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1. MACIIOPT IMPOI'PAMMBI YUEFHOU JIACIIUTLIAHBI

1.1. O6sacTh NpUMEHeHHsI MPOTPAMMBI

Pabouas mporpamma yue6Ho# aucuuminabl «OI1.06 JokymeHTanmonHoe obecrieuenue
yIpaBlIeHHEM» SIBJISIETCS YacThIO OCHOBHOM 00pa3oBaTeIbHON MPOTPaMMBbI MO CIIEHHUAIbHOCTH
40.02.04 FOpucnpyaeHius 6a30BOi MOATOTOBKH.

PaGouas mporpamma cocraBisieTcst sl O4HON (OpMBI 00yUYESHHUSI.

1.2. Mecto y4eOHO#i AUCHMIUIMHBI B CTPYKTYpe OCHOBHOIi mpodeccHoHaIbLHOI
o0pa3oBaTe/IbHOI MPOrpaMMbI:

Vyebnas aucuumummHa «OI1.06 JlokymMeHTaIllMOHHOE OO0EeCTeYeHHe YIPaBICHUEM
OTHOCHUTCSI K TPOQEeCcCCHOHATBPHOMY LUKy, BKJIIOYAIONIEMy B ce0s oOmenpodeccuoHaabHbIe
JTUCIUILIMHBI B CTPYKTYpe 0a30BOi MOATOTOBKH.

1.3. Hean u 3aaa4m y4eOHOH JMCUMIIMHBI - TPeOOBAHMS K Pe3yIbTaTaM OCBOEHHS
yueOHOM TMCUMILIUHBI:

OO6yyaromuiics 1omkeH 001a1aTh OOIIMMH KOMIIETECHIUSIMU, BKJIIOUAIOIIUMU B ce0s1 CIIO-
COOHOCTB:

OK 01. Beibuparp crmocoOsl perieHus 3a1a4d npo(ecCHOHaIbHON ASATEIbHOCTH IPUMe-
HUTEJIBHO K PA3JIMYHBIM KOHTEKCTaM;

OK 02. HMcnonb3oBaTh COBpEMEHHBIE CPEICTBA MOUCKA, aHAINW3a U UHTEPIPETALUN WH-
dbopMmaruu U HHGHOPMAITMOHHBIE TEXHOJIOTUU JUIS BBITIOJHEHUS 3374 MPo(ecCHOHAIBHON aesi-
TEIbHOCTH;

OK 03. ITnanupoBath 1 peann30BbIBATh COOCTBEHHOE MPO(ECCHOHATIBHOE U JTMUYHOCTHOE
pa3BUTHE, MPEINPUHUMATENBCKYIO NEATEIbHOCTh B MPOQECcCCHOHANBHON cdepe, UCTOIb30BaTh
3HAHMS 110 PUHAHCOBOHM IrPAMOTHOCTH B PA3IMUHBIX )KH3HECHHBIX CUTYAIIHSIX;

OOyvaromuiics  AODKEH  o0nanaTe  MPOPECCHOHANBHBIMU  KOMIIETEHIUSMH,
BKJTFOYAIOITUMU B ¢€051 CTOCOOHOCTH:

[IK 1.3. Bnagets HaBbIKAMH MOJATOTOBKU FOPUINYECKUX JTOKYMEHTOB, B TOM YHCJE C HC-
MOJIb30BaHWEM MH(POPMAITMOHHBIX TEXHOJOTHH.

B pesynbraTe uzyuenus o0s3aTeIbHON YaCTH MPOTrPAMMBI 00YJaIOIIUNCS 10/I2KEH YMETh:

- 0hOpMIIATH OpTaHU3AIMOHHO-PACTIOPSAIUTEIbHBIE JOKYMEHTHl B COOTBETCTBHH C
nercteyromuM 'OCTowm;

- OCYIIECTBIISATh 00pabOTKY BXOJSIINX, BHYTPEHHUX U HCXOISAIINX JTOKYMEHTOB,
KOHTPOJIb 32 UX HCIIOJTHEHUEM;

- 0hOpMITATH TOKYMEHTHI JIJIsl TIepe/Iaur B apXUB OpraHU3AIINH;

JA0JIKEH 3HATH!

- MOHSTHE JOKYMEHTA, €T0 CBOMCTBA, CIIOCOOBI JOKYMEHTHPOBAHUS;

- MpaBUJia COCTaBICHUS U OQOPMIEHHUS OpPraHU3alMOHHO-PACTIOPSIUTEIBHBIX
noKyMeHTOB (manee - OPJI);

- CUCTEMY M TUIIOBYIO TEXHOJOTHIO JOKYMEHTAIIHOHHOTO 00eCTIeYeH s YIIPpaBIeHUs
(manee - JIOV);

- 0COOEHHOCTH JIeJI0NPOU3BO/ICTBA o oOpartieHusM rpaxaaH u
KOH(PHICHIIMAIIBHOTO JIEJIOTPOU3BO/ICTBA.



2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIHUILIAHBI

2.1. Kosu4ecTBO 4acOB HA OCBOEHHE NMPOTrPaMMbl Y4eOHOI U CHUNITHHBI

Bun yuyeoHoii padoThI

O0BeM B yacax

O0BbeM 00pa3zoBaTeIbHOI MPOrPaMMBI 54
B TOM YHCIIE:

TEOPETUYECKOE 00yUeHHE 16
MpaKkTHYECKHe 3aHTUs (B pOpMe MPaKTUIECKON TTOATOTOBKE) 32
caMOCTOsTEeNIbHAs paboTa 4

IIpomeskyTrouHasi arrecTauus B popme — 1P phepeHUMPOBAHHOIO 3a4eT 2




2.2.

TemaTnuyeckuil IJIaH U coepkaHue Y4eOHOM TN CHUNIHHBI

Konanl
KOMIIeTeHIIUIA,
thopMupoBaHuio
HaumeHnoBanue Copnepxxanue yueOHOro marepuasia u popmMbl OpraHu3anMM 1esiTeTbHOCTH Oo0bem, HOTOpRIE
pa3/iesioB U TeM o0y4yarommxcst akaj. 4
crocoocTByeT
3JIeMEeHT
NPOrpaMMblI
1 2 3 4

Pazgen 1. OCHOBBI JOKYMEHTHUPOBAHUS YIIPABJEHYECKOM JEATEJbHOCTH 5/2
Tema 1.1 Ilonsitue o | Conep:kanue y4eO0HOro MaTepuajia 1 OK 01, OK 02,
JOKYMEHTAlMOHHOM | OCHOBHBIE CBOWMCTBA TIOKYMEHTOB M MX (PyHKIMHU B cucteMe ynpapieHus. [lonarue OK 03,IIK 1.3
olecrieyeHNH nokymenta. Mudopmamus u nokyment. Kimaccudpukamust JOKYMEHTOB: 1O BHUIY
ynpasJieHus, oopmieHHs; MO COJEpXKaHUIO; MO (opMme; MO MPOUCXOXKICHHIO; IO CPeICTBaM
JAOKyMeHTe u ¢duKcanmu; Mo cpokaM XpaHeHus. Marepuanbable HocuTenu nHpopmarmu. [TousTHe 1
cnocodax JNokyMeHTHpoBaHUsl.  OCHOBHBIE  cIOCOOBI  JOKyMeHTUpoBaHUs.  OCHOBHbIE
JOKYMEHTHPOBAHHSI | COBpEMEHHbIE TEXHOJIOIMH, IPUMEHSAEMbIE ITPU OpPTaHU3aluU paboThl C TOKyMEHTaMU

B OpraHu3aiusx (YUperkJIeHUsX).
Tema 1.2 Coaep:xxaHue yueOHOro MaTepuaJia 1
HopmatusHo- HopmatuBHO-paBOBbIE aKThl, PETYIUPYIOLIME JTOKYMEHTALMOHHOE oOOecreueHne OK 01, OK 02,
npasosas 6a3za yhnpaBieHus. YHUPHUKaIMig M CTaHJApTH3alMsg Kak OCHOBHbBIE HalpaBlICHUS OK 03, IIK 1.3
JOKYMEHTAIHOHHOI'0 | COBEPIICHCTBOBAHUS JOKYMEHTOB U JJOKYMEHTAIIMOHHOTO 00€CIIeUeH s yIPaBICHHUS.
olecrieueHust [TepeyeHb OCHOBHBIX IOCY/IapPCTBEHHBIX CTAHAAPTOB HA YHU(UIIMPOBAHHBIE CUCTEMBI 1
ynpasJieHUst JIOKYMEHTal1H. OcHoBHbIE MOJIOXKEHHUS rocy/1apCTBEHHOU CUCTEMBI

JIOKYMEHTAILMOHHOTO obecriedyeHus ynpanieHus. CoctaB yHU(PHUIMPOBAHHBIX CUCTEM

JIOKYMEHTAllMU:  OpPraHU3alMOHHO-PACIIOPSAANTENbHASA, OTUYETHO-CTaTUCTUYECKas,

dbuHaHCOBas U JIp.
Tema 1.3 Cniocodbl 1 | Coep:kaHue y4eOHOr0 MaTepuajia 3/2 OK 01, OK 02,
NpaBuJIa CO31aHUA Xapakrepuctuka, cocraB U coxaepkanne 'OCTa Ha cucremy OpraHu3allMiOHHO- OK 03, IIK 1.3
JOKYMEHTOB pacnopsiANTEeIbHON JOKYMEHTAluu. YHUQUIMPOBaHHAsS CHUCTEMa OpraHU3allMOHHO-

pacropsaUTeNbHON JOKyMeHTauu. TpeOoBaHUS K OQOPMICHHIO JOKYMEHTOB. 1

dopmymsip-oopazer; OP/L. [TpaBuna ohopmiieHUs: peKBU3UTOB, pETIaMEHTHPOBAHHBIX

I'OCTowm.

B Tom uKc/ie MPAKTHYECKHUX 3aHATHH 2




| lpakTHueckoe 3ansTie Nel. OhopMICHHE PEKBH3NTOB HA TOKYMEHTAX. 2

Pazgen 2. OPTAHU3AIIUA CUCTEMBI JOKYMEHTAIIMOHHOI'O OBECIIEYEHUSA 26/14
Tema 2.1 Coaep:xkaHue y4eOHOIro MaTepuaJia 4/2 OK 01, OK 02,
Odopmaenue XapakTepuCTUKa U COCTAaB CIIPABOYHO-MH()OPMAITMOHHBIX JTOKYMEHTOB (CITy>KEOHBIX OK 03,IIK 1.3
HHPOPMALMOHHO- IIMCEM, CIPABOK, 3asBJICHHUH, aKTOB, MPOTOKOJIOB, IOKJIAIHBIX U OOBACHUTEIbHBIX 9
CIpaBOYHOM 3aMucokK), TpeboBaHus K HX OQopmieHHIO. JIOKyMEHTHpPOBaHUE JAEATEIbHOCTH
JAOKYMEHTAlluU KOJIJIETHAJIbHBIX OPraHoB.

B TOM 4Hc/ie IPAKTHYECKUX 3aHATHH 2

IIpakTuyeckoe 3ausaTue Ne2. Odopmiienrne nHOOPMAITMOHHO-CIIPABOYHOM 2

JOKYMEHTAIUH.
Tema 2.2 Coaep:xxanue yueOHOro MaTepuaJia 6/2 OK 01, OK 02,
Od¢opmienue OcHoBHbIE TPYIIIBI OpraHU3alMOHHO-PACIIOPSAIUTEIbHBIX JIOKyMEHTOB. OK 03,IIK 1.3
OPraHHU3alOHHO- XapakTepucTUKa U COCTAaB OPraHM3allMOHHBIX JOKYMEHTOB (ycTaBa, IOJOXKEHUS,
pacnopsiANTENLHON | HHCTPYKIUH, JOJDKHOCTHOM  HMHCTPYKIMH), TpeOoBaHus K  O(OpMIICHHIO.
JAOKYMEHTAINU XapakTepucTUKa M COCTaB pacloOpsAIUTEIbHBIX JOKYMEHTOB (IIOCTaHOBJIECHUS, 4

NpYKa3a, peUIeHHUs, pacCTIOPsDKEHHS, yKa3aHus ), TpeOOBaHUS K UX OQOPMIICHHIO.

[ToHsATHE NOANMHHMKA, KOMHMH, BBINUCKU, AyOiaukaTta. Buabl Komuii JOKYMEHTOB,

0COOEGHHOCTH 3aBepeHHs] KONUA W BBITUCOK HOTAPHAJIbHBIMH KOHTOPAMH |

JIOJDKHOCTHBIMU JIMIIAMH OpTaHU3aLui.

B TOM 4Hc/ie IPAKTHYECKUX 3aHATHH 2

IIpakTyeckoe 3anaTue Ne3. OdopMieHre opraHu3alMOHHO-PACIIOPAIUTEILHON 2

JIOKYMEHTAIUH.
Tema 2.3 Copnepxxanue yueOHOro MmarepuaJia 5/4 OK 01, OK 02,
Odopmaenue 3asiBIIEHUS U TIPUKA3bl 10 IUYHOMY COCTABY. 1 OK 03,IIK 1.3
Ka/poBoii JInunas kaprouka popmsl T-2 u TuuHbIE 1ena
AOKYMEHTAIUU B ToM 4yKciIe IPAKTHYECKHUX 3aHATHH 4

IpakTuyeckoe 3ansaTue Ne4. ObopmiieHrne KaJpoBoi TOKYMEHTAIIUH. 4
Tema 2.4 JloroBopHo- | Conep:kanue y4e0HOro MaTepuajia 4/2 OK 01, OK 02,
npaBoBast [Tonsstue noroBopa. OcHOBHBIE pazfensl 1oroBopoB. Ilopsnok odopmiieHUs 9 OK 03,IIK 1.3
JAOKYMEHTalMs TPYJOBOI0 JJOTOBOPA, IOTOBOPA MOCTaBKH, JOTOBOPA KYIIJIU-TPOJAXKH.

B ToM 4yKc/Ie IPAKTHYECKHUX 3aHATHH 2

IIpakTuyeckoe 3ansiTue Ne5. OdopmiieHne J0roBOpoOB. 2




Tema 2.5 Coaep:xkaHue y4eOHOIro MaTepuaJa 6/4 OK 01, OK 02,
IIpereH3noHHoO- OK 03,IIK 1.3
HCKOBasI OCHOBHBIE PEKBU3HUTHI U MOPSIIOK 0QOPMIIEHUS NIPETEH3UH, OTBETOB HA MPETEH3HIO.
AOKYMeEHTalus IOpunuueckass ciyx0a, BBINONHAONIAS MPETEH3MOHHO-UCKOBYIO paboTy Ha 9

npeanpustiy. JKypHan perucrpauuu nperensuil. Ilopsiok odopmiaeHHs HCKOBBIX

3asIBJICHUI U TIPEJICTABJICHUE MX B ApOUTPaKHBIN CY/I.

B ToM umciie npakTHYeCKUX 3aHATHI 4

IIpakTyeckoe 3ausaTHe Ne6. OdopmiieHHE TPETEH3NOHHO-UCKOBON JIOKYMEHTALIUH. 4
Pazgen 3 OPTAHU3BAIIUA PABOTHI C JOKYMEHTAMMU B OPTAHU3ALUAX 5/
(YYPEXKAEHUSAX)
Tema 3.1 Coaep:xxaHue y4eOHOIro MaTepHuaJia 1 OK 01, OK 02,
TexHosorus VYrpasieHue U Aeaonpou3BoAcTBO. OpraHu3aluoHHbIe (OPMBI AEIONPOU3BOJICTBA. OK 03, IIK 1.3
OpraHu3anuu Cnyx0a TOKyMEHTaIlMOHHOTO 00eCTIeueHUs yIIpaBIIeH!Us, OCHOBHAS 3a/1a4a, (PyHKIINH,
JOKYMEHTO0000pO0Ta B | TUIIOBBIC CTPYKTYPBI, JOJPKHOCTHON COCTaB. 1
OpraHu3anusx PernamenTanus pa6otsr ciryx0s1 JJOY.
(YupeKIeHHsX) [TpumepHOE MonoXKeHUe 0 ciayk0e JOKYMEHTALMOHHOTO 00eCeYeHuUs yIIPaBIeHUs U

JIOJDKHOCTHBIC MHCTPYKIIMH.
Tema 3.2 Coaep:xxanue yueOHOro MaTepuaJia 3/2 OK 01, OK 02,
OcobennocTu [TonsiTust mpemyioXkeHus, 3asBieHUss M kanoObl. IlpuemM u perucrtpauus nucem OK 03,IIK 1.3
JeJI0NPOU3BO/ICTBA rpaxjad. PaccMoTpenue u paspelieHue nuceM, Cpok pacCMOTpeHHs. AHaJIU3 MUCEM
0 00palIeHUusIM IpaXkJaH. 1
rPakAaH U KondunennmanbHoe aen0npou3BoaAcTBo. ['pu¢ orpanndeHus 1octyna K JOKyMEHTY.
KOH(HUIECHIHAILHOI0 | ABTOMaTH3MPOBAaHHBIE CHCTEMBI PabOThI ¢ JoKyMeHTaMHu. CpencTBa M3TOTOBICHUS,
JeJI0NPOU3BO/ICTBA KOIMMPOBAHUS M pa3MHOXKEHHUs JOKYMEHTOB. OpraHu3anus pabo4ux MecT.

B TOM 4Hc/ie IPAKTHYECKUX 3aHATHH 2

IIpakTnyeckoe 3ansiTue Ne7. OdhopmieHue oOpalieHuil rpaxjaH. 2
Tema 3.3 Coaep:xxaHue yueOHOIro MaTepuaJia 1 OK 01, OK 02,
Cucremaruszanus [Tonsitue nokymeHToob6opora. O0IIMe MPUHIUIIBI OpraHU3aluu T0KyMEHTO000pOoTa, OK 03, IIK 1.3
JAOKYMEHTOB, €ro OCHOBHBIE JTaIlbl: IPUEM U TIepBUYHAsE 00pabOTKa TOKYMEHTOB; pacIpeaesieHue
(popMupoOBaHMEe UX B | TOCTYNMUBIINX JOKYMEHTOB;, PETUCTpAIMs TOKYMEHTOB U TPEIBAPUTEIBHOE WX 1

Jesia U mepeaaya B
apXuB OpraHu3auuu

pPacCCMOTPEHME;  PACCMOTPEHHE  JIOKYMEHTOB  pPYKOBOJCTBOM  OpraHM3aluu
(ydpexnaeHus) U HampaBieHHE UX Ha HUCIOJHEHHE, UCIOJHEHHE U KOHTPOJIb 3a
UCIIOJIHCHUEM JTOKYMEHTOB; TEKYIllee XPAHCHHUE TOKYMEHTOB.




Howmenxkmnarypa nen. O6paboTka e Juist MOCIeYIOIIero XpaHeHus. JKCIepTr3a
IIEHHOCTH JIOKYMEHTOB, 0()OpMJICHHE JIeN1, COCTaBlieHne onuceil. Crava J1e71 B apXuB.

IIpome:xyTouyHas arrecTanus B popMe 1udpepeHIHPOBAHHOIO 3a4€Ta

Bcero:

54




3. YCJIOBUA PEAJIN3AIIMM YYEBHOM JUCIHUILIVHBI

3.1. s peaam3anuu NPOorpaMmMbl y4eOHOW JUCHUIVIMHBI JIOJIKHbI OBbITH
NpPeIyCMOTPEHbI CJIeAYy0IINe crelHaAJIbHbIe TOMeIleHNs :

Kabunet obmenpodeccnoHanbHbIX TUCIUIUIINH, OCHAIIICHHBIN 060pydosanuem.

- y4yeOHast 10CKa;

- paboune MecTa 1o KOJIMYECTBY 00yJarOIINXCs;

- HAIJIsIHBIC TTOCOOHS,

- pabouee MeCTo MpernoaaBaTes;

MexXHU4eCKUMU CPeoCmeamu 00yuenus:

- MEPCOHAIIbHBIN KOMITBIOTED C JTMIIEH3MOHHBIM ITPOTrPAMMHBIM 00ECIICYCHUEM;

- MYJIbTUMEAUNHBIN IIPOEKTOD;

- MYJIBTUMEAUNHBIN DKPaH;

- Ja3zepHas yKas3ka;

- CpeCcTBa ayJMOBU3YaJIU3ALINH.

3.2. UndopmannonHoe odecnevenne peaju3anuy NporpamMmbl

Jnst peanu3anuu mporpaMMmbl  OMOIMOTEYHBIH (OHJI 00pa30BaTEIbHON OpraHU3alHud
JIOJDKEH MMETh e4aTHbIEe W/UJIH 3JIEKTPOHHBIE 00pa3oBaTesbHble U HH(OPMALIMOHHbBIE PECYPCHI
JUISL KCTIOJIb30BaHuUs B 0Opa3oBarenbHOM npouecce. [Ipu popmupoBannu 6udbamorednoro Gponma
o0pa3oBaTe/bHONW OpraHu3anueil BbIOMpaeTcs HEe MEHee OJHOTO M3/JaHus U3 MepeYHCICHHBIX
HIDKE TEYaTHBIX M3JaHUA M (WJIM) DJEKTPOHHBIX M3JaHUH B KauyecTBE OCHOBHOTO, IPU ITOM
CIIMCOK MOXeET ObITh JIOTOJIHEH HOBBIMU M31aHUSMH.

3.2.1. OcHOBHBIE TeYATHBIE H3aHUSA

1. Ky3Henos, n. H. JloKyMeHTalMOHHOE obecrieueHue YIIPABJICHUS.
JIOKyMeHTOOOOpPOT Y JIENONPOM3BOJCTBO : Y4YeOHMK M  TNPAKTUKYM IS CpPEIHEro
npodeccuonanbHoro oopazosanus / 1. H. Ky3nenos. — 4-e uzn., nepepab. u gomn. — Mocksa :
NznarensctBo FOpaiit, 2023. — 545 c¢. — (IIpodeccuonansHoe obpazosanue). — ISBN 978-5-
534-16004-8.

2. bacakos, M. H., JlokymMeHTanlMOHHOE OOecleueHue ympaBieHHUs (C OCHOBaMH
apxuBoBeeHUs) : yueObHoe nmocobue / M. U. bacakoB. — Mocksa : KnoPyc, 2023. — 216 ¢. —
ISBN 978-5-406-11367-7. — URL.: https://book.ru/book/948724 (nata obpamienus: 26.06.2023).

— TeKCT : DIEeKTPOHHBIN.

3.2.2. OCHOBHBIE 3JICKTPOHHbIE U3IAHUA

1. Bapmynn, B. B., J/lokymeHTanmonHnoe odecrieueHue ynpasieHus : yaueOuuk / B. B.
Bapmyna. — Mocksa : Octunms, 2022, — 271 ¢. — ISBN 978-5-4365-8902-2. — URL:
https://book.ru/book/942707 (nata oopamienus: 26.06.2023). — TekcT : 37K TPOHHBIIA.

2. Kopuees, U. K. JlokyMeHTalMOHHOE OOECTICUCHHE YIMPABICHUS : yUYEOHUK |
NOpPaKkTUKYyM JUIsl cpenHero npodeccruoHansHoro odpasosanus / U. K. Kopnees, A. B. ITmenko,
B. A. Mamypres. — 3-¢ 3., nepepad. u jon. — Mocksa : U3natenberBo FOpaiit, 2023. —

438 c. — (IlpodeccuonanbHoe obpazoBanue). — ISBN 978-5-534-16002-4. — Tekct
anekTpoHHbld  //  OOpazoBarenpHas  miarpopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/523611 (mara obpamenus: 26.06.2023).

3. Ky3neros, U. H. JloxyMeHTalnoHHOE obecrieueHue yIIpaBJICHUSI.

JIOKyMEHTOO0OpOT ¥  JIETONPOM3BOJCTBO : Y4YEOHMK W  TPAKTHKYM JUIsI  CPEIHETO
npodeccuonanibHoro oopazosanus / 1. H. Ky3nenos. — 4-e usn., nepepad. u gomn. — Mocksa :
WznatensctBo FOpaiit, 2023. — 545 ¢. — (IIpodeccuonanproe odpazosanne). — ISBN 978-5-
534-16004-8. — Tekcrt : anmekTpoHHbIi // O6pa3oBaTenbHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/523613 (nara obpamenus: 26.06.2023).
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4, Kysnemnora, M. B. JlokymeHTanmoHHOEe oOecredeHue YIMpaBlieHUs : y4eOHOe
nocobue s CIIO / WU. B. Kysuemnosa, I'. A. Xawarpsn. — 2-e u3ng. — CaparoB :
[TpodobpazoBanune, At [Tu Op Menua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-
0216-4. — TekcT : AMEeKTPOHHBIN // DIEeKTPOHHBIN pecypc HuppoBoil 00pa3oBaTENbHON CPEabl
CIIO PROFo6pa3oBanue : [caiit]. — URL: https://profspo.ru/books/80326

S. HlysanoBa, H. H. JlokymeHTannoHHOEe OOECleYeHHEe YIpPaBJICHUS : YUCOHUK U
NPaKTUKyM Ui cpelHero npodeccnonanbHoro odpasosanusi / H. H. lllyBanoBa. — 3-e wu3m.,
nepepad. u mon. — Mocksa : M3garensctBo HOpaiit, 2023. — 247 ¢. — (IlpodeccronanpHoe
obpazoBanue). — ISBN 978-5-534-16538-8. — Tekct : snekrponHbiid // OOpa3zoBareibHas
mwiarpopma HOpaiit [caiir]. — URL: https://urait.ru/bcode/531240 (mara oOpameHus:
26.06.2023).

3.2.3. JlonoJtHUTEIbHbIE HCTOYHUKH

1. AJBOOM TEpBHYHBIX JOKYMEHTOB: OnekTpoHHas kuura (1 CD).- M.. U]
«PaBHoBecuey.- (Cepus JlenoBbie TOKyMEHTBI», BhIIL. 0).

2. ProkakoB A.IT. OOpas3ibl JOKYMEHTOB Juts TpaxkaaH: DiekTponHas kuura (1 CD).-
M.: ]I «PaBHOBECHEY.

3. CrpaBo4HO-TIpaBoBasi cucremMa «l'apant.

4. CnpaBouHo-npaBoBas cucrema «Koncynbrantllntocy.

o. I'OCT P 7.0.97-2016. Hauuonanwubiii cranmapt Poccuiickonn ®enepammu.
Cucrema crapaaptoB 1o wuHPoOpMalUHM, OUONMOTEUHOMY M  H3JATEIbCKOMY  JIemy.
OpranuzaloHHO-pacnopsauTeNbHas JoKyMeHTanus. TpedoBaHus K 0pOPMIIEHHIO IOKyMEHTOB.

6. PoxunsiroBekast, U. P. JlokymenTannonHoe odecrieueHue : yueoHoe nocodue / U. P.
PoxusiToBCcKast. — CumMpeponosns | YHUBEPCUTET SKOHOMUKH U yripasneHus, 2016. — 104 ¢. —
ISBN 2227-8397. — TeKcT : 21eKTpOHHBIH // DNEKTPOHHBIN pecypc nudpoBoit 00pa3oBaTeabHON
cpeapt CITO PROFo6pazosanue : [caiit]. — URL: https://profspo.ru/books/73265

7. bacakoB, M. W. [enonpousBoactso [/lokyMeHTarmoHHOe oOecredeHue
ynpasneHus| : yueouuk / M. U. bacakos, O. W. 3ambinikoBa. — PoctoB-Ha-/lony : ®enukc, 2014.
— 376 ¢. — ISBN 978-5-222-23063-3. — TekcT : 3MeKTpOHHBIH // DIEKTPOHHBIA pecypc
uudposoit  obpazomatenpHOM cpenpl  CIIO PROFoOpazoBanme : [caiit]. — URL:
https://profspo.ru/books/59345
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUAA

YYEBHOU JUCIHUATLIAHBI

KoHTponb M OlleHKa pe3yibTaTOB OCBOCHHS YYCOHOH AMCIUILIMHBI OCYIIECTBIISICTCS
MIpPEnoiaBaTesieM B IPOLECCe IMPOBEACHUS NPAKTUYECKUX 3aHATUN, TECTUPOBAHUA, a TaKkKe
BBITIOJTHEHUS 00YYaIONIMMHUCS WHIUBUIYaTbHBIX 3a/IaHUN, IPOEKTOB, HCCIICIOBAHUM.

Pe3yabTatbl
00yuyeHust

Kpurepum ouenkn

MeToabI OLIEHKH

Hepeqeﬂb 3HaHHﬁ, 0CBAMBACMbIX B paMKax JTUCHHUIIJIHHBI

TepMuHosIOrUs B
o0nactu
JOKYMEHTAIMOHHOTO
obecrniedeHus
YIIPaBIICHUS;
HopwmatuBHbie
JOKYMEHTHI,
peraaMeHTHPYIOIIHe
COCTaBJICHUE U
oopmiieHnE
JOKYMEHTAITUH U
MOPSIIOK ee 00paboTKH;
[IpaBuna cocraBieHus
u ohopMiIeHUs
OpraHU3aIOHHO-
pacnopsANTENbHBIX
JIOKYMEHTOB,
BXOJISIINX B
YHUGUIUPOBAHHYIO
CUCTEMY
OpraHHU3aIOHHO-
pacnopsANTENbHBIX
JTOKYMEHTOB,
YHUPHUITTPOBAHHYIO
CUCTEMY MEPBUYHON
Y4ETHOU
JOKYMEHTAITUU B YaCTH
JOKYMEHTAIUH 110
y4YeTy Tpyaa;
[Topsimok mpoBeaeHUS
9KCIIEPTH3BI IEHHOCTH
JOKYMEHTOB H
MTOJITOTOBKH JIENT K
aApPXUBHOMY XpaHEHHUIO.
Texuonorus
OpraHHu3aIu
JIOKyMEHTO000pOTa B
OpraHHU3aIHIX
(YupexIeHusx).

- ohopMIICHHE JOKYMEHTOB U PEIIICHHE
MPAKTUYECKUX CUTYallMil C HOPMAaTUBHBIM MPABOBBIM
000CHOBaHHEM;

- HCIIOJIb30BAHUE PA3IMYHBIX HICTOYHHUKOB, BKIIIOYAs

AJIEKTPOHHBIC PECYpPChI, Meaua pecypcel, HTepHeT-

pecypchl, IEpUOAUYECKUE U3TAHUS 110

CTMEUUATBHOCTH ISl pEIIeHUs TPO(ECCHOHATBHBIX

3a1a4y

- ACMOHCTpalursa OTBCTCTBCHHOCTHU 3a MMIPHUHSATHIC

pelieHus, 000CHOBAaHHOCTh caMOaHallu3a U

KOPPEKIHUs pe3yIbTaTOB COOCTBEHHON PabOThI;

- HCII0JIb30BAHKE 3aKOHOAATEIbHBIX 1 HOPMATUBHO-

IIPaBOBLIX AKTOB IIPU IJIAHUPOBAHUHA

MpeANPUHUMATETBCKOM IeATENHHOCTH B

npodeccuonanbHOM chepe;

- IEMOHCTpAIIHs 3HAaHUI B 0051acTH (PMHAHCOBOM

TPaMOTHOCTH;

- KOHCTPYKTUBHOCTb B3aUMOJICHCTBHS C
00yJarOIIUMUCS, TIPETIOIaBATEIISIMH B XOJIC
00y4eHus, pyKOBOAUTEISIMU Y4eOHOH U
HpOI/ISBOILCTBeHHOﬁ IMPAKTHK.

-co0uroieHre HOpM MPodeCCHOHATBHON ATHKHU;

— IOCTPOEHHUE TPO(PECCHOHATLHOTO OOIIEHHUS C

Y4eTOM COIHAIbHO-TIPOPECCUOHANBHOTO CTaTyCa,

CUTYaIlUu OOIICHHSI, 0COOCHHOCTEH TPYIIIBI U

WHIUBUAYATBHBIX OCOOEHHOCTEH YYaCTHUKOB

KOMMYHHKAIUU;

- TPAaMOTHOCTh YCTHOM M MUCbMEHHOM peyn;

- o(hopMJICHHE TOKYMEHTOB B COOTBETCTBHUH C

I'OCTowm;

- ICHOCTb (JOPMYJIUPOBAHUS U U3JT0KEHUS MBICIIEH;

- IPOSIBJICHHE TOJEPAHTHOCTHU B MIPOIIECCE OOIICHUS;

- cOOJTI0/IEHNE HOPM TOBEICHHSI BO BpeMs YUEOHBIX

3aHATHH;

- COOJTIO/ICHUE CTAaHAPTOB AHTHKOPPYIITUOHHOTO

MTOBE/ICHNUS,

- COOJTIOJTaeT HOPMBI DKOJIOTHYECKOH 0€30MacHOCTH;

— OIIpe/IeTISIeT HAMIPABJICHHS PECYPCOCOEPEIKEHUS B

pamKax npogeccuoHaNbHON ACSITENLHOCTH O

CIICHUAJIBHOCTH,

- 3()eKTUBHOCTH MCTIOJIL30BaHUS CPEIICTB

(bu3nuecKoil KyJIbTyphl JUIsl COXpAaHEHUS U

- OKCIIEPTHOE
HaOJIFOIeH1E
BBITTOJIHEHHS
MPaKTHYECKHUX
3aJIaHuMH,

- OIIEHKA IO
UTOTaM YCTHOTO
ormpoca
CTYICHTOB,

- HAOJIFOIEHYE 10
HATOraM
TECTUPOBAHUSA,

- OLIEHKA B
npoiiecce
MIPOBEICHUS
IIPOMEKYTOUHOU
aTTeCTaIlNH.
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YKpETUIEHUS 3/J0POBbBS B MPOIIeCcCe
poheCCHOHATILHOM IEATEILHOCTH U TIOICPIKaHUS
HE00X0IUMOTO YPOBHS (PU3HUECKOM
MOJITOTOBJICHHOCTH;

- 3 peKTUBHOCTH UCTIONBL30BAHUS B
poheCCHOHATTLHOMN JICATEIIbHOCTH HEOOXOIMMOM
JIOKYMEHTAI[MH, B TOM YHCJIC HA HHOCTPAHHOM SI3BIKE

Ilepeuenb yMeHMii, 0CBAHBAEMbIX B PAMKAX JMCIUIJIHHbI

IIpumensaTs Ha
IIPAKTHKE
rOCyJJapCTBEHHBIE
CTaHJapThl, Ipyrue
HOPMAaTHUBHO-
METOAMYECKHE
JTOKYMEHTHI,
perinaMeHTHpYoIue
OpTaHU3aIII0
JOKYMEHTAIUOHHOT'O
obecrieueHus
yIpaBJICHUS;
CocTtaBidrth
IIPaBUIBHO O(OPMIIATH
OCHOBHBIE BH/IBI
OpraHu3aIMOHHO-
pacropsIuTeIbHBIX
JIOKYMEHTOB;
OdopmisaTs
MH(pOPMAaIMOHHO-
CIIPaBOYHYIO
JOKYMEHTAIHIO;
OdopmMasaTs KapoBYIO
JOKYMEHTAIHIO;
OdopmisaTs
MPETEH3UOHHO-
HCKOBYIO
JOKYMEHTAIHIO.

- ohopMIICHHE TOKYMEHTOB U PEIICHHE
MPAKTUYECKUX CUTYyallMil C HOPMAaTUBHBIM MPABOBBIM
000CHOBAHHUEM;

- HCIIOJIb30BAHUE PA3IMYHBIX HICTOYHHUKOB, BKIIIOYAs

AIEKTPOHHBIC PECYpPCHI, Meua pecypcsl, HTepHeT-

pecypchl, IEpUOAUYECKUE U3TAHUS 110

CHEIHMAIbHOCTH JUIsl pellIeHUs TpodeccuoHalIbHbIX

3a1a4y

- ACMOHCTpalursa OTBCTCTBCHHOCTHU 3a MMIPHUHSATHIC

pelieHus, 000CHOBAaHHOCTh caMOaHallnu3a U

KOPPEKIHUS pe3yIbTaTOB COOCTBEHHON PabOThI;

- HCII0JIb30BAHKE 3aKOHOAATEIbHBIX 1 HOPMATUBHO-

IIPaBOBLIX AKTOB IIPU IIJIAHUPOBAHUHA

MpeANPUHUMATEIBCKOM IeATEIbHOCTH B

npodeccuoHaIbHOU cdepe;

- IEMOHCTpAIIHs 3HAHUI B 0051acTH (PMHAHCOBOM

TPaMOTHOCTH;

- KOHCTPYKTUBHOCTb B3aUMOJICHCTBHS C
00yJaOIINMUCS, TIPETIOIaBaATEIISIMH B XOJIC
00y4eHus, pyKOBOAUTEISIMHU Y4eOHOH U
HpOI/ISBOILCTBCHHOﬁ IMPAKTHK.

-co0ur0IeHre HOpM PO eCCHOHATBHON ATHKHU;

— IOCTPOEHHUE TPO(PECCHOHATTLHOTO OOIIIEHHUS C

Y4eTOM COIHAIbHO-TIPOPECCUOHANBHOTO CTaTyca,

CUTYaIlUu OOIICHUSI, 0COOCHHOCTEH TPYIIIBI U

WHIUBUAYATbHBIX OCOOEHHOCTEH YYaCTHUKOB

KOMMYHHKAIUU;

- TPAaMOTHOCTh YCTHOM M MUCbMEHHOM peyn;

- 0o(hOopMJICHHE TOKYMEHTOB B COOTBETCTBHUH C

I'OCTowm;

- ICHOCTb (JOPMYJIUPOBAHUS U U3JT0KEHUS MBICIIEH;

- IPOSIBJICHHE TOJIEPAHTHOCTHU B MIPOIIECCE OOIICHUS;

- cOOJTI0/IEHNE HOPM TOBECHHSI BO BpeMs YUEOHBIX

3aHATHH;

- COOJTIO/ICHUE CTAaHAPTOB AHTHKOPPYIITUOHHOTO

MOBE/ICHNUS,

- COOTIOJTaeT HOPMBI DKOJIOTHIECKOH 0€301MacHOCTH;

— OIIpe/IeTIsieT HAMPaBJICHUS PECYPCOCOEpEKEHUS B

pamKax npogeccuoHaNbHON ACSITENTLHOCTH O

CIICHUAJIBHOCTH,

- 3()eKTUBHOCTH MCTIOJIL30BaHUS CPEIICTB

(Gu3NYeCKOil KyJIbTYpbI U1l COXpaHEHHS U

YKpeIIeHUs 3/J0pOBbs B IpoIiecce

npodeccuoHabHOM e TEIbHOCTH U MOAJEPKaHUS

- OKCIIEPTHOE
HaOJIFOeH1E
BBITIOJHEHMS
MPaKTUYECKHUX
3aJIaHuMH,

- OIIEHKA IO
UTOTaM YCTHOTO
orpoca
CTYICHTOB,

- HAOJIFOIEHYE 10
HATOraM
TECTUPOBAHUA,

- OLIEHKA B
rpoiiecce
MIPOBEICHUS
IIPOMEKYTOUHOU
aTTeCTaIlNH.
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HE00X0IUMOT0 YPOBHS (PU3HUECKOM
MOJITOTOBJICHHOCTH;

- 3(peKTUBHOCTH UCTIONL30BAHUS B
poheCCHOHATTLHOMN JICATEIIbHOCTH HEOOXOIMMOM
JIOKYMEHTAIIMH, B TOM YMCJIC HA MHOCTPAHHOM SI3BIKE
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