. A. JIOKyMEHTallMOHHOE OOCCICYCHHE YIPABJICHUS : YYCOHUK H
MpPaKTUKyM Uil cpeaHero  mpodeccuoHanbHoro — obOpazoBanusi/  JI. A. Jloponuna,
B. C. UputukoBa. — Mocksa : U3natensctBo FOpaiit, 2023. — 233 c. — (IIpodeccuonanshoe
obpazoBanue). — ISBN 978-5-534-05783-6. — Tekcr : anekrponnsiii // DbC FOpaiit [caliT]. —
URL: https://urait.ru/bcode/453767

I[OHOJIHHTQJIBHLIQ HCTOYHUKMU:

1. TIlerposa, I'.B. IIpaBoBoe M JIOKyMEHTAalMOHHOE obOecreueHne MnpodheccuoHaTIbHON
JeATeNbHOCTH : y4eOHUK 1Tt cTyieHToB yupexxaenuit CI1O / I'.B. [lerpoBa. — 4-e uzn., nepepad.
— M. : Akagemus, 2021. — 304 c.

2. JlenonpousBojacTBo : OOpasipl, NTOKyMeHThl. OpraHusanus U TEXHOJOTHS pabOTHI.
bonee 120 noxymentos / B.B. I'anaxos, N.K. Kopueesa u ap.; nox pen. M.K. Kopueesa, B.A.
Kynpsiea. — 3-e uzn., nepepad. u aOI1L. — Mocksa, brok-IIpunt, 2023. — 480 ¢
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA

YYEBHO JUCLUILIUHBI

PesyabTaThl 00yyeHHs

Kpurepun onenkn

MeToabl OLIEHKH

HepequL 3H21HI/II71, OCBAMBACMBIX B paMKax JUCHUIIJIMHBI:

— IpaBuiia paboThl C JOKYMEHTAMU
10 BOIIPOCaM TIPOBEIACHHUSI
reoJIe3nYeCcKux pabor;
— CTaHJIAPTHI ICTIONPOU3BOJICTRA,;
— HOpMaTUBHBIC TIPABOBEIC AKTHI U
METOIMYECKUE JJOKYMEHTHI IO
JOKYMEHTAIIMOHHOMY 00€CTICUeHUIO
OpraHu3aIuH
— OCHOBHBIC ITPUHIIHITHI
OpraHmu3aIiy JJOKyMEHT0000pOoTa
— OCHOBBI apXHUBHOTO JleJia
— HOPMATUBHBIC TTPABOBHIC aKThI,
METOIMYECKUE JIOKYMCHTHI,
rOCy/IapCTBCHHBIC CTaHJIAPTHI,
OTIPEICIISAIONTNE TIOPSIOK
JOKYMEHTAITMOHHOTO O00ecTieueHus
OpraHu3aIuH

— TpaBWJIA COCTABJICHHS OTIHCH
KOIUN OTYETOB, JOKYMEHTOB U
MarepuaioB, POPMUPYEMBIX U
HCIOJIb3YEMBIX MPU OTPECIIEHUN
KaJacTpOBOM CTOUMOCTH, IS
BPEMEHHOT0, TTIOCTOSTHHOTO | (HJIH)
JOJITOBPEMEHHOTO CPOKOB XpaHEHUS B
COOTBETCTBUU C 3aKOHOATEILCTBOM
Poccuiickoit ®eneparuu

—3HaHUE
npodeccrnoHaIbHO M
TEPMHUHOJIOTHH;

— 3HaHWE OCHOBHBIX
IIOJIOKEHUN N3Y4EHHOU
JTUCIUIUIMHBI, TOHAMAaHHUE
3aKOHOMEPHOCTEH,
B3aUMOCBS3EN U3y4aeMoil
JTUCIUIUTAHBI C JPYTUMHU
npeMeTaMH U 001acTsIMU;
— BIIJICHUE
MEXIUCITUTUTHHAPHBIM,
KOMILJICKCHBIM 3HAHHEM;
— OCMBICJICHHE
M3y4aeMoro Marepuaia
(CTyneHTBI MOTYT
BBICKa3aTh BepOAITBHHO,
YETKO | SICHO, WJTH
KOHCTPYHUPOBATh HOBBIN
CMBICJI, HOBYIO TTO3HIIHIO);
— CIIOCOOHOCTH OOBSICHUTD
M3YUYCHHBIN MaTepuall Kak
C UCMOJIb30BaHUEM
poeCCHOHATBHOU
TEPMHUHOJIOTHH, TaK U B
npoctoi opme
(mosHOTA/TITyOMHA
MaTepuaia, U3JI0KeHHe
cOoOCTBEHHBIX MBbICTIEH,
YMEHHE M0JIb30BATHCS
HOPMAaTUBHBIMU
UCTOYHUKAMU, OOBSICHSTD
UX COJIep)KaHHE)

— BJIaJICHUE PEUYEBOM
KYJIbTYpHI (CTUITh
U3JI0KEHUS, SICHOCTb,
YETKOCTb, TAKOHUYHOCTH,
JOXOTYMBOCTb, TyHKTY-
aNbHOCTH, HEBEpOAIbHOE
COTIPOBOXKJICHHE,
0’KHBIIEHUE peYH MpUMe-
pamu, 1 T.J1.);

— apryMEHTUPOBAHHOCTbD,
YEeTKOCTh, TIOJTHOTA,
CTPYKTYPUPOBAHHOCTH U
JIOTUYHOCTH OTBETOB HA
BOMPOCHI.

Texkymmii KOHTPOJIb

— TECTUPOBAHUE;

— ompoc
(YCTHBI/IUCEMEHHBIH);

IIpome:xyTounas
arrecranus
JuddepenunpoBaHHbIN
3a4eT
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HepequL YMGHHfl, OCBAMBACMBIX B paMKax JUCHUIIJIMHBI:

BECTH JIOKYMEHTOOOOPOT,
IIOATOTABIMBATEL U OTIPABJIATH
McbMa

— OopMHPOBATH ¥ HATIPABIIATH
3a1pochl ¥ YBEIOMIIEHUS O
MIPEAOCTABJICHUH HEIOCTAIOMIEH
nHpopmanun 06 0OBEKTaX
HEIBUKUMOCTU

— (OopMHPOBATH M HATIPABIIATH
YBEJAOMIICHUS

— aHAJIM3UPOBATh (PAKTHUECKOE
coZep>KaHuEe KOMUI OTYETOB,
MaTepHUaIoB U JOKYMEHTOB MpHU
OTIPE/IENIEHUU CPOKOB X XPaHEHUS
— (opMHUPOBATH 3aIBKU U MAKEThI
JOKYMEHTOB, HEOOXOIUMBIE JIsI
MOJIy4eHUs KapTorpapuueckux
MaTepHUaIOB MPOLLIBIX JIET

— ¢hopMHUPOBATH 3asIBKU Ha
nosryaenue Boinucku u3 EI'PH Ha
UCCIIETyEMYIO TEPPUTOPHIO

— paboTaTh Ha IEPCOHAILHOM
KOMIIBIOTEpE, C TOUCKOBBIMU
CHUCTEMaMH, JIEKTPOHHOM MOYTON HA
YpOBHE YBEPEHHOTO MOJIb30BaTENs

— YMEHHE BECTH
JOKYMEHTO000POT;

— yMmeHue (GOpMHPOBATH
JOKYMEHTBI, B TOM YHCIIE
HEO0OXOAUMBIC TUTSt
BBITIOJTHCHHSI
npodeccHoHaNBHBIX 3a/1a4;
- yMmeHus paboraTh Ha
HIEPCOHATHLHOM
KOMITBIOTEPE ISl BEACHHUSI
JOKyMEHTO000pOoTA.

Texkymmii KOHTPOJIb
OrueHka pe3yabTaToB
BBIIIOJIHEHUS
IIPAKTUYECKUX padoT,
pelieHus
IIPAKTUKOOPUEHTUPOBAHHBI
X 3a1ad4,;
IIpome:xyTouHas
arrecrauus
HuddepenunpoBanHbIit
3a4er
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