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1. OBILIASI XAPAKTEPUCTHKA TIPUMEPHOI1 PABOYEIT ITIPOTPAMMEI
YYEBHOI JUCHUILINHBI
«OI1.06 TOKYMEHTAILIMOHHOE OBECHEYEHUE YIIPABJIEHHSI»

1.1. MecTO JTUCUMIITIMHBI B CTPYKTYpPe OCHOBHO 00pa30BaTe/IbHOI MPOrpaMMbl

VYuebHas muctMIUIMHA «J{OKyMEHTalMOHHOE OO0ECIeYeHne YIPAaBICHUS» SBISIETCS
o0si3aTennbHONM  YacThio  OOmenpodeccHoHaNbHOTO [HKIA TMPUMEPHOH —00pa3oBaTeNbHOU
nporpaMmsl B coorBeTcTBMM ¢ PI'OC CIIO no cnenuanbHOCTH.

Ocoboe 3HaueHHe AUCLUUIUIMHA HMEeT MpH (OPMUPOBAHMM U Pa3BUTHH OOIIMX
xommnerenuii OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 07, OK 08, OK 09.

1.2. He.]'ll) U IVIAHUPYEMBIE PE3YJAbTAThI OCBOCHUA NUCHUIIJIMHBI:

B pamkax mporpamMmbl y4eOHON MUCIUTUITMHBI OOYYArOIIMMHECS OCBAWUBAIOTCS YMCHHUS

U 3HAHUA
Kon YMenus 3nanus
IIK, OK

OK 01, [IpumenaTH Ha npakTuke | TepMUHOIOTHIO B obacTu

OK 02, roCyJapCTBEHHBIC CTaHJApPThl, | JOKYMEHTALIMOHHOI'O obecrieyeHus

OK 03, JIpyrue HOPMAaTUBHO-METOJUYECKUE | yIIpaBICHUS;

OK 04, JIOKYMEHTHI, pernamentupyronme | Hopmatushbie JIOKYMEHTBHI,

OK 05, OPraHu3alMIl0  JOKYMEHTAIlMOHHOIO | pETJaMEHTUPYIOIIME COCTAaBJICHUE U

OK 06, oOecrieyeHusl ynpaBJICHUS; odopmIileHHEe JOKYMEHTAlUU U MOPSI0K

OK 07, CocraBnsTtb u MPaBUIBHO | €e 00paboTKH;

OK 08, opopMIIATH OCHOBHBIE Buzbl | [IpaBuna cocraBineHus u oQopmieHus

OK 09, OpraHU3alMOHHO-PACIOPSAAUTEIBHBIX | OPraHU3allMOHHO-PACTIOPSIAUTEIBHBIX

IIK 1.2, JIOKYMEHTOB; JIOKYMEHTOB, BXOISIINX B

IK 1.3. OdopmnsaTs YHUDHUITMPOBAHHYIO CHUCTEMY
MH(}OPMaLIMOHHO-CIIPABOYHY IO OpraHU3alMOHHO-PACTIOPSAUTEIbHBIX
JIOKYMEHTAlLUIO; JIOKYMEHTOB, YHH(PHUIIMPOBAHHYIO
Odopmisate KaJpOBYIO | CUCTEMY [IEPBUYHOMN Y4ETHOU
JIOKYMEHTALUIO; JOKYMEHTallul B YacTH JOKyMEHTALUH

OdopMsaTh NPETEH3NOHHO-HCKOBYIO
JIOKYMEHTAIHIO.

0 y4eTy Tpyaa;
[Topsimox  mpoBeleHHs]  DKCHEPTU3bI
[EHHOCTH JIOKYMEHTOB M TIOJTOTOBKH
JIeTl K apXUBHOMY XPaHEHHUIO.
TexHonoruto
JOKyMEHTO00OpoTa B
(YupexIeHHUSIX ).

OpraHu3aluu
OpraHMu3aLusaX




2. CTPYKTYPA U COJAEP)KAHUE YUYEBHOM JUCIUILIUHBI
2.1. O0beM yueOHOM IMCUMIIIMHBI M BUABI Y4e0HO# padoThI

Bun yueoHoii padoThl O0beM B yacax

O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOH 1M CIHIIIHMHbI 36

B T.4. B JopMe NPAKTHYECKOH MOATOTOBKH 18

BT. U.:

TEOPETHUECKOE 00yUueHne 18
IIPaKTUYECKHUE 3aHATUS 18
Camocmosmenvhas paboma ! -
IIpomeskyTOUHAS aTTeCcTALIMS

L CamocmosmensHas paboma 6 pamkax obpazosamesnvHoli Mpozpammel faAaHUpyemcs o6pazoeamesnbHol
opeaHu3zayueli 8 coomeemcmesuu ¢ mpebosaHuamu @IOC CMO e npedenax obvema y4yebHol OucyunsauHel 8
Konuyecmee 4acos, Heobxo0uMom 0On: 8blnosaHeHUsa 3adaHuli camocmoamesnsHoli pabomsl 06y4yarouyuxcs,
npedycMompeHHbIX MemMamu4yecKum raaHoM U codepraHuem yyebHol OUCYUnauHsl.




2.2. TemaTnyeckuii IVIaH U coiep:KaHue y4eOHOM TUCHHUIINHBI

Oo0Bem, akan. Koapl
g / KOMIIeTEHIMH,
B TOM 4HcCJIe B (¢opMHpOBaHHIO
Coaep:xanue yueOHOro Mmarepuasia u GopmMsbl OpraHu3anuu
HaumeHoBaHue pa3iejioB U TeM popme KOTOPBIX
AeATeTbHOCTH 00YYaIOIHXCSH .
NPaKTHYeCKOM CrocoocTByeT
MOAr0TOBKH, 3J1eMeHT
aKaa. 4 NPOrpaMMbl
1 2 3 4
Paszea 1. OCHOBBI JOKYMEHTHUPOBAHUS YIIPABJIEHYECKOM JEATEJIbHOCTH 5/2

Tema 1.1 llonsTHE O

Conep:xanue y4eOHOro MaTepuaJia

1

AOKYMEHTAIIHOHHOM O0ecre4eHu
ylnpaBJieHHsl, J0KyMeHTe U crocodax
AOKYMEHTHPOBAHUS

OcHOBHbBIE CBOMCTBAa JOKYMEHTOB U HMX (DYHKIIUU B CUCTEME
ynpasneHus. [lonstue nokymenta. MHpopmanust u JOKyMEHT.
Knaccudukanmst AOKYMEHTOB: 1O BUIY O(OpPMIIEHUS; IO
coJiepkaHuto; 1o (hopme; Mo MPOUCXOKIEHHUIO; TI0 CPEACTBAM
¢duKkcanuu; Mo CpokaM XpaHeHUs. MaTepuanibHbIE HOCHTEIH
uHpOpMaLUH.
Ilonsatue

NOKyMeHTUpoBaHUsl. OCHOBHBIE COBPEMEHHBIE TEXHOJOTHH,

JIOKYMEHTHPOBAHHUS. OcHoBHbIE CIIOCOOBI
IPUMEHSEMbIE NPU OpraHu3alMu pabdoThl C JAOKYMEHTaMH B

opranu3anusx (YupexaeHusx).

Tema 1.2 HopmaTuBHO-IpaBoOBast

Conep:xaHue yueOHOro MaTepuaJia

OK 01, OK 02, OK
05, OK 09
K 1.2,I1IK 1.3

0a3a JOKYMEHTAIlHOHHOT0
olecreyeHust ynpaBJeHHsA

HopmatuBHo-npaBoBbIE peryaupyomue
JTOKYMEHTAIIMOHHOE 00ecrieueHre yrnpaBieHus. Y Hu(puKaus 1
CTaHJapTH3aIH KaK OCHOBHBIE
COBEpPILEHCTBOBAHUS  JOKYMEHTOB

aKTBhI,

HaIlTpaBJICHUA
U  JOKYMCHTAIIMOHHOI'O
obecneyeHus YIIpaBJICHUA.

[lepeyeHp OCHOBHBIX TOCYAAPCTBEHHBIX CTAaHJIAPTOB HA

YHUQUIUPOBAHHBIE CUCTEMBI JOKyMeHTanuuu. (OCHOBHbIE

TTOJIOXKCHUA FocyﬂapCTBeHHOﬁ CUCTCMblI JOKYMCHTALITMOHHOI'O

OK 01, OK 02, OK
05, OK 09
IIK 1.3




obecrieuenus ynpasieHus. CoctaB yHU(DUITUPOBAHHBIX CUCTEM
JOKYMEHTALUNU:
OTYETHO-CTAaTUCTHUECKas!, pUHAHCOBas U Jp.

OpraHnu3alluOHHO-pACIIOPAAUTCIIbHAA,

Tema 1.3 Cnoco0b1 1 npaBuJIa Coaepsxanue y4eOHOro MaTepuasa 372 OK 01, OK 02, OK
CO3/1aHUSA IOKYMEHTOB Xapakrepuctuka, coctaB u coaepxkanue 'OCTa Ha cuctemy 03, OK 04, OK 05,
OpraHu3alMOHHO-PACTIOPAIUTEIIBHOM JIOKYMEHTALUH. OK 06, OK 07, OK
YuudunupoBannas cucreMa 08, OK 09
OpraHU3aIMOHHO-PACTIOPSATUTETHHOM JIOKyMEHTAIUH. 1 IIK 1.2, T1IK 1.3
TpeboBanust k oopmiennto 1oKymeHToB. Dopmyisip-odpasen
OPJI. IIpaBuiia oopminenus PEKBHU3UTOB,
pernamentupoBaHHbIix ['OCTomM.
B TOM umciIe NIPAKTHYECKUX 3aAHATHI 2
[Ipaktrueckoe 3anstue Nel. OpopmieHne peKBU3UTOB HA )
JIOKyMEHTaX.
Paznen 2. OPTAHUBAIUA CUCTEMbI JOKYMEHTAIIUMOHHOI'O OGECIIEYEHUSA 26/14
Tema 2.1 Odopmiienue Coaepixanue yueOHOro MaTepuasa 4/2 OK 01, OK 02, OK
HH(OPMALTOHHO-CIIPABOYHOI XapakTepucTUKa U COCTaB  CIPaBOYHO-MH(DOPMAITMOHHBIX 03, OK 04, OK 05,
AOKYMEHTAIMHU JIOKYMEHTOB (CITy’)KeOHBIX MHUCEM, CIPABOK, 3asBICHUMN, aKTOB, OK 06
MPOTOKOJIOB, JOKJIQJAHBIX U OOBSCHUTENBHBIX 3alHCOK), 2 IIK 1.2, TIK 1.3
TpeOoBanuss K uX odopmieHuo. JlOKyMEeHTHUpOBaHUE
NESATETLHOCTH KOJUIETHATBHBIX OPTaHOB.
B ToM 4mnciie npakTHYECKUX 3aHSATHIA 2
[Ipaktrueckoe 3austue Ne2. OdopmieHue )
MH(OPMAIIMOHHO-CIIPABOYHON JOKYMEHTAITHH.
Tema 2.2 Odopmienue Coaepsxanue yueOHOro MaTepuasa 6/2 OK 01, OK 02, OK
OPraHu3alMOHHO-PACIOPAAUTENbHON | OCHOBHBIE  TPYNIBl  OPTaHU3AIMOHHO-PACTIOPSAUTEIHHBIX 03, OK 04, OK 05,
JOKYMEHTAIMHU JOKYMEHTOB. XapaKTepUCTUKAa M COCTaB OPraHU3aLMOHHBIX OK 06, OK 07, OK
JIOKyMEHTOB (yCTaBa, MOJOKEHHUS, HHCTPYKIIUHU, JOIKHOCTHON 4 08, OK 09
MHCTPYKLUN), TpeOoBaHUs K oopmileHH 0. XapaKTepUCcTUKa U K 1.2,1IK 1.3

COCTaB pacCrnopsAguTCIbHBIX JOKYMCHTOB (HOCT&HOBJ’IGHI/ISI,




MIpHUKa3a, pEeUIeHMs], paclopsDKeHUs, yKa3aHus), TpeOOBaHUS K
uX 0pOPMIICHHIO.

[loHATHEe NO/UIMHHMKA, KOMHWH, BBINUCKU, AyOnukaTta. Bumel
KONMH JOKYMEHTOB, OCOOEHHOCTH 3aBepeHHs] KOIUH WU
BBIIMCOK HOTAapUAJBHBIMM KOHTOPAMH M JIOJDKHOCTHBIMU
JIMIIAMU OpTraHU3alHil.

B ToM umHciie NpaKTHYeCKUX 3aHATHH 2
[Ipaktuueckoe 3ansitue Ne3. OdopmieHue )
OpTraHU3aIMOHHO-PACTOPSAUTEIBHON JOKYMEHTAIUH.
Tema 2.3 Od¢opmiaenue xaaposoii | Cogep:kanue yueOHOro MaTepuasa 6/4 OK 01, OK 02, OK
AOKYMEHTAIMHU 3asBJICHUS U MPUKa3bl 110 JIMYHOMY cOCTaBy. JIMuHas kapTrouka ) 03, OK 04, OK 05,
dbopwmel T-2 1 TUUHBIC AeTa OK 06,09
B TOM unciie NIPAKTHYECKUX 3aHATHI 4 IK' 1.3
[Ipaktrueckoe  3amstue Ned.  OdopmiieHne  KaapoBOU 4
JIOKYMEHTaI1H.
Tema 2.4  JoroBopHo-npaBoBasi | Congep:kanue yueOHOro Mmarepuajia 4/2 OK 01, OK 02, OK
JOKYMEHTAIUs [Tonsitue noroBopa. OcHOBHBIE pa3fenbl 10roBopoB. [lopsmok 03, OK 04, OK 05,
oopMIIeHHS TPYIOBOTO JOrOBOpa, JOTOBOpA IOCTABKH, 2 OK 06
JI0OTOBOPA KYIUIH-IIPOJAXKH. K 1.2, IIK 1.3
B Tom 4nciie npaKTHYECKUX 3aAHATHIA 2
[Tpaktrueckoe 3ansTue NeS. OdopmieHue 10roBOpoOB. 2
Tema 2.5 IIperensnonHo-uckosasi | Cogep:kanue yueOHOro marepuajia 6/4 OK 01, OK 02, OK
JOKYMEHTalus OcHOBHbBIE PEKBU3UTHI U TMOPAIOK O(OpPMIIEHUS MpPETEH3UH, 03, OK 04, OK 05,
OTBETOB Ha MIPETEH3HIO. KOpuanueckas ciyxo0a, OK 06, OK 07, OK
BBIIOJHSIOLIAs IIPETEH3MOHHO-NCKOBYIO paboty Ha ) 08, OK 09
npeanpusaThy. JKypHan perucTpauuy MpeTeH3 . K 1.2, 11K 1.3
[Topsimox odopmiIeHUST UCKOBBIX 3asBJICHUN U NpE/ICTaBICHUE
X B ApOUTpaXKHBIH CY/I.
B TOM umciIe NIPAKTHYECKUX 3aAHATHIA 4
[IpakTrueckoe 3aHSTHE Nob6. Odopmnenue 4




| HpeTeHSHOHHO-I/ICKOBOﬁ JOKYMCHTAlHU.

Pa3znea 3 OPTAHU3AIIUA PABOTHI C JOKYMEHTAMM B OPTAHU3AIIUAX

(YUPEKJIEHUSIX)

52

Tema 3.1 TexHoJiorus oOpraHu3anuu
JOKYMEHT0000pOTA B OPraHu3aIusix

(yupexaeHusix)

Conep:xanue y4eOHOro MaTepuaJia

VYnpasieHue U 1e10npou3BocTBO. OpraHu3anoHHble (POpMBI
JEJIONPOU3BOACTBA. Cayx0a JOKYMEHTallMOHHOIO
o0OecrieyeHHs ympaBieHUs, OCHOBHAas 3ajxada, (yHKUIUH,
THUIIOBBIE CTPYKTYpBI, JOJDKHOCTHOM cocTaB. PermameHrtanus
paboter cmyx0be1 JJOY. IlpumepHoe mOJNIOKEHHE O Ciyx0e
JOKYMEHTAILlMOHHOT O oOecrieueHHs yIpaBJICHUS u
JOJDKHOCTHBIE UHCTPYKLIMH.

OK 01, OK 02, OK
03, OK 04, OK 09
K 1.2,IIK 1.3

Tema 3.2 OcodeHHOCTH
J1eJIONPOU3BO/ICTBA M0 00pPallleHUsIM
rpaaaH U KOH(PUIEHIHAIBHOTO
JeJIONPOU3BO/CTBA

Conep:xanue y4ye0OHOro MaTepuasia

3/2

[lonatus mnpeanoxkeHus, 3asBieHUs U KanoObl. Ilpuem wu
peructpanusi nuceM TpaxiaaH. PaccMoTpeHue u pasperieHue
IIICEM, CPOK pacCMOTpEHUs. AHAIIU3 TUCEM TPakJaH.

KondunennuanpHoe aeaonpou3BoacTBO. ['pud orpaHuueHus
JocTyna K JOKYMEHTY. ABTOMAaTU3MpPOBAaHHBIE CHCTEMBI
paboTel  C CpencrBa
KOIIMPOBAHUSA M PA3MHOXKEHUS JOKYMEHTOB. OpraHuszaius

AOKYMCHTaMHU. HU3TrOTOBJICHUA,

pabouux MecT.

B ToMm uuce NMPAKTHICCKHUX 3aHATHI

[Ipaktuueckoe 3anstue Ne7. Odopmienue oOpaiieHui
rpakJaaH.

OK 01, OK 02, OK
03, OK 04, OK 05,
OK 06, OK 07, OK
08, OK 09
K 1.2,IIK 1.3

Tema 3.3 CucremaTusanus
JOKYMEHTOB, (popMUpOBaHUE UX B
JeJia M mepeaava B apxuB
OpraHu3anuu

Conep:xanue y4eOHOro MaTepuaJia

[Tonstre noxkymeHToo6opoTa. OOIIHe MPUHITUIIBI OpTraHU3AIUU
JOKYMEHTO000pOTa, €ro OCHOBHBIE JTAIbl: MPUEM U TIEpBUYHAS
o0paboTKa JOKYMEHTOB; pachpeielieHue  MOCTYNHUBIINUX
JIOKYMEHTOB; PETUCTPAIUs JOKYMEHTOB U TIPEIBAPUTEITHLHOE MX
paccMOTpPEHHE; PAcCCMOTPEHHE JIOKYMEHTOB PYKOBOACTBOM
opranuzanuu  (y4pexXIeHus) ¢  HalpaBJIeHHME UX Ha

OK 01, OK 02, OK
03, OK 04, OK 09
K 1.2,IIK 1.3




HUCIIOJIHCHUC, HCIIOJHCHUC W KOHTPOJIb 34 HUCIHOJHCHHUCM
AOKYMCHTOB; TCKYIICC XPAHCHUC NTOKYMCHTOB.

Howmenknarypa aen. O6paboTka J1en 11 IOCIe yOEero
XpaHeHHs. DKCIEePTU3a [IEHHOCTH I0OKyMEHTOB, 0ohopMiIeHne
Jien, cocTaBiieHne onuced. Crayda 1en B apXuB.

[IpomexxyTouHas arrecTanus

Bcero:

36




3. YCJIOBUS PEAJIM3AIIUU YYEBHOMU JJUCHUIIJINHBI

3.1. s peaqu3zanuu NporpaMmbl NpPo(eccHOHAJBLHOr0 MOAYJS [J0JLKHBI OBbITh
NpeayCMOTPEeHbI crielalbHble IOMeLeHns:

Kabuner «JlOKyMEHTallMOHHOI'O oOecrnieueHus yIIpaBJICHUNY, OCHAILICHHBIN
B COOTBETCTBUH ¢ 1. 6.1.2.1 00pa3oBaTebHON MIPOTrPaMMBI 110 CIIEIUATBHOCTH.

3.2. UndopmanmonHoe obecriedeHue peajn3anuu NporpaMmmbl

Jlns peanuzanuu mporpamMMbl OMOIMOTEYHBIH (HOH 00pa30BaTEIHLHON OpPraHU3aIluu JT0JKECH
MMETh TI€YaTHBIC W/WIM DJIEKTPOHHBIE O0pa3oBaTeIbHBIE W HMHQPOPMAIMOHHBIE PECYpPCHI IS
UCIIONIb30BaHUsI B 0OpaszoBaTenbHOM mpormecce. [Ipu ¢opmupoBanuu OubmmoreyHoro ¢GonHma
o0pa3oBaTeNnbHON OpraHu3anueil BEIOUpaeTcss He MEHee OJTHOTO M3aHUS U3 MEePEUHCICHHBIX HIDKE
MEYATHBIX U3/IaHUU U (WIIN) DIIEKTPOHHBIX U3/IaHUN B KQ4eCTBE OCHOBHOTO, IPU STOM CIIHCOK MOXKET
OBITh JIOTIOJTHEH JPYTUMH U3JIaHUSIMH.

3.2.1. OcHoBHBIE IEYATHHBIE U3TAHUA

1. I.  Kysueuos, HU.H. JlokyMEHTallMOHHOE ~ OOEeCIeYeHUe  YNpaBJICHUSA.
JIOKyMEHTOOOOPOT M JIEJONPOM3BOJCTBO :  y4YeOHMK W TPAKTUKyM IS CPEIHEro
npodeccuonansHoro oodpazopanus / U. H. Ky3neunos. — 4-e u3z., mepepab. u mon. — Mockaa :
N3narenbcTBO IOpaiir, 2023. — 545c.—  (IlpodheccuonanpHoe obOpa3zoBaHue). —
ISBN 978-5-534-16004-8.

2. bacakoB, M. W., JlokymeHTannOHHOE oOOecreueHue ymnpaBieHUusi (C OCHOBAMH
apxuBOBezieHUs1) : yueOHoe mocodue / M. U. bacakoB. — Mocksa : KnoPyc, 2023. — 216 c. —

ISBN 978-5-406-11367-7. — URL: https://book.ru/book/948724 (nata obpamenus: 26.06.2023). —
TekcT : 3NeKTPOHHBIH.

3.2.2. OcHOBHBIE 3JIEKTPOHHbIE U3IAHUS

1. Bapmyna, B. B., JlokymeHTanmonHoe obecriedeHue ymnpasieHus : yuyeOnuk / B. B.
Bapmynn. — Mocksa : FOctumus, 2022. — 271 c. — ISBN 978-5-4365-8902-2. — URL:
https://book.ru/book/942707 (nata obpamenus: 26.06.2023). — TeKcT : 31EKTPOHHBIN.

2. KopueeB, W.K. JlokyMeHTalMOHHOE OOCCIICYCHUE YIPABICHUS : YYCOHUK W
MPaKTUKYM Ui cpefaHero mnpodeccuoHanpHoro obpasoBanus/ U. K. Kopreer, A. B. ITmenko,
B. A. MamypueB. — 3-e¢ u3n., mepepad. m gom. — Mocksa : M3nmarensctBo HOpaiit, 2023. —

438 c.— (IlpodeccuonanvHoe oOpaszoBanue). — ISBN 978-5-534-16002-4. —  Tekcr
3JEKTPOHHBIN // OO6pazoBarenpHast mwiaropma Opaiit [caiT]. — URL:
https://urait.ru/bcode/523611 (mara obpamenus: 26.06.2023).

3. Kysuernos, U. H. JlokymeHTaisonHoe oOecrieueHue ynpasieHus. JJokyMeHTO000pOT

M JIEJIOTIPOU3BOJICTBO : YUCOHHK M TPAKTUKYM ISl CpeAHEro npodeccHoHaIbHOro 0o0pa3oBaHus /
U. H. Ky3nenoB. — 4-¢ u3n., mepepab. m mgom. — Mocksa : MznmarensctBo IOpaiit, 2023. —
545 c.— (IlpodeccuonanpHoe obpazoBanue). — ISBN 978-5-534-16004-8. —  Tekct
3IEKTPOHHBIN // OO6pazoBarenpHast mwiatopma Opaiit [caiT]. — URL:
https://urait.ru/bcode/523613 (mgara obpamenus: 26.06.2023).



4. Kysnenona, U. B. JlokymeHTanimonHoe obecriedeHne yrnpaBieHus : yaeOHoe mocooue
g CIIO / U. B. Ky3nenona, I'. A. Xauatpsn. — 2-e uzn. — Capatos : [Ipodobpazosanue, At [1u
Op Memua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — TekcT
ANEKTPOHHBIA  //  DIEeKTpOoHHBIM  pecypc  mmdppoBor  obpazoBarenbHor  cpeapl  CIIO
PROFobGpa3osanue : [caiit]. — URL: https://profspo.ru/books/80326

5. [ysanoBa, H.H. JlokymeHTanoHHOE oOecreueHre YNpPaBICHUS : YUYEOHUK H
NPaKTUKyM sl cpenHero mnpodeccuonanbHoro o6pazoanus/ H. H. IllyBamoBa. — 3-e wu3gm.,
nepepab. u gom. — MockBa : MznarensctBo Opaiir, 2023. — 247 ¢. — (IIpodeccuonanpHoe
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4. KOHTPOJIb M OLIEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHOM JUCLHUATIIHBI

Pe3yjbTaThl 00yueHUs

| KpuTtepuu oneHkun

MeToabI OlIeHKHU

Hepequb 3H3.HPII>1, OCBaMBACMBIX B paMKaX JUCHHUITJINHBI

Tepmunonorus B o0nactu
JOKYMEHTAllMOHHOTO  o0ecreydeHus
YIPaBIICHUS;

HopmaTtusHbie JOKYMEHTHI,

pErIaMEHTUPYIOLIUE COCTABIEHUE U

opopmiileHHEe  JOKyMEHTAllUM U
MOPSIIOK €€ 00pabOTKH;

[IpaBuna COCTaBJICHUS u
oopmIieHus

OpraHU3alMOHHO-PACIIOPSAUTENBHBIX
JOKYMEHTOB, BXOJSIINX B
YHUDUIIUPOBAHHYIO CUCTEMY
OpPraHMU3alMOHHO-PACIOPSAAUTEIbHBIX
JOKYMEHTOB, YHU(DULIUPOBAHHYIO
CUCTEMY MIEPBUYHOMN Y4ETHOU

JOKYMEHTalluu B 4acTH
JOKYMEHTALMH 110 YUETY TPYAa;
ITopsimok mpoBeneHUs HKCIEPTU3bI
LIEHHOCTH JOKYMEHTOB U IIOJrOTOBKU
JIeJI K apXUBHOMY XPaHEHHUIO.

TexHomorust Opra"u3arnuu
JOKYMEHTOO00pOTa B OpraHU3aIMsIX
(YUpexaeHusx).

- odopMIIeHHE JIOKyMEHTOB H
peleHue MPaKTUICCKUX
CUTyalluii ¢  HOPMAaTHBHBIM
IIPABOBBIM 00OCHOBaHUEM;

- HUCIIOJIB30BaHUC
HCTOYHHKOB,

3JIEKTPOHHBIE PECypChl, Meaua
peCypcehl, HuTepHeT-pecypesl,
ICPUOAUYICCKUC n3gaHus 10
CHEHUATBHOCTH  JUIS  PEIICHHUS
podeCCUOHANBHBIX 3a]1a4

- JICMOHCTpALHsI
OTBCTCTBCHHOCTHU 3a IIPHUHATHIC

Ppa3siIMYHbIX
BKJIrO4as

pelieHus, 000CHOBAaHHOCTh

camMoaHanm3a U
pe3yIbTaToB
paboTHI;

- HCIIOJIB30BaHHUC

KOPPEKIIHSI
COOCTBEHHON

3aKOHOJAaTCIIbHBIX u

HOPMATHUBHO-TTPABOBBIX aKTOB
npu
IpeITPUHUMATETHCKOM
JeSITeIbHOCTH B
npodeccuoHabHOU cdepe;
3HaHUN B
(MHaHCOBOM

IJIaHUPOBAHUHA

- JIEMOHCTpAITUs
oOJactu
rPaMOTHOCTH;

- KOHCTPYKTUBHOCTb
B3aMO/ICHCTBUS C
o0ydJaronmmMucs,
MIPeToIaBaTeI MU B Xo71e
o0yueHus, PYKOBOJIUTEISIMU
yu4eOHOIl M TPOHM3BOJACTBEHHOM
IPaKTHK.
-co0Ir0IEHNE

po¢eCCUOHAIBHON ITUKH,

HOpM

MOCTPOCHUE
po(EeCCHOHAIBHOTO OOIICHUS C
y4eToOM

COLMATIBLHO-TTPO(HECCHOHATLHOTO
cTaTyca, CHUTyallud OOIICHHS,

- AKCIIEPTHOE
HaOJII0IeHUE
BBIIIOJTHEHUS
MIPAKTUIECKHUX
3aJIaHuM,

- OIlEHKa II0 HTOraMm
YCTHOTO ompoca
CTYJICHTOB,

- HaOmromeHwe 110

WUTOraM TECTUPOBAHUA,
- OLEHKa B IIpolecce
MIPOBEACHUS
MIPOMEKYTOUHOMN
aTTeCTalUU.




0COOCHHOCTEM TPYIIIBI u
WHAUBUAYAIbHBIX OCOOEHHOCTEH
Y4aCTHUKOB KOMMYHHKAIWH;

- TPaMOTHOCTb  YCTHOH W

MMACBMEHHOW peyH;

- odopmiIeHHE JOKyYMEHTOB B
cootBeTcTBUH ¢ 'OCToMm;

- sicCHOCTh (opMyIMpOBaHUS U
U3JI0’KEHUS MBICTIEH;

- MPOSIBJICHHE TOJCPAHTHOCTH B
rporiecce OOIICHUS;
- coOmrozieHue HOPM TIOBEACHUS

BO BpeMs yUeOHBIX 3aHSTHH;

- coOJroIeHNe CTaHJapTOB
AHTUKOPPYIITUOHHOTO
TIOBEICHUSA;

- coOroaet HOPMBI

9KOJIOTHYECKOH O€30MacHOCTH;

—  ompeensieT  HampaBlICHHS
pecypcocOepekeHus B paMKax
npodeccrnoHaIbHON

NESTENIbHOCTH M0 CTIeIIMaTbHOCTH;
- 3¢ $EeKTUBHOCTh UCIIOJIH30BAHUS
CpencTB (U3NYECKON KYIbTYPHI
JUISE COXPAHCHHS W YKPEIUICHHS
310pOBbSA B mporecce
npodeccrnoHaIbHOI
NESTENIbHOCTH W MOAAEPKaHUS
HE00X0IMMOro YpOBHS
(bu3nUecKoil MOArOTOBIEHHOCTH;

- 3¢ $EKTUBHOCTh MUCTIOIH30BAHUS
B npodeccuoHaNbHOM
eITeIILHOCTH HE00X0IUMOM
JOKYMEHTAIlU¥, B TOM YHCJE Ha
WHOCTPAHHOM SI3BIKE

Hepequb yMCHHﬁ, OCBaMBACMBIX B paMKaX JUCHUITIJIMHBI

[IpumeHATH

roCy/1apCTBEHHbBIE
IpyTHe HOPMAaTMBHO-METOAMYECKUE
JOKYMEHTBHI, perlaMeHTHpYIOIIe
OpraHU3alMI  JOKYMEHTAllHOHHOTO

Ha IMPAaKTUKE

CTaHOapThI,

o0ecrieyeHus yrpaBieHHS;
CocraBmsThb "
oopmIATh

MPaBUIBLHO
OCHOBHBIC BUJIbI
OPTraHU3aIMOHHO-PACTIOPSUTEIIBHBIX
JIOKYMEHTOB;

- odopmiieHHE TOKYMEHTOB U
MPAKTHYECKHUX
HOPMAaTHUBHBIM
MPaBOBBIM 00OCHOBAHUEM;

peleHue
CUTYyalMi C

- HUCIOJb30BAaHUE
UCTOYHUKOB,
JNEKTPOHHBIE  PECYpCHI,

Pa3IMYHBIX
BKJIIOYAst
Meaua

pecypchl, WNuTepHeT-pecypcesl,
MEePUOANYECKUE  M3JIaHUsA 110
CHEIMAbHOCTH 7Sl peIleHus

npodecCHOHATBHBIX 33129

- AKCIIEPTHOE
HaOJII0IcHUE
BBINOJHEHHMS
MIPAKTUYECKHUX
3aJaHuH,

- OIIEHKa II0 HTOram
YCTHOTO ompoca
CTYJCHTOB,

- HAOIIOACHHE  IIO

HUTOTaM TCCTUPOBAHUA,
- OHOCHKa B IIpomecce




Odopmisath
MH(POPMALOHHO-CIIPABOYHYIO
JOKYMEHTALHIO;

OdopmnsaTh KaJIpOBYIO
AOKYMCHTAIUIO,

OdopMIATh MPETEH3UOHHO-UCKOBYIO
JOKYMEHTAIHIO.

- JIeMOHCTpaIHs
OTBETCTBCHHOCTH 3a TPHUHSTHIC
pereHwus, 000CHOBaHHOCTh
camMoaHalM3a HW  KOPPEKIHS
pe3yabTaToOB coOCTBEHHOM
paboThI;

- UCTIOJIb30BaHUE
3aKOHOJIATEITBHBIX u
HOPMAaTHUBHO-ITPABOBBIX aKTOB
pu TUTAHUPOBAHHUA

MPEINPUHUMATETCKON
JeSITeTbHOCTH B
npogeccuoHanbHOU cdepe;

- JCMOHCTpalMs 3HaHUH B

obmacti (buHAHCOBOM
IPaMOTHOCTH;

- KOHCTPYKTHBHOCTH
B3aUMOJICVCTBHUS c
o0yJaronumucs,
npenoaBaTesIMH B X0J1e
o0yueHus, PYKOBOJIUTEIISIMU

y4eOHOM U MPOU3BOJICTBEHHOM
MPaKTHK.

-cobmoenne HOpM
npodeccroHaNbHON STUKH;

- MOCTPOCHHE
npodeccCHOHATEHOTO OOMICHHS C
YUETOM
COIMATTLHO-TTPO(HECCHOHATLHOTO
cTaryca, CHTyallud OOIIEHHUS,
0COOEHHOCTEHN rpyIIbI u
WHIMBUAYAIBHBIX O0COOCHHOCTEH
YY4aCTHHUKOB KOMMYHHKAIIUH;

- TPaMOTHOCTh  yCTHOW W

MUCbMEHHOU peyHu;

- odopmieHHE JOKyYMEHTOB B
cootBeTcTBUH ¢ I'OCToMm;

- SICHOCTb (OpMYyJIMPOBaHUS H
W3TI0KEHUS MBICTIEH;

- TPOSIBJICHHE TOJICPAHTHOCTH B
rporecce OOIICHHUS;

- coOmoeHNe HOPM TOBENICHUS
BO BpeMs y4eOHBIX 3aHSTHUI;

- coOmroieHne CTaHJapTOB
AHTUKOPPYILIUOHHOTO
TTOBE/ICHHS,

[IPOBEACHUS
MIPOMEKYTOUHOU
aTTeCTalUu.




- coOuroaet HOPMBI
9KOJIOTHYECKO 0€30MacHOCTH;

—  ompeAenseT  HampaBJICHUS
pecypcocOepekeHuss B paMKax
npodeccuoHanTbHON

NESTEIILHOCTH T10 CTICIIHATLHOCTH;
- 3¢ (pEeKTUBHOCTh MCIOJb30BaHUS
CpencTB (U3NYECKON KYIBTYPHI
JUIE COXPAHEHUS WU YKPEIUICHHS

3JI0pPOBbS B nporecce
npodeccuoHanIbHON

NESATEIIbHOCTH W TOJJICPKAHUS
HEOOXO0IUMOTO YPOBHS

(bu3HUeCKOi MOArOTOBICHHOCTH;

- 3¢ (pEeKTUBHOCTh MCIOJb30BaHUS
B pohecCHOHATBLHOM
JeSITeIIbHOCTH HE00X0IMMOM
JOKYMEHTAIlU¥, B TOM YHCJIEC Ha
MHOCTPAaHHOM SI3bIKE







