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1. OBIIIASI XAPAKTEPUCTHKA PABOYEI ITPOTPAMMBI YUYEBHOI
JUCHUILINHDBI
«OI1.06 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUS»

1.1. MecTo AucuMILVINHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM IPOrpaMMBbl
VYyeOHas JucuMIUIMHA «J{OKyMEHTAlMOHHOE O0O0€CIeYeHUE YIPABICHUS» SBISETCS

oOsi3aTennbHOM  9acThio  OOHmEpOPEecCHOHANBHOTO IIMKJIA NPUMEPHOW 00pa30BaTEbHOM

nporpammsbl B cootBeTcTBUU ¢ DI'OC CIIO 1o cnernuanbHOCTH.

Ocoboe 3HaueHWE IUCHUIUIMHA HMEEeT MpH (OPMUPOBAHMM M PA3BUTHUU OOLIMX
xommereniii OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 07, OK 08, 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 obecrieueHust
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 07, CocTaBiATh u MIPaBUJILHO | €€ 00pabOTKH;
OK 08, 0hOpMIIATH OCHOBHbIE Buabl | [IpaBuna cocraBieHuss u odopMIICHHS
OK 09, OPraHu3aIMOHHO- OPraHu3aIlMOHHO-PACIOPSIANTETBHBIX
11K 1.2, pacopsSIAUTENbHBIX JOKYMEHTOB; JIOKYMEHTOB, BXOIAIINX B
IK 1.3. OdopmnaTs MH(POPMAIIMOHHO- | YHU(PHUITUPOBAHHYIO CHUCTEMY
CIIPaBOYHYIO TOKYMEHTALHUIO; OpraHM3alMOHHO-PACIOPSIUTEIbHBIX
OdopmisaTe KaJIpOBYIO | IOKYMEHTOB, YHUDULIIHPOBAHHYIO
JOKYMEHTALUIO; CUCTEMY NEPBUYHOMN Y4ETHOU
OdopmisaTe MPETEH3UOHHO- | JOKYMEHTAlluM B 4YacTH JIOKyMEHTaluu
HCKOBYIO JOKYMEHTALUIO. 0 Y4eTy Tpy/a;
[lopsnok  mpoBeneHUsT  AKCIEPTHU3bI

IICHHOCTH JOKyMEHTOB M TIOATOTOBKH
JIeTT K apXUBHOMY XpaHEHHUIO.
Texnomnoruto
JOKyMEeHToO0OpoTa B
(YUpeKICHUSAX).

OpraHu3anuun
OopraHu3anusax




2. CTPYKTYPA U COAEPKAHUE YUYEFHOM JUCIIUILINHBI
2.1. O0beM yueOHOI IMCUMIIMHBI M BU/ABI Y4eOHOH padoThl

Bua yueOHo# paGoTbl O0bem B yacax

O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM JMCIHUIIIHHbI 73

B T.4. B (popMe NPAKTHYECKOH MOATOTOBKH 30

BT. U..

TEOPETUYECKOE 00yIeHNE 40
MPAKTUIECKHUE 3aHATH 30
Camocmosmenvuas paboma * 3
IIpomMe:kyTouHasi aTTeCTALUSA

Y Camocmosmenvuas paboma 6 pamxax 06pa306amMenvHOl NPOSPAMMbL NIAHUPYEMCS  0OPA306aMENbHOl
opeanuszayueu 6 coomeemcmeuu ¢ mpeboganuamuy PIOC CIIO 6 npedenax obvema yueOHOU OUCYUNIUHBL 8
Konuuecmee 4acos, HeoOX00UMOM Ol BbINOJHEHUs 3A0AHUll CAMOCMOSMENbHOU pabomel  00YYAIOWUXC,
nPeOyCMOMPEHHBIX MEMAMUYECKUM NIAHOM U COOEPHCAHUEM YHEOHOU OUCYUNTUHBL.




2.2. TemaTu4ecKuii MJIaH U COAePKaHNe Y4eOHON JUCITUNIMHBI

O0beMm, akaj.

4/ Koabl koMneTeHIHid,
HaumenoBanue Coaep:xkanue yueOHOro Matepuasia u GopmMbl OpraHU3aluN B TOM HEIe B ¢opmupoBanuio
pa3iesioB U TeM AeITeJIbHOCTH 00y4YalommXxcst npal?:::zeclcoﬁ KOTOPBIX CIIOCOOCTBYET
3JIeMEeHT MPOorpaMmbl
NMOATO0TOBKH,
akaj. 4
1 2 3 4
Pazznea 1. OCHOBBI JOKYMEHTHUPOBAHMUSI YIIPABJEHYECKOM JEATEJIbHOCTH 6/4
Tema 1.1 Ilousitue 0 | Conep:kaHue y4eOHOro MaTepuasia 2 OK 01, OK 02, OK 05,
AOKYMEHTAallMOHHOM | OCHOBHbBIE CBOICTBa TOKYMEHTOB U UX (DYHKIUMU B CHUCTEME YIpPaBIICHUS. OK 09
o0ecrnieyeHNH [lonstne noxkymenta. WHdopmamms u  gokyment. Kitaccudukanus K 1.2, IIK 1.3
ynpaBJeHus, JOKYMEHTOB: 1O BHAY OGOpMIEHHs; IO COJAEpKaHHI0; mo (opme; 1o
AOKYMEHTE H MIPOUCXOXKACHNUIO; MO cpeacTBaM (UKcallMu; IO CpoKaM XpaHEHHS. 5
crnocodax MarepuanbHble HOCUTETH HHPOPMAITHIH.
aoxkymentupoBanusi | [lonstue noxymentupoBanus. OCHOBHBIE CIOCOOBI JOKYMEHTHPOBAHUS.
OcHOBHBIE COBPEMEHHBIE TEXHOJIOTUH, MPUMEHSIEMbIe IMPH OpraHu3aluu
paboThl ¢ JOKYMEHTAMH B OpraHu3alusix (YUpeKIeHUsX).
CamocrosiTesibHasi padoTa 1
HcTopus pa3BUTHS CUCTEMbI TOCYAAPCTBEHHOTO JIEIOMPOU3BOJICTBA 1
Tema 1.2 Conepxanue yueOHOro Marepuasa 2
HopmaTusHo- HopmaTtuBHO-IIpaBOBBIE  aKThl,  PEryJUPYIOIIUE  JOKYMEHTALMOHHOE OK 01, OK 02, OK 05,
npasoBas 06a3a obecrnieueHue yrnpapieHus. YHUDUKAIMS U CTaHJAPTU3alUs KaK OCHOBHbBIC OK 09
AOKYMEHTAIIMOHHOIO | HANpaBIECHUS COBEPILIEHCTBOBAHUS JIOKYMEHTOB M JIOKYMEHTAllMOHHOTO IIK 1.3
ob0ecreyeHnst oOecrieyeHus yrpaBaeHHUsL. 5
YIpaBJIeHUS [lepeueHb OCHOBHBIX TOCYAapCTBEHHBIX CTAHIAPTOB HAa YHHU(PHUIIMPOBAHHBIC

CHUCTCMBI AOKYMCHTallUU. OcHOBHBIC MOJIOKCHUA  TO Cy,[[&pCTBGHHOﬁ
CHUCTCMBI AOKYMCHTAIIMOHHOI'O obOecrieueHus YIIpaBJICHUA. CocraB
YHH(bHHHpOBaHHBIX CHUCTEM JOKYMCHTAIIUU: OpraHU3allMOHHO-




pacropsIuTenbHast, OTYETHO-CTATUCTHYECKAs!, (UHAHCOBAs U Ip.

Tema 1.3 Cnocodb1 1 | Conep:xanue y4e0HOro MmarepuaJia 2 OK 01, OK 02, OK 03,
NpaBuJia co31aHusA Xapaktepuctuka, coctaB u  coaepxkanue ['OCTa wna cucremy OK 04, OK 05, OK 06,
JAOKYMEHTOB OpraHU3al[MOHHO-PACHIOPSAUTENBHON JTOKYMEHTAUUU. YHU(UIUPOBAHHAS OK 07, OK 08, OK 09

CUCTEMa OpPraHU3aLMOHHO-PACHIOPAIUTENLHON JOKyMeHTauuu. TpeboBaHus 2 K 1.2, 1IK 1.3

kK odopmiienuto  nmokymeHtoB. Dopmymsp-obpaseny OPJl.  Ilpasuia

odopMIIeHHs] pEKBU3UTOB, periameHTupoBaHHbIX ' OCTowm.

B ToM yunciie npakTHYeCKHUX 3aHATHI 4

[IpaxTueckoe 3anarue Ne 1. OpopmiieHre peKBU3UTOB HA TOKYMEHTAaX. 4
Paznen 2. OPTAHU3ALIUA CUCTEMBI JOKYMEHTAIIMOHHOI'O OBECIIEYHEHUSA 19/24
Tema 2.1 Conepxanue yueOHOro Marepuasa 2 OK 01, OK 02, OK 03,
Od¢opmienune XapakTepucTUKa M COCTaB CHPaBOYHO-MH(POPMAIIMOHHBIX JIOKYMEHTOB OK 04, OK 05, OK 06
HH(pOpMaHOHHO- (cmy>keOHBIX MHCEM, CIIPABOK, 3asBJICHH, aKTOB, IPOTOKOJIOB, TOKIAAHBIX U 5 K 1.2, IIK 1.3
CIPaBOYHOM OOBSCHUTEIIBHBIX  3alUCOK), TpeboBaHMI K HWX  OGOPMIICHHIO.
AOKYMEHTALlUH JlokyMeHTHpOBaHUE ACSITEIbHOCTH KOJIETHAbHBIX OPTaHOB.

B TOM 4mciie IpaKTHYECKUX 3aAHATHI 8

[Tpaktuueckoe 3anstue Ne 2. OdopmieHue nHGOPMAITMOHHO-CITPABOYHON 3

JOKYMEHTAI1H.
Tema 2.2 Conep:xanue y4yeOHOro MmaTepuaJsa 5 OK 01, OK 02, OK 03,
Od¢opmirenne OCHOBHBIE TpYIIBl  OPraHU3aALUOHHO-PACTIOPSAAUTENBHBIX JTOKYMEHTOB. OK 04, OK 05, OK 06,
OpPraHu3alMOHHO- XapakTepucTiKa W COCTaB OpraHU3allMOHHBIX JIOKYMEHTOB (yCTaBa, OK 07, OK 08, OK 09
pacnopsiiuTeIbLHOM MOJIOKEHUSI, WHCTPYKLUHUHU, JOJKHOCTHOM HHCTPYKIHU), TpeOOBaHUS K IIK 1.2, TIK 1.3
AOKYMEHTAIUH opopMIIeHHI0. XapaKTEePUCTHKA M COCTaB PACHOPSAUTEIbHBIX TOKYMEHTOB

(moctaHOBIIEHUS, TpPHKa3a, pEHICHUS,  PACHOPSHKCHHs,  YKa3aHUS), 5

TpeOOBaHUs K UX O(POPMIICHUIO.

[loHsiTMe TOJUIMHHUKA, KOMMHU, BBIMUCKH, JyOiaukaTta. Buael xomui

JIOKYMEHTOB, OCOOCHHOCTU 3aBEPEHUs] KOMUN M BBIMMCOK HOTapUalbHBIMU

KOHTOPaMH M JOJDKHOCTHBIMU JIMIIAMH OPTaHU3aLi.

B ToM 4Hc/Ie NPAKTHYECKUX 3aAHATHIA 6




[TpakTuaeckoe 3anarue Ne 3. OdopmiieHne opraHu3auOHHO-

pacopsANTENBHON JOKYMEHTALINY. 6
Tema 2.3 | CoaepikaHue yueOHOro MaTepuajia 6 OK 01, OK 02, OK 03,
Odopmienue 3asBieHNs U MPUKA3bI M0 JIMYHOMY cocTaBy. Jlmunas xaprouka gopmsr T-2 6 OK 04, OK 05, OK 06,09
Ka/JpoBOii U JINYHBIE JejIa IIK 1.3
AOKYMCHTAllUH B TOM 4uc/Ie NPAKTHYECKUX 3aHATHI 2

[IpakTueckoe 3anarue Ne 4. OpopmieHne KaJpoBoil TOKyMEHTaLUH. 2
' Conepxxanue yueOHOro Marepuaja 2 OK 01, OK 02, OK 03,
Tema 2.4 JloroBopHo- | [Tonstue moroBopa. OCHOBHBIE pa3zeibl HOT0BOPOB. [Topsaaok opopmieHus ) OK 04, OK 05, OK 06
npaBoBas TPYAOBOTO JOTOBOPA, JOTOBOPA IMMOCTABKH, 10TOBOPA KYIUIA-TIPOJAXKH. I[IK 1.2, TIK 1.3
AOKYMEHTalusA B TOM 4mnciIe NpAKTHYECKUX 3AHATHH 4

[Ipaktuueckoe 3anstue Ne 5. OopmieHue 10roBopoB. 4
Tema 2.5 | Copep:xkanmne y4yeOHOro MmaTepuajia 4 OK 01, OK 02, OK 03,
IIpereH3noHHO- OCHOBHBIE PEKBU3UTHI M TMOPSAIOK O(GOpPMIICHHS MPETEeH3HMi, OTBETOB Ha OK 04, OK 05, OK 06,
HCKOBasl nperensuto. FOpunnmyeckas cinyk0a, BBINOJHAIOMAS PETEH3MOHHO- OK 07, OK 08, OK 09
AOKYMEHTalus HCKOBYIO pa0boTy Ha npeanpusTiu. KypHall perucTpaliuy mpeTeH3Hi. 4 K 1.2, IIK 1.3

[Topsinox odopmiieHHs] HCKOBBIX 3asBICHUA U TPEJCTABIEHUE UX B

ApOUTpaKHBIHN CY/I.

B TOM 4mciie IpakKTHYECKUX 3aAHATHI 4

[Ipaktnueckoe 3anarue Ne 6. OdopmiieHHEe TPETCH3NOHHO-UCKOBOM 4

JOKYMEHTAI1H.
Paznean 3 OPTAHU3ALIUSA PABOTBI C JOKYMEHTAMHU B OPTAHU3ALIUAX 18/
(YYPEXKJAEHUSAX)
Tema 3.1 Conepxanue yueOHOro Marepuasia 1 OK 01, OK 02, OK 03,
Texnosorus VYopaBnenue W Aenonpou3BojAcTBO.  OpraHuszanuoHHbIE  (OPMBI OK 04, OK 09
OpraHu3anuu JIEIONIPOU3BOCTBA. Cryx6a JOKYMEHTAIlHOHHOTO o0ecrieueHus IK 1.2, TIK 1.3
JAOKYMEHT0000pOTa B | YIpaBJIeHUs, OCHOBHas 3ajada, (YyHKIMM, TUIIOBBIE  CTPYKTYPHI, 1

OpraHu3anusx
(y4pexaeHHusx)

JOJDKHOCTHOM cocTaB. Permamentanust pabotsl ciyx6s1 JJOY. IlpumepHoe
MIOJIOKEHHE O CIIy)KOe JTOKYMEHTAIlMOHHOIO OOeCleyYeHMs YNpaBJICHUs U




JOJKHOCTHBIE UHCTPYKIIMH.

CamocrosiTesibHast padora 1

BrisiBienune crioco00B COKpalieHus J0KyMeHT000opoTa 1
Tema 3.2 Coaep:kanue yueOHOro MaTepuajia 6 OK 01, OK 02, OK 03,
Oco0enHocTH [lonatuss mpennoxeHus, 3asBieHUS U >KanoObl. [lpmeM u perucrtparus OK 04, OK 05, OK 06,
AeJI0NPOU3BOACTBA nuceM rpaxjaad. PaccMoTpenue u paspeleHue niceM, Cpok pacCMOTPEHHUSL. OK 07, OK 08, OK 09
1o oopanieHusIM AHaJIN3 MHCEM TpakaaH. IIK 1.2, 11K 1.3
rpakaaH u KondunennuansHoe AeIONpou3BoACTBO. ['pud orpanmueHus nocTyna K 6
KOH(HICHINAIBLHOIO | TOKYMEHTY. ABTOMAaTH3WPOBAaHHBIE CHUCTEMBI pabOTHI C JIOKYMEHTaMH.
JAeJI0NPOU3BOICTBA CpencrBa H3TOTOBJIICHHUsS, KOIHMPOBAHUS M Pa3MHOXKEHHS JIOKYMEHTOB.

Opranuzanus pabo4nux MecT.

B TOM 4nciIe NPAKTHYECKUX 3AHATHH 2

[Ipaktuueckoe 3anstue Ne 7. OopmieHue oOpaiieHnii rpakIaH. 2
Tema 3.3 Conep:xaHue yueOHOro MaTepuaja 11 OK 01, OK 02, OK 03,
Cucremarusanust [lonsitue  noxkymenrooGopora.  OOmmue  NPUHIUNBI  OpraHU3ALUH OK 04, OK 09
AOKYMEHTOB, JOKYMEHTOO0OPOTa, €r0 OCHOBHBIE ATallbl: MPUEM U TIEpBUYHAsE 00paboTKa K 1.2, IIK 1.3
(¢opmupoBaHHe HX B | TOKYMEHTOB; paclpeieieHle MOCTYNUBIINX JOKYMEHTOB; pErucTparus
Aesia U nepeaavya B JOKYMEHTOB U NpPEIBAPUTEIBHOE UX PAaCCMOTPEHHUE; PACCMOTPEHHE
apXuB OPraHM3alMM | JTOKYMEHTOB PYKOBOJCTBOM OpraHu3aluu (yUpekJIeHHUs) U HalpaBlIeHUE UX 1

Ha HCMOJHEHUE; UCIOJHEHHE U KOHTPOJb 32 HCIOJHEHHEM JIOKYMEHTOB;

TEKylllee XpaHEeHHE IOKYMEHTOB.

Howmenxknarypa gen. O6paboTka fen AJis MOCIeTyIONIero XpaHeHusl.

DKcnepTu3a HEHHOCTH JOKYMEHTOB, 0(OpMIICHHE JI€TI, COCTABIICHUE OMUCEH.

Cnada nen B apXuB.

CamocrosiTesibHas padoTa 1

CocraBneHue akTa O BBIJICJIEHUHM K YHUUYTOXKEHHIO JIOKYMEHTOB, HeE 1

MOAJIEKAIIUX XPAHEHUIO
[IpomexxyTouHas aTTecTalus
Bcero: 76







3. YCJIOBUSI PEAJIU3ALMY YUEBHOM JUCLHUIIAHBI

3.1. Jlns peanu3anmMu NPOrpamMMbl NPo(ecCHOHAJBLHOr0 MOAYJSI JOJLKHBI ObIThH
NpeayCMOTPEHbI clieluaIbHbIe TOMEeIeHHs:

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

3.2. UudopmanuonHoe odecrneyeHne peaau3auuu NporpaMmbl

Jnst peanu3anuyd TporpaMMbl  OMOIMOTEYHBIH (OHZI 00pa3oBaTENbHON OpraHU3aALUU
JIOJKEH MMETh MeYaTHBIC W/ AJIEKTPOHHBIE 00pa3oBaTeIbHble U HH()OPMAIIMOHHBIE PECYPCHI
JUIS UCTIOJIb30BaHMs B oOpa3oBaTesibHOM mpouecce. [Ipu popmupoBannn 6ubnroreyHoro Goxaa
o0pa3oBaTeNbHOW OpraHM3alreil BHIOMpAeTCcs HE MEHee OJHOTO HM3/aHUS M3 MEePEeYHCICHHBIX
HIDKE TMEYAaTHBIX M3/IaHUN W (WJIHM) SJIEKTPOHHBIX M3JAHWH B KAueCTBE OCHOBHOTO, MPU ITOM
CITHCOK MOXET OBITh JIOTIOJTHEH JPYTrUMH U3IaHHSIMU.

3.2.1. OcHOBHbBIE eYaTHbIE U3TAHUS

1. 1. KysuenoB, MW.H. JlokymeHTanmonHoe oOecleueHUe  yIpaBICHUS.
JIoKyMeHTOOOOPOT W  JCIONMPOU3BOJACTBO : YYECOHHMK W TPAKTHKYM IS CPETHETO
npodeccuonanpHoro oopazosanus / Y. H. Ky3nenos. — 4-e u3n., nepepad. u gon. — Mocksa :
NznatenberBo HOpaiit, 2023. — 545 ¢. — (IlpodeccnonanpHoe oopazopanue). — ISBN 978-5-
534-16004-8.

2. bacakoB, M. U., JlokyMeHTalMOHHOE OOecTeueHne yrpaBjieHUsi (C OCHOBAMH
apxuBOBeieHHs): yueOHoe nmocobue / M. . bacakoB. — Mocksa : KnoPyc, 2023. — 216 c. —
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., lokymeHTarimonHoe o0ecredeHue ynpasiieHus: yueOHuk / B. B.
Bapmynn. — Mocksa: FOctunus, 2022. — 271 ¢. — ISBN 978-5-4365-8902-2. — URL.:
https://book.ru/book/942707 (nata o6pamenus: 26.06.2023). — TeKcT: AIEKTPOHHBIH.

2. Kopnee, U. K. JlokymeHTalnimoHHoe oOecleYeHHe YIpaBlIEHUs: Y4EOHUK U
MPaKTUKYyM UIsl cpeanero mpodeccronanbHoro obpazosanus / U. K. Kopuees, A. B. [Tmenko,
B. A. Mamypues. — 3-e uzn., nepepab. u gon. — Mocksa : U3parensctBo Opaiit, 2023. —

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

3. Ky3Henos, . H. JlokyMeHTallMoOHHOE oOecrieueHue YIIPaBICHHUSL.

JIOKyMEHTOOOOPOT M  JIEJIONPOM3BOJCTBO : YUYEOHMK UM TPAKTUKYM JUIS  CPEIHEro
npodeccruonansHoro oobpazosanus / M. H. Ky3nenos. — 4-e u3z., nepepab. u gomn. — Mocksa :
WznarensctBo FOpaiit, 2023. — 545 ¢. — (IIpodeccuonansroe obpazosanue). — ISBN 978-5-
534-16004-8. — Tekcr : anexTpoHHsIH // Obpa3oBarenbHas miatdopma FOpaiit [caiir]. — 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. XauarpsH. — 2-e uzn. — CapatoB :
[Ipodobpazosanue, Aii [Tu Dp Menua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-



4488-0216-4. — TekcT : >NEKTPOHHBIN // DNEeKTpOHHBIN pecypc nudpoBoit 0Opa3oBaTEIbHOM
cpenbl CITO PROFo6paszosanue : [caiit]. — URL: https://profspo.ru/books/80326
o. HlyBanoBa, H. H. JlokymMeHTanmoHHOE OOECIeYeHUE YIPABICHUS | YUCOHUK U

NPaKTUKYM JIsi cpenHero mpodeccnonanbHoro obpasosanusi / H. H. lllyBanosa. — 3-e wu3n.,
nepepad. u gon. — Mocksa : UsnmatenscrBo FOpaiit, 2023. — 247 c. — (IlpodeccuonansHoe
oOpazoBanue). — ISBN 978-5-534-16538-8. — Tekcr : snexkrponHbi / OOpa3oBarenbHas
mwiarpopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/531240 (mara oOpameHus:
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. CrnpaBouHo-TipaBoBasi cuctema «l apaHT».

4. CnpaBouHo-nipaBoBas cuctema «KoncynpranTl [imrocy.

5. I'oCTt P 7.0.97-2016. Hauuonanenslii ctangapt Poccuiickoit dexneparnum.

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

JOKYMEHTOB.

6. Poxusarosckas, U. P. JlokymeHnTaiimonnoe odecneduenue : yueonoe nmocoowue / 1.
P. PoxnsitoBckas. — Cumdeponons : YHUBEPCUTET SKOHOMUKH U yrpaBienus, 2016. — 104 c.
— ISBN 2227-8397. — Tekct : O3IEKTPOHHBIM // 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,
2014, — 376 c. — ISBN 978-5-222-23063-3. — TeKcCT : 37eKTpOHHBIN // DIEKTPOHHBIN pecypc
nudposot  obpazoarenpHOM cpeapl  CIIO  PROFoOpazoBanme : [caiit]. — URL:

https://profspo.ru/books/59345
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4. KOHTPOJIb 1 ONEHKA PE3YJIbTATOB OCBOEHUA

YYEBHOM JUCLUILINHBI

Pe3ybTaThl 0Gy4eHus |

Kpurepun onenkn

MeToabl OLIEHKH

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

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

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

- oopMIICHHE JIOKYMECHTOB M PEIICHUE
HpaKTI/ILIGCKI/IX CI/ITyaHI/Iﬁ C
HOpMaTI/IBHI)IM HpaBOBI)IM
000CHOBaHMEM;

- HCII0JIB30BaHUE pa3IMYHBIX
HCTOYHHUKOB, BKJIKOYasd OSJICKTPOHHBLIC
pecypcsl, Meaua pecypesl, MHTepHeT-
pecypcehl, NMEepUOANYECKUE H3AAHUS I10
CIELNATIbHOCTH JUTSL pelieHus
poeCCUOHANIBHBIX 3a/1a4

- JACMOHCTpaluusa OTBETCTBCHHOCTHU 3a
NPUHSATHIE pelieHusl, 000CHOBAHHOCTb

camMoaHaJIn3a " KOPPEKIIHS
pe3yIabTaTOB COOCTBEHHOMN pabOTHI;

- HCIIOJIb30BAaHME 3aKOHOJIATCIIBHBIX U
HOPMaTHUBHO-ITPABOBBIX aKTOB npu
TUTAaHUPOBAHHUU TIPEIIPUHAMATEITHCKON
NESTeTBbHOCTH B  NMPO(ECCHOHAIBHON
chepe;

- JIEMOHCTpanus 3HaHWKW B 00JacTu
(brHaHCOBOM TPAaMOTHOCTH;

- KOHCTPYKTUBHOCTDH BSaHMOHefICTBHH
C 06yLIaIOH_[I/IMI/ICH, npenoaaBaTeiisiMu B

Xone  OOy4eHHs, PYKOBOIHUTEISIMU
yaeOHOI u MPOU3BOACTBEHHOM
NPaKTHUK.

-coOmroIeHne HOPM
npo(heCCUOHATILHON 3TUKH;

— IOCTpPOEHHE TMPO(ECCHOHATBHOTO
OOIICHUST C  Y4ETOM  COI[HAIILHO-
po(heCCUOHATILHOTO craryca,
CUTyalluu OOIIeHus, ocoOeHHOoCTen
TPYIIIIBI u WH/IMBHTyaJIbHBIX
0coOeHHoCTeH Y4aCTHUKOB
KOMMYHUKAIINH;

- TPAaMOTHOCTh YCTHOW W THCHbMEHHOMN
peuu;

- odopmieHHe  JOKYMEHTOB B

cootBercTBUM ¢ [[OCToM;

- scHOCTh  (OpPMYIHMPOBAaHUSA U
M3JI0KEHUS MBICIIEH;
- TpOSIBJICHHE  TOJIEPAHTHOCTH B

nporecce OOIIeHus;

- DKCHEPTHOE HaOII0/IeHne
BBITIOJTHCHH S
MPAKTUYECKHUX 3aJaHUN,

- OIEHKAa TII0 HTOram
YCTHOTO orpoca
CTY/ICHTOB,

- HAOJIIONEHHWE MO0 HTOraM
TECTUPOBAHUA,
- OIlGHKa B
MIPOBEACHUS
MIPOMEXKYTOYHOU
aTTeCTallUU.

nporiecce




- coONIoIcHHe HOPM TIOBENICHUS BO
BpeMs y4eOHBIX 3aHITUH;

- coOmoieHne CTaHJapTOB
AHTUKOPPYIILIMOHHOTO MTOBEICHMUS;
- coOroaeT HOPMBI 3KOJIOTHUECKOU

0e30I1aCHOCTH;
- OTIpe/IeIIsIeT HaTpaBIICHUS
pecypcocOepekeHms B pamMkax

po(ecCHOHATLHOW JIEATEIIBHOCTH TI0
CIEIHATLHOCTH;

- 9((eKTUBHOCTh  HCIOIH30BAHUS
CPeICTB (PU3UYECKOW KyABTYPBI IS
COXPAaHCHUS W YKPCIUICHHS 3]I0POBBS B
nporecce npodeccuoHaIbHON
JESTSIILHOCTH " IO IJICPIKAHUS
HEOOXOMMOTO  YPOBHS  (PU3UYCCKOU
MTOATOTOBJICHHOCTH;

- 3(h(}EKTUBHOCTh HCIOJIB30BAHHUS B
npohecCuoHATBHOU e TETLHOCTH
HEOO0XOIUMOMN JTOKyMEHTAI[MH, B TOM
YHCIIe HA HHOCTPAHHOM SI3BIKE

Ilepeyens ymeHuii, ocBau

BAaCMbIX B paMKaX JUCHUIIIIMHBI

[Ipumenars Ha
MPaKTHUKE
rOCyJIapCTBCHHBIC
CTaHIapTHI, Ipyrue
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

- ohopMIICHHE JOKYMEHTOB U PEIICHUE
CUTYyalHi C
MPaBOBBIM

MPAKTHYCCKUX
HOPMAaTHUBHBIM
000CHOBaHMEM;

- UCIIOJIb30BaHUE Pa3IMYHBIX
UCTOYHUKOB, BKJIIOYAsl 3JCKTPOHHBIC
pecypcsl, Meaua pecypcebl, MHTepHert-
pecypcehl, MepUoINYecKre U3JaHUs 0
CHEIHAbHOCTH TUIs pelieHus
npodeccuoHanbHBIX 3a7a4

- JIEMOHCTpalusi OTBETCTBEHHOCTH 3a

IOPUHSTHIE PEIIeHUs, 000CHOBAaHHOCTH
camoaHau3a KOppeKLIUs
pe3yabTaTOB COOCTBEHHOM pabOTHI;

u

- HCIIOJIB30BAaHHEC 3aKOHOJATCIbHBIX H

HOPMAaTHBHO-TIPABOBBIX  aKTOB  IPH
TUTAHUPOBAHHUU TIPEIIPUHAMATETHCKON
NEITEPHOCTH B MPO(ECCHOHAIBHON
cepe;

- JIEMOHCTpainys 3HaHWW B 00JacTh
(MHAHCOBOW IrPaMOTHOCTH;

- KOHCTPYKTUBHOCTDH B3aUMOJEUCTBHU
C OGy‘-I&IOH.[I/IMI/ICH, npenoaaBaTejisiM1u B

xone  OOy4eHMs, PYKOBOJHUTEISIMU
yueOHOM U IIPOU3BOJACTBEHHOMN
IIPaKTHUK.

- DKCIEPTHOE HaOII0/IeHNe
BBITIOJTHEHUS
MPaKTUYECKUX 3aJaHUM,

- ONEHKa 10 HWTOram
YCTHOTO orpoca
CTY/ICHTOB,

- HaOJIOZeHHE 1O UTOram
TECTUPOBAHUS,
- OILIGHKa B
MIPOBEICHUS
MIPOMEKYTOUYHOMN
aTTEeCTallUU.

mporiecce




MPETEH3MOHHO-UCKOBYIO
JOKYMEHTAIHUIO.

-cobmoenne HOPM
npodecCHoHATEHOM ATUKH;

— TOCTpoeHHE MNpPO(eCcCHOHATBHOTO
OoO0lIeHNsT C  y4eTOM  COIMAJILHO-

poeCcCHOHAIBHOTO craryca,
CUTyalluu OONICHUs, OcoOeHHOCTEH
TPYIIIIbI u WHAUBUAYAJIbHBIX
ocobeHHocTEN YYaCTHUKOB
KOMMYHUKaAIIUH,

- TPaMOTHOCTb YCTHOM M INUCBMEHHOMU
peuu;

- odopmieHne = ITOKYMEHTOB B
cootBercTBUM ¢ ['OCToM;

- scHOCTh  (opMynHpOBaHUS U
W3JI0KCHHS MBICIICH;

- TPOSIBIICHWE  TOJICPAHTHOCTH B
rporiecce OOIIeHUS;

- coOmo/IeHne HOPM TIOBEACHHUS BO
BpeMs yueOHBIX 3aHSATHH;

- coOmronenne CTaHapTOB
AHTUKOPPYIIMOHHOIO MOBEACHUS;
- coOI0aeT HOPMBI 3KOJOTHYECCKON

0€e30I1aCHOCTH;

- oTpesieNnseT HaIpaBJICHUS
pecypcocOepexeHHs B pamKax
po(eCCHOHATLHON JIEATEIILHOCTH TI0
CTECIUATBHOCTH;

- 9(}EeKTUBHOCTh  HCIIOJB30BAHUS
CpeACTB (PU3MYECKOW KYIBTYpPhI IS
COXpaHECHHS U YKPEIUICHHS 3/I0POBBS B
nporiecce npoQeccuoHaTbHON
JeSITeTbHOCTH u O JICPIKaAHUS
HEOOXOAMMOTO ypPOBHA  (U3HUYECKOM
HIOJITOTOBJICHHOCTH;

- 3(G(}EKTUBHOCTh HCIIOJIL30BAHHUS B
npodecCHOHATLHOU JIeSTEIIBHOCTH
HEOOXOJIMMOW JIOKYMEHTAI[MH, B TOM
YKCJIC HA UHOCTPAHHOM SI3BIKE
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