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1. OBIIASI XAPAKTEPUCTHKA PABOYEN ITPOT'PAMMBI YYEBHOIA
JUCLUILINHDBI
«OI1.06 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUS»

1.1. MecTO AMCUUIITUHBI B CTPYKTYPe OCHOBHOIi 00pa3oBaTe/ibHON MPOrpaMMbl

VYyeOHas JucuMIUIMHA «J{OKyMEHTAlMOHHOE O0O0€CIeYeHUE YIPABICHUS» SBISETCS
oOsi3aTennbHOM  9acThio  OOHmEpOPEecCHOHANBHOTO IMKJIA HPUMEPHOW 00pa30BaTEIbHOM
nporpamMmsbl B cootBeTcTBUM ¢ @I'OC CIIO no cneunansHoctu 40.02.04 FOpucnpyaeHuus

Ocoboe 3HaueHWe UCHUIUIMHA HMEET MpH (OPMUPOBAHMM M PA3BUTHH OOIIHUX
xomreteHu OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09.

1.2. llesb ¥ muIaHUpPYyeMble Pe3yJIbTAThI 0CBOEHUS] TUCIUIINHBI:
B pamkax mporpaMMmbl y4eOHOM IUCHUIUIMHBI OOYYaIOIIUMHUCS OCBAaHUBAIOTCS YMEHUS

Y 3HAHUS
Kon YMmenust 3nanus

IIK, OK
OK 01, [IpumenaTH Ha npaktuke | TepMHHOIOTHIO B obnactu
OK 02, TOCYJapCTBEHHBIE CTaHAAPTHI, | AOKYMEHTAIIMOHHOTO obecrieueHus
OK 03, JIpyri€ HOPMATUBHO-METOJUYECKHE | YIIPABIICHHUS;
OK 04, JOKYMEHTBI,  periaameHtupyromue | HopmaTtusabie JIOKYMEHTBI,
OK 05, OPraHu3aIuio0 JOKYMEHTAIMOHHOIO | PETJIAaMEHTHPYIOIIUE  COCTAaBJICHUE U
OK 06, obecrieueHusl yIpaBiICHUS; odopmIIeHHE JTOKYMEHTAIIMH U TIOPSJIOK
OK 09, CocTaBiATh u MPaBUJIBLHO | €e 00paboOTKH;
K 1.2, 0hOpMIIATH OCHOBHbIE Buabl | [IpaBuna cocraBieHuss u odopMIICHHS
IK 1.3. OPraHu3aIMOHHO- OPraHu3aIlMOHHO-PACTIOPSIANTETBHBIX

pacropsIUTeIbHBIX JOKYMECHTOB;
OdopmnaTs HH(pOPMaIIMOHHO-

CIIPaBOYHYIO JOKYMECHTAIHIO,

OdopmisaTe KaJIpOBYIO
JOKYMEHTAIHUIO;
OdopmisaTe MIPETEH3UOHHO-

HCKOBYIO JOKYMCHTAIIUIO.

JIOKYMEHTOB,
YHUPHUIHPOBAHHYIO

BXOISIHX B
CUCTEMY
OpraHU3aIMOHHO-PACTIOPSATUTEIbHBIX
JIOKYMEHTOB, YHUDULIIHPOBAHHYIO
CHUCTEMY MePBUYHOMN Y4ETHOU
JOKYMEHTAIlMd B YacTH JTOKyMEHTAIluU
0 y4eTy Tpy/a;
[Topsimoxk  mpoBeneHUsT  KCIEPTHU3BI
[EHHOCTH JOKYMEHTOB M TOATOTOBKHU
JIe]l K apXUBHOMY XpaHEHHUIO.
Texnomnoruto
JOKyMEeHToO0OpoTa B

(YUIpeKICHUSAX).

OpraHu3anuu
OopraHu3anusax




2. CTPYKTYPA Y COJIEPXKAHUE YUYEBHOW JUCIIUILIVHBI
2.1. O0beM yueOHOM AUCHHUIIMHBI M BUABI Y4eOHO0#l padoThI

Bua yueOHo# paGoTbl O0bem B yacax

O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM JMCHUIIIHHBI 42

B T.4. B ()OpMe NPAKTHYeCKOii MOATOTOBKH 18

B T. 4.

TEOPETUYECKOE 00yIeHNE 18
MIPaKTUYECKHUE 3aHITH 18
Camocmosamenvhnas paboma ' 4
Ilpomesicymounas ammecmayus ¢ gpopme ougppepenyuposarnmnozo 5
3auema

L Camocmosmenvnas paboma 6 pamxax 00paz06amenvHol NPOSPAMMbL NAAHUPYEMCS 0OPA306aMeNbHOl
opeanuzayueu 6 coomeemcmeuu ¢ mpeboganuamuy PIOC CIIO 6 npedenax odvema yueOHOU OUCYUNIUHLL 8
Konuuecmee 4acos, HeoOX00UMOM Ol BbINOJHEHUs 3A0AHUll CAMOCMOSMENbHOU pabomsl  00YYAIOWUXC,
nPeOyCMOMPEHHBIX MEeMAMUYECKUM NIAHOM U COOEPHCAHUEM YHEOHOU OUCYUNTUHBL.



2.2. TemaTnuyeckuii IUVIaH U co/iep:kaHMe y4eOHOU TUCHUIINHBI

O0beMm, akaj.

4/ Koabl koMneTeHI Ui,
HaumenoBanue Coaepixkanue yueOHOro Matepuasa u GopMbl OpraHu3aluN B TOM HEIe B ¢popmupoBanuio
pa3iesioB U TeM AeITeJIbHOCTH 00y4YalommXxcst npal?:::zeckoﬁ KOTOPBIX CIIOCOOCTBYET
3JIeMEeHT MPOrpaMmMbl
NMOATO0TOBKH,
akaj. 4
1 2 3 4
Pazznea 1. OCHOBBI JOKYMEHTHUPOBAHMUSI YITIPABJEHYECKOM JEATEJIbHOCTH 5/2
Tema 1.1 Ilousitue 0 | Conep:kaHue y4eOHOro MaTepuasa 1 OK 01, OK 02, OK 05,
AOKYMEHTAalMOHHOM | OCHOBHbBIE CBOWCTBA JOKYMEHTOB U UX (DYHKIMU B CHUCTEME YIpaBJICHHUS. OK 09
o0ecrnieyeHNH [lonstne npoxkymenra. WuHdopmamus u  gokyment. Kriaccuduxarms K 1.2, IIK 1.3
ylpaBJieHH, JOKYMEHTOB: IO BHIYy O(opMmIIeHHs; MO coAepkKaHMIO; 1o ¢dopMme; To
AOKYMEHTE H MPOUCXOXKACHUIO; MO CPEICTBaM (HUKCAIlMM; MO CpOKaM XpaHEHHUS. 1
crnocodax MarepuanbHble HOCUTETH HHPOPMAITHIH.
aoxkymentupoBanusi | [lonstue poxkymentupoBaHusi. OCHOBHBIE CHOCOOBI JOKYMEHTHPOBAHUSI.
OcHOBHBIE COBpEMEHHBIE TEXHOJIOTUH, MPUMEHSEMbIE IPH OpraHU3aLUU
paboThl ¢ JOKYMEHTAMH B OpraHu3alusix (YUpeKIeHUsX).
Tema 1.2 Conep:xaHue yueOHOro MaTepuaja 1
HopmaTusHo- HopmaTtuBHO-IIpaBOBBIE  aKTBI,  PEryJHUPYIOIIHE  JTOKYMEHTAlMOHHOE OK 01, OK 02, OK 05,
npasoBas 06a3a obecrnieueHue ymnpaBieHUs. YHUDUKALMA U CTaHIAPTU3ALNA KaK OCHOBHBIE OK 09
AOKYMEHTAIIMOHHOIO | HAMpaBICHUS COBEPIIECHCTBOBAHUS JOKYMEHTOB U JOKYMEHTAIIHOHHOTO IIK 1.3
o0ecnieyeHust obecrieueHus yrnpaBacHUsI.
YIpaBJIeHUS [TepeueHb OCHOBHBIX TOCYJAapPCTBEHHBIX CTAaHAAPTOB HA YHU(PHUIIMPOBAHHBIC 1
cUCTeMbl  JOKyMeHTaluu. (OCHOBHBIE TIOJOXKEHUS TOCYJapCTBEHHOMN
CHUCTEMBl  JIOKyMEHTALlMOHHOTO  oOecredeHuss  ymnpasieHus. CocTas
YHUPHUITUPOBAHHBIX CUCTEM JIOKYMEHTaIHU: OpraHU3alMOHHO-
pacnopsiauTensHas, OTYETHO-CTaTUCTUUECKast, pUHAHCOBAs U JIp.
Tema 1.3 Cnocoost 1 | Coaepskanue yueGHOro MaTepuaJia 3/2\2 OK 01, OK 02, OK 03,




NpaBuJia Co31aHUusA Xapaktepuctuka, cocraB u  cogepkanue ['OCTa nHa cucremy OK 04, OK 05, OK 06,
JAOKYMEHTOB OPraHU3aIMOHHO-PACTIOPSTUTESIILHON JOKYMEHTAIMH. Y HUPHUITUPOBAHHASL OK 09

CHUCTEMa OPraHU3aIMOHHO-PACTIOPSIAUTEILHON JOKyMeHTauu. TpeboBaHus 1 K 1.2, TIK 1.3

K odopmieHHIO JOKyMEeHTOB. Dopmymsip-obpaseny OPJI.  [paswmia

o(OpMIICHHS PEKBU3HUTOB, periiaMeHTUpoBaHHBIX [ OCTom.

B ToM 4uc/ie npakTHYECKUX 3aHATHH 2

[IpaxTueckoe 3anarue Nel. OpopmieHne peKBU3UTOB Ha TOKyMEHTAaX. 2

Camocmoamenvnas paboma ? 2
Paznen 2. OPTAHU3AIUA CUCTEMbI JOKYMEHTALIMOHHOI'O OGECIIEYEHUSA 26/14
Tema 2.1 Conepxanue yueOHOro Marepuasa 412 OK 01, OK 02, OK 03,
Od¢opmienune XapakTepucTUka M COCTaB CIPaBOYHO-UH(POPMAIIMOHHBIX JIOKYMEHTOB OK 04, OK 05, OK 06
HH(pOpMaHOHHO- (crmy>keOHBIX MHUCEM, CIIPABOK, 3asBICHUH, aKTOB, IPOTOKOJIOB, TOKJIATHBIX U 5 K 1.2, IIK 1.3
CIIPABOYHOM OOBSCHUTENIBHBIX  3alMCOK), TpeboBaHHS K HUX  O(QOPMIIEHHIO.
AOKYMEHTALMU JlokyMeHTHpOBaHUE ACSITEIbHOCTH KOJIETHATbHBIX OPTaHOB.

B TOM 4mciie IpaKTHYEeCKUX 3aAHATHI 2

[Ipaktuueckoe 3anstue Ne2. OdopmieHue nHbHOpPMAITMOHHO-CITPABOYHOM 5

JOKYMEHTAI1H.
Tema 2.2 Conep:xaHue yueOHOro MaTepuaja 6/2 OK 01, OK 02, OK 03,
Odopmiienne OCHOBHBIE TpYIIbl OPraHU3aAUOHHO-PACTIOPATUTEIBHBIX JTIOKYMEHTOB. OK 04, OK 05, OK 06,
OpPraHu3alMOHHO- XapakTepucTiKa ¥ COCTaB OPraHU3allMOHHBIX JOKYMEHTOB (ycTaBa, OK 09
PACHIOPSIIUTENBHOM | TI0JIOKEHUS, WHCTPYKLUM, [OJDKHOCTHOM MHCTPYKLUM), TpPeOOBaHHSA K IIK 1.2,1IK' 1.3
AOKYMEHTAIMU odpopmiieHH0. XapakTepUCTHKa U COCTaB PaCHOPSAUTEIbHBIX JOKYMEHTOB 4

(mocTaHOBIIEHHUS, TpHKa3a, pEUICHHUS, pACHOPSHKEHMs,  yKa3aHus),

TpeOOBaHUs K UX OPOPMIICHUIO.

[TonsiTHe TOMMMHHMKA, KOMHM, BBIMUCKU, IyOnukata. Buasl komuid

JIOKyMEHTOB, OCOOEHHOCTH 3aBEPEHUSI KOMUU U BBIITUCOK HOTapHUATbHBIMU

2 Camocmosimenvhas paboma 6 pamkax obpazs06amenvHol Npospammpl NIaHupyemcs. obpasosamenvoli opeanusayueti ¢ coomeéememeuu ¢ mpebosanusmu @IOC CIIO ¢
npedenax obvema yueOHOU OUCYUNAUHBL 8 KOIUYECN8Ee UYACO8, HeoOX0OUMOM O/ 6bINOJHEeHUs 3a0aHULl CAMOCMOSMENbHOU padomvl 00YYaAWUXC, NPedyCMOMPEHHbIX
MeMamu4eckuM NIAHOM U COOEPIHCAHUEM YUeOHOU OUCYUNTUHDL.



KOHTOpPaMH U JIOJDKHOCTHBIMM JIMLIaMH OpraHu3alui.

B ToM yunciie npaKTHYeCKUX 3aHATHIH 2

[TpakTaeckoe 3ansatue Ne3. OpopmiieHHE OpraHU3aIHOHHO- 5

pacnopsaUTEeNbHON TOKyMEHTAIUH.
Tema 2.3 | Conep:xkanue y4eOHOr0 MaTepuajia 6/4 OK 01, OK 02, OK 03,
Odopmienue 3asBIIeHUS W MPHUKA3bl TI0 JIMYHOMY cocTaBy. JInuHas kaprouka ¢popmsl T-2 ) OK 04, OK 05, OK 06,
KA/JApPOBOii W JIAYHBIE J1e1a OK 09
JIOKYMEHTAIUH B ToM uHciIe NPAKTHYECKUX 3aAHATHI 4 IIK 1.3

[IpaxTueckoe 3anarue Ne4. OpopmiieHre KaapoBoil TOKyMEHTaIUH. 4
Tema 2.4 loroBopHo- | Conep:kaHue y4eOHOro MaTepuaJia 4/2 OK 01, OK 02, OK 03,
npaBoBast [Tonsite noroopa. OcHOBHBIE pa3zeinsl AoroBopoB. [lopsaok odopmiienus 5 OK 04, OK 05, OK 06
AOKYMEHTalUs TPYAOBOTO JOTOBOPA, JOTOBOPA MOCTABKH, IOTOBOPA KYIUIA-TIPOJAXKH. K 1.2, IIK 1.3

B TOM 4nciIe NPAKTHYECKUX 3AHATHH 2

[TpakTuueckoe 3anstue NeS. OdopmieHue 10roBopos. 2
Tema 2.5 | Conep:kanue yueOHOro MaTepuasa 6/4\2 OK 01, OK 02, OK 03,
IIpereH3uoHHO- OcCHOBHBIE PEKBU3HTHI U TOPANOK O(GOpPMIICHUS MPETECH3WH, OTBETOB Ha OK 04, OK 05, OK 06,
HCKOBasl nperensuto.  FOpumguueckast ciayx0a, BBINONHAIONIAS —[PETEH3HMOHHO- OK 09
AOKYMEHTaIUs HCKOBYIO paboTy Ha npeanpusaTur. KypHall perucTpaluy MpeTeH3 . 2 K 1.2, IIK 1.3

[Topsimox odopMieHHsT HCKOBBIX 3asBICHUN M NPEJACTABICHHUE HUX B

ApOUTpaXKHBIHN CY/I.

B ToM yunciie npakTHYeCKUX 3aHATHH 4

[Ipaktnueckoe 3ausitue Ne6. OdopmieHne MNpPeTeH3UMOHHO-UCKOBOM 4

JOKYMEHTAIUH.

Camocmosamenvnas paboma® 2
Paznen 3 OPTAHU3ALUSA PABOTHBI C JOKYMEHTAMU B OPTAHU3ALIUAX 5/9
(YUYPEXKJAEHUSAX)

3 Camocmosmenvhan paboma 6 pamkax obpazo06amenvHol NPoPamMmvl MAAHUPYeMCs 00pa306amensHoll opeanusayueti 6 coomeememsuu ¢ mpebosanusmu PrOC CIIO 6
npedenax obvema y4eOHOU OUCYUNIUHBI 8 KOIUYECHmEe HACO08, HeoDXOOUMOM OJidl GbINOIHEeHUs 3A0aHULU CAMOCMOAMENbHOU pabombl 00YHaArOWUXcs, NpedyCMOMPEeHHbIX
MeMAmu4eckUM NIAHOM U COOEPAHCAHUEM YUeOHOU OUCYUNTUHDIL.



Tema 3.1 Copep:xaHue y4yeOHOro MaTepuajia 1 OK 01, OK 02, OK 03,
TexHonorus VYnpasienne W JIenonpou3BOACTBO.  OpraHuzanuoHHBIE  (OPMBI OK 04, OK 09
OpraHu3auuu JIETTOTTPOU3BO/ICTBA. Cnyx6a JIOKYMEHTallHOHHOTO obecrieueHus IIK 1.2, 11K 1.3
AOKYMEHT0000pOTA B | YIIPaBJICHUS, OCHOBHAs 3aja4ya, (YHKIMH, THIIOBBIE CTPYKTYpHI, 1
OpraHu3anusx JOJDKHOCTHOM coctaB. Pernmamentanust pabotsl cinyx0b1 JJOY. Ilpumepnoe
(Yupe:xaeHusx) MOJIOKEHHE O CIIy)K0e JOKYMEHTAI[MOHHOTO 00ecnedyeHUs YIpaBJIEHUs U

JIOJKHOCTHBIE MHCTPYKITUH.
Tema 3.2 Coaep:kanue yueOHOro MaTepuajia 3/2 OK 01, OK 02, OK 03,
OcobeHHoCcTH [Tonatust mpennoxxkeHus, 3asBieHUs W >kanoObl. [lpmemM u peructparms OK 04, OK 05, OK 06,
AeJIONPOM3BOACTBA MHAceM IpaxkJaaH. PaccMoTpeHne u pa3penieHue nuceM, Cpok pacCMOTPEHHUS. OK 09
1o o0pameHus M AHaJIM3 MHCEM T'PaKIaH. IIK 1.2, IIK 1.3
rPa:kIaH u KonduaenmuanpHoe nenompou3BocTBO. ['pud orpannueHus mocTyma K 1
KOH(HUAECHIHAJIBHOIO | TOKYMEHTY. ABTOMAaTH3UPOBAaHHBIE CHCTEMBI PAOOTHI C JOKYMEHTaMH.
AeJIONPOM3BOACTBA CpenctBa H3roTOBJICHUS, KOMHPOBAaHUS M Pa3MHOXKEHHSI JIOKYMEHTOB.

Opranu3anus pabounux MecT.

B TOM 4mciie IpaKTHYEeCKUX 3aAHATHI 2

[Tpaktuueckoe 3anstue Ne7. OdopmieHue obpamieHuit rpaxaa. 2
Tema 3.3 Conep:xanue y4yeOHOro MmaTepuaJsa 1 OK 01, OK 02, OK 03,
Cucremarmnsanus Tloustue JTOKYMEHTOO000pOTa. O6mue NPUHITATIBI OpraHu3aiuu OK 04, OK 09
AOKYMEHTOB, JOKYMEHTOO0OPOTa, €ro OCHOBHBIE ATAlbl: MPUEM M MepBUYHAs 0OpaboTka K 1.2, IIK 1.3
(¢opmupoBaHHe HX B | TOKYMEHTOB; paclpelesieHue IMOCTYMUBIINX JOKYMEHTOB; PETUCTpalUs
Aeja M mepeaaya B JOKYMEHTOB U TMPEABAPUTEIBHOE UX PACCMOTPEHHUE; PACCMOTpPEHUE
apXuB OPraHM3alMM | TOKYMEHTOB PYKOBOJICTBOM OpraHu3anuu (YUpexJAeHUs) U HalpaBlIeHUE UX 1

Ha KCIIOJIHEHHE; MCIIOJHEHWE W KOHTPOJIb 32 HCHOJHEHUEM JOKYMEHTOB;

TEKYIIee XpaHEHHUE TOKYMEHTOB.

Howmenxknarypa gen. O6paboTka fen AJis MOCIeayIONIero XpaHeH!sl.

DKcnepTH3a HEeHHOCTH JOKYMEHTOB, 0(pOpPMIICHHE JIeJ, COCTABIICHHE

onucei. Cnava ie1 B apXuB.
Ilpomesricymounas ammecmayus 6 ¢popme ougppepenyuposannozo zauema 2
Bcero: 42







3. YCJIOBUSI PEAJIM3ALIMY YUEBHOM JUCLUAILIUHBI

3.1. Jlas peanu3anuMy NPOrpamMmMbl NPo(ecCHOHAJBLHOr0 MOAYJSI TOJLKHBI OBITH
NpeayCMOTPEHbI clieluaIbHbIe TOMEeIeHHs:

Kabuner  «JlokyMeHTalMOHHOTO  OOECHEYEHHUs  YIpaBJICHU, OCHAIICHHBIN
B COOTBETCTBUU C 1. 6.1.2.1 06pazoBaTenbHON IPOrpaMMBI 10 CHELUATIBHOCTH.

3.2. UudopmanuonHoe odecrneyeHne peaau3auuu NporpaMmbl

Jns peanuzanuyd TporpaMMbl  OMOIHOTEUHBIH (OHI 00pa30BaTEIBHON OpraHU3aHUU
JIOJIKEH MMETh MeYaTHbIE W/WIIN 3JIEKTPOHHBIE 00pa3oBaTeNbHbIE U MHPOPMAIIMOHHBIE PECYPCHI
JUIS UCTIONBb30BaHMs B oOpa3oBaTesibHOM mpouecce. [Ipu popmuposannn 6ubnuoreuynoro Gonaa
o0pa3oBaTeNIbHOM OpraHusalnuel BbIOMpAETCs HE MEHEE OJHOIO M3/aHUs U3 NEePEeYMCIIEHHBIX
HIDKE TMMEYaTHBIX M3/JaHUN M (WIM) DIIEKTPOHHBIX M3JaHWH B KauyeCTBE OCHOBHOTO, MPU ITOM
CITHCOK MOXET OBITh JIOTIOJTHEH JPYTrUMH U3IaHHSIMU.

3.2.1. OcHOBHbBIE eYaTHbIE U3TAHUS

1. 1. KysuenoB, MW.H. JlokymeHTanmonHoe oOecleueHUe  yIpaBICHUS.
JIokyMeHTOOOOpPOT W  JCIIONPOU3BOJACTBO : Y4YEOHWK W MPAKTUKYM IS CPETHETO
npodeccuonanpHoro oopazosanus / Y. H. Ky3nenos. — 4-e u3n., nepepad. u gomn. — Mocksa :
NznatenberBo HOpaiit, 2023. — 545 ¢. — (IlpodeccnonanpHoe obpazopanue). — ISBN 978-5-
534-16004-8.

2. bacakoB, M. U., JlIokyMEeHTallMOHHOE OOECTICUCHHUE YIpaBieHUs (C OCHOBAMH
apxuBoBesieHHs) : yueOHoe mocooue / M. 1. bacakoB. — Mocksa : KuoPyc, 2023. — 216 ¢. —
ISBN 978-5-406-11367-7. — URL: https://book.ru/book/948724 (nmata oOparieHus:

26.06.2023). — TeKCT : 3JIeKTPOHHBIH.

3.2.2. OcHOBHBIE JIEKTPOHHbIE U3IaAHUS

1. Bapmynn, B. B., JlokymeHTanimonHoe ooecrnieueHue ynpasiaeHus ;: yaeOHuk / B. B.
Bapmynn. — Mocksa : HOctunms, 2022. — 271 ¢. — ISBN 978-5-4365-8902-2. — URL.:
https://book.ru/book/942707 (nata ob6pamenus: 26.06.2023). — TeKcT : 37eKTPOHHBIH.

2. KopneeB, U. K. JlokymeHTanmoHHoe oOecrieueHUe YIpaBICHUS : y4EOHUK H
MPaKTUKYyM Uil cpeanero mpodeccronanbHoro obpazosanus / U. K. Kopuees, A. B. [Tmenko,
B. A. Mamypues. — 3-e uzn., nepepad. u gomn. — Mocksa : UzmarensctBo FOpaiit, 2023. —

438 c. — (IIpodeccuonanproe obOpazoanue). — ISBN 978-5-534-16002-4. — Tekcr
anekTpoHHbI  //  OOpaszoBarenbHass  miatpopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/523611 (nata obpamenus: 26.06.2023).

3. Ky3Henos, . H. JlokyMeHTallMoOHHOE oOecrieueHue YIIPaBICHHUSL.

JIOKyMEHTOOOOPOT U JICJIONPOM3BOJACTBO : YYEOHMK UM MPaKTHUKYM JUIi  CpPEAHEro
npodeccuonansHoro oobpazosanus / M. H. Ky3nenos. — 4-e u3z., nepepab. u gomn. — Mocksa :
WznarensctBo FOpaiit, 2023. — 545 ¢. — (IIpodeccuonansHoe obpazosanue). — ISBN 978-5-
534-16004-8. — Tekcr : anexTpoHHbIH // Obpa3oBarenbHas miardpopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/523613 (nara obpamenus: 26.06.2023).

4. Kysznemnoa, 1. B. JlokymeHTanmoHHOEe oOOeclieueHUe YIpaBJieHUs : YydeOHOe
nocobue g CIIO / U. B. Kysneunosa, I'. A. Xauarpsn. — 2-¢ uzn. — CapatoB :
[Ipodobpazosanue, Aii [Tu Dp Menua, 2023. — 166 c¢. — ISBN 978-5-4486-0404-1, 978-5-



4488-0216-4. — TekcT : >NEKTPOHHBIN // DNEKTpOHHBIN pecypc nudpoBoit 00Opa3oBaTEIbHOM
cpenbl CITO PROFo6paszosanue : [caiit]. — URL: https://profspo.ru/books/80326
o. HlysanoBa, H. H. JlokymeHTanmoHHOE OOECIEYCHUE YIPABICHUS | YUCOHUK U

NPaKTUKYM JIsi cpenHero mpodeccnoHanbHoro obpasosanusi / H. H. lllyBanosa. — 3-e u3n.,
nepepad. u gon. — Mocksa : UsnmatenbcrBo FOpaiit, 2023. — 247 c. — (IlpodeccrnonansHoe
oOpazoBanue). — ISBN 978-5-534-16538-8. — Tekcr : snexkrponHbii / OOpa3oBarenbHas
mwiarpopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/531240 (mata oOparieHus:
26.06.2023).

3.2.3. /lonotHUTEIbHbI€ HCTOYHHKHU

1. Anp0OM TMEpBHYHBIX JOKYMEHTOB: OnekrpoHHas kuura (1 CD).- M.. U]
«PaBHoBecuey.- (Cepust JlenoBbie TOKYMEHTBI», BHIIL. 6).

2. PepkakoB A.Il. OOpa3ibl JOKYMEHTOB JUIsl TpaKaaH: OJekTpoHHas kHura (1
CD).- M.: U]1 «PaBHOBecHe».

3. CripaBouHO-TIpaBoBasi cucrema «l apanr».

4, CnpaBouHo-nipaBoBas cucrtema «Koncynprantllmrocy.

5. IoCTt P 7.0.97-2016. Hauuonanenslii ctangapT Poccuiickoii ®denepanmmu.

Cucrema craHaapToB 10 HHPOpManuM, OUOIMOTEYHOMY U  HU3JATEIbCKOMY  JENy.
OpraHuzallMOHHO-pacTIOpsIAUTENbHAsT ~ JOKyMEHTauus.  TpeboBaHuss K  o(opMIIEHUIO

JOKYMEHTOB.

6. Poxusarosckas, U. P. JlokymeHnTanmonnoe obecnedenue : yuebnoe nmocoowue / M.
P. PoxnsitoBckas. — Cumdeponons : YHUBEPCUTET SKOHOMUKH U yrpasienus, 2023. — 104 c.
— ISBN 2227-8397. — Tekct : O3JIEKTPOHHBIM // DIEKTPOHHBIM pecypc HUPPOBOM
00pazoBaTebHON cpenbl CIIO PROFo6pazoBanue : [caiiT]. — URL.:
https://profspo.ru/books/73265

7. bacakoB, M. MW. JlemompousBoactBo [JlokymeHTarmoHHOE OO€ECIICUCHHE
ynpasienusi] : yuaeonuk / M. W. bacakos, O. U. 3ambiikoBa. — PocTtoB-Ha-J/lony : ®deHuKc,
2023. — 376 c. — ISBN 978-5-222-23063-3. — TeKcT : 37eKTpOHHBIN // DIEKTPOHHBINA pecypc
nudposoit  obpazoarenpHOM cpeapl  CIIO  PROFoOpazoBanme : [caiit]. — URL:

https://profspo.ru/books/59345
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4. KOHTPOJIb 1 OLHEHKA PE3YJIbTATOB OCBOEHMUSA

YYEBHOM JUCLUILINHBI

PesyabTaTsl 00yyeHHs ‘

Kpurtepnu onenku

MeToabl OLIEHKH

HepequL 3H3,HPII>1, OCBAaMBACMBIX B paMKaxX JUCHUIIIIMHBI

Tepmunosorus B
oOmacTu
JOKYMEHTAI[HOHHOTO
obecrnieueHUs
yIpaBJIEHUS;
HopmaTtusHbie
JTIOKYMEHTHI,
periiaMeHTHPYOIINe
COCTaBJIEHUE "
odopmIieHHE
JTOKYMEHTAITU! "
MOPSZIOK ee 00paboTKH;
[IpaBuna cocraBneHus u
ohopMIIeHHS
OpraHU3aIMOHHO-
pacnopsauTeNbHBIX
JOKYMEHTOB, BXOJSIINX
B YHH(PHUIIUPOBAHHYIO
CUCTEMY
OpraHu3aIMOHHO-
pacnopsaIuTeNbHBIX
JOKYMEHTOB,
YHU(PHUITUPOBAHHYIO
CUCTEMY MEePBUYHOMN
YYETHOUN JOKyMEHTaluu
B YacTH JIOKyMEHTAIluu

0 y4eTy Tpy/a;
[Topsimox  mpoBeneHus
OKCIIEPTU3bl  [IEHHOCTH
JTOKYMEHTOB "
HNOJArOTOBKH ~ Jel K
apXUBHOMY XPaHEHHIO.
Texnonorus
OpraHu3anuu
JOKYMEHTOO0OpoTa B
OpraHHU3aLusIX
(Y4pexIeHUsAX).

- oopMIICHHE JOKYMEHTOB U PEIICHUE
HpaKTI/I‘-ICCKI/IX CI/ITyaHI/Iﬁ C
HOpMaTI/IBHI)IM HpaBOBI)IM
000CHOBAHHEM;

- UCTIOJIb30BaHHE Pa3IMYHBIX
HUCTOYHUKOB, BKIIKOYAd OJCKTPOHHBLIC
pecypcel, Meaua pecypebl, MHTEepHET-
peCypCHI, MEPUOTUICCKIE U3aHUS 10
CIICIINAJIBHOCTHU JJIsA pemicHus
npoecCuoHANBHBIX 33124

- JEMOHCTpanusd OTBETCTBCHHOCTHU 3a
MIPUHSATHIC PEIICHHs, 000CHOBAHHOCTH

caMoaHaJIn3a " KOPPEKIIHS
pe3yabTaTOB COOCTBEHHON PabOTHI;

- HCIIOJIb30BAaHKME 3aKOHOJATEIbHBIX U
HOPMaTUBHO-ITPABOBBIX AaKTOB npu
TUTAHUPOBAHUH TIPEATIPHHUMATEIHCKON
NEeSITEeTPHOCTH B MPO(ECCHOHAIBHON
chepe;

- JIEMOHCTpanusi 3HaHWKA B 00JacTu
(hMHAHCOBOW TPAMOTHOCTH;

- KOHCTPYKTUBHOCTDH B3aHMOﬂeﬁCTBHH
C O6yLIaIOH_[I/IMI/ICH, npenoaaBaTCjIsIMU B

xone  OOydeHHs, PYKOBOIHUTEISIMU
yaeOHOMH u MPOU3BOACTBEHHOU
NPaKTHUK.

-coOJIIOIEHNE HOPM
po(eCCUOHATTLHON 3TUKH;

— MOCTpPOEHHE TMPO(PECCHOHATBHOTO
OOIICHUST C  y4ETOM  COIHAIILHO-
poheCCUOHATIBHOTO craryca,
CUTyalluu OOIIeHUs, OCOOEHHOCTEH
TPYIIIBI u WH/IMBHTyalIbHBIX
0ocoOeHHoCTeH Y4aCTHUKOB
KOMMYHUKAIIUH;

- TPAaMOTHOCTh YCTHOW WU MUCHMEHHOU
peuu;

- odopMmieHue  JOKYMEHTOB B

cootBercTBUM ¢ [[OCToM;

- sCHOCTb  (hopMyIMpOBaHMA U
U3JI05KEHUS MBICIIEH;
- TpOSBIEHUE  TOJEPAHTHOCTH B

rpoliecce OOIIeHNS;

- DKCHEPTHOE HaOII0/IeHne
BBITIOJTHCHH S
MPAKTUYECKHUX 3aJaHUN,

- OIEHKAa 10 HTOraMm
YCTHOTO orpoca
CTY/ICHTOB,

- HAOJIIONEHHWE MO0 HTOraM

TECTUPOBAHUA,
- OlIEHKa B IIpolecce
MIPOBEACHUS
nuddepeHInpOBaHHOTO
3ayeTa




- coOiroficHHe HOPM TIOBEICHHUS BO
BpeMsl yueOHBIX 3aHATHIA;

- coOmoieHne CTaHJapTOB
AHTUKOPPYIILIMOHHOTO MMOBEICHUS,
- COOJIOaeT HOPMBI HKOJIOTHYECKOM

0e30I1aCHOCTH;
— omnpeenser HarpaBJICHUS
pecypcocOepexeHus B pamKax

npo(ecCHOHATLHOW JIeATEIIBHOCTH 110
CHEIHAILHOCTH;

- 9(QQeKTUBHOCTH  HCMOJIH30BAHUS
CpencTB (PU3UYECKOUW KyIBTYPBI IS
COXPAHEHUS U YKPEIUICHHSI 37J0POBBS B
nporecce npo¢ecCuoHATBHON
NS TEITbHOCTH " IO ITICPIKAHUS
HEOOXOJIMMOTO  YPOBHS  (DPU3HUYCCKOU
MTOATOTOBJICHHOCTH;

- 9(h}eKTUBHOCTh WCIOJB30BaHUS B
npohecCuoHATBHOU NEeSTETHHOCTH
HEOOXOIUMOM JTOKyMEHTAI[MH, B TOM
YHCIIe HA HHOCTPAHHOM SI3BIKE

Ilepeyens ymeHuii, ocBau

BAaCMbIX B paMKaxX TUCHHUIIJINHBI

[Ipumenars Ha
MPaKTHUKE
rOCyJIapCTBCHHBIC
CTaHIapTHI, Jpyrue
HOPMAaTHBHO-
METOIUYECKUE
JOKYMCHTHI,
periaMeHTHPYIOIHE
OpraHu3aIuio
JOKYMEHTAITHOHHOTO
obecrnieueHus
yIIpaBJICHUS;
CocraBnATth u
MPaBUIBHO O0(OPMIIATH
OCHOBHBIE BUJIbI
OpraHu3aIMOHHO-
pacnopsaUTeNbHBIX
JOKYMEHTOB;
OdopmitsaTe
UH(pOPMAaIMOHHO-
CIPaBOYHYIO
JOKYMEHTAIHIO;
OdopMIsATs  KaJIpOBYIO
JOKYMEHTAIHIO;
OdopmitsaTe

- ohopmIIeHHE TOKYMEHTOB M PEIICHHE
CUTYyalHi C
MPaBOBBIM

MPAKTUICCKHX
HOPMAaTHBHBIM
000CHOBaHHEM,

- UCIIOJIb30BaHUE Pa3IMYHBIX
UCTOYHUKOB, BKJIIOYAs 3JCKTPOHHBIC
pecypcsl, Meaua pecypebl, MHTepHeT-
pecypcehl, MEepUOIUYEcKre U3JaHUs 10
CHEIHAIbHOCTH IS pelieHus
npodeccuoHanbHBIX 3a7a4

- JIEMOHCTpalusi OTBETCTBEHHOCTH 3a
OPUHSTHIE PEIIeHUs, 0OO0CHOBAHHOCTb

caMoaHamn3a u KOPPEKIIUS
pe3yJIbTaTOB COOCTBEHHOMN pabOThI;

- HCIOJIb30BaHUE 3aKOHOJATEIbHBIX U
HOPMATHBHO-IIPABOBBIX  aKTOB  IPH
TUTAHUPOBAHHUU TPEIIPUHUMATEITHCKON
JEITEIBHOCTH B MPO(ECCHOHAIBHON
cepe;

- JIEMOHCTpaiusi 3HaHWWd B 00JacTu
(MHAHCOBOW TPAaMOTHOCTH;

- KOHCTPYKTUBHOCTDH B3aUMOJEUCTBHU
C O6y‘-IaIOH_[I/IMI/IC${, npenoaaBaTcisiMu B

xone  oOydeHMs, PYKOBOIHUTEISIMU
yueOHOM u IIPOU3BOJACTBEHHOMN
MIPaKTHUK.

- DKCIEPTHOE HaOII0/IeHNe
BBITIOJTHEHUS
MPaKTUYECKUX 3aJaHUM,

- ONEHKa 10 HWTOram
YCTHOTO orpoca
CTY/ICHTOB,

- HaOJIIOJICHHE TI0 HMTOTaM
TECTHPOBAHUS,
- OICHKa B
MIPOBEICHUS
nuddepeHInpOBaHHOTO
3ayera

mponecce




MPETEH3MOHHO-UCKOBYIO
JOKYMEHTAIHUIO.

-coOmoeHne HOPM
npodecCHOHAIBHOM 3THKH;

— TOCTpoeHHE MNPO(ECCHOHATBHOTO
OoOImeHNsT C  y4eTOM  COIHAJBLHO-

poeCCHOHAIBHOTO craryca,
CUTyalluu  OONICHHUs, OcoOeHHOCTeH
TPYIIIIbI u HUHAUBUAYAJIbHBIX
ocoOeHHOCTEN YYaCTHUKOB
KOMMYHUKaIIUH,

- TPaMOTHOCTb YCTHOW M NHCbMEHHOU
peuu;

- odopmieHue  JOKYMEHTOB B
cootBercTBUM ¢ 'OCToM;

- SACHOCTb  (OpPMYIMpPOBaHUA U
HU3JI0KSHHUS MBICIICH;

- TPOSBIEHWE TOJEPAHTHOCTH B
nporiecce OOIeHUS;

- COOJIIOICHHE HOPM TIOBEJCHHUS BO
BpeMsi y4eOHBIX 3aHSITHIA;

- coOmronenne CTaHapTOB
AHTUKOPPYIIMOHHOI'O MOBEACHUS,
- COONIOJIaeT HOPMBI IKOJIOTUYCCKOM

0€e30MacHOCTH;

- oTpesieNnseT HaIpaBJICHUS
pecypcocOepexeHus B paMKax
po(hecCHOHAFHOW JEATEIBHOCTH IO
CTEIUANTBHOCTH;

- 9(QQeKTUBHOCTh  HCMOJIb30BAHMS
CpeACTB (PHU3UYECKON KyJIbTYPBHI st
COXpAHCHHS U YKPEIUICHHsI 37I0POBbs B
nporiecce npoeccuoHaTBLHON
JeSITEITbHOCTH u O JIePKAHUS
HEOOXOAMMOTO ypPOBHA  (U3UYECKOM
HIOJITOTOBJICHHOCTH;

- 93(h}EeKTUBHOCTh HCIOJIB30BaHUS B
npodecCHOHATBLHON JESTEITbHOCTH
HEOOXOJIMMOW JTIOKYMEHTAIlMH, B TOM
YKCJIe HA MHOCTPAHHOM SI3BIKE
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