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1. OBILASI XAPAKTEPUCTUKA PABOYEN TPOrPAMMBI YUEBHOIA
JUCHUIINHBI
«OI1.06 JOKYMEHTALIIMOHHOE OBECIIEYEHUE YIIPABJIEHUSI»

1.1. MecTO AUCHUIJIMHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/ibHOM MPOrpaMMbl

VYyebnas aucnurinHa «JlOKyMEHTAIlMOHHOE OOeCIeueHUue YIpaBJiICHUS» SBISCTCS
obs3aTrenbHOM YacThio OOmenpodeccCuoHaIbHOrO IMKJIAa 00pa30BaTEIbHON IMPOTpaMMbI B
cootBeTcTBUU ¢ ©I'OC CIIO 1o cnenuaisHOCTH.

Ocoboe 3HaueHWEe JUCHUIUIMHA HMeeT Npu (OPMHUPOBAHMHM W PA3BUTHH  OOIIHUX
komnerennui OK 01, OK 02, OK 03, OK 04, OK 05, OK 09.

1.2. Heab ¥ niiaHupyeMble pPe3yJbTAaThl 0CBOCHUS] TUCIHHILINHBI:
B pamkax mporpammbl y4eOHOW MUCHUILIUHBI OOYYaIOIIUMKCS OCBAMBAIOTCS YMEHUS

U 3HaHUsA
Kon YMmenust 3HaHHuA

IIK, OK
OK 01, [IpumensaTh Ha npaktuke | TepMuHOIOTHIO B obnacTu
OK 02, rOCy1apCTBEHHBIE CTaHJIAPTHI, | TOKYMEHTAIHOHHOTO oOecrieueHus
OK 03, JIpyrue HOPMATHUBHO-METOJUYECKHE | YIPABIICHUS,
OK 04, JIOKYMEHTBI,  pernameHTupyromue | HopmatusHbie JOKYMEHTHI,
OK 05, OpraHM3alUIl0 JOKYMEHTAllMOHHOIO | PETJIaMEHTUPYIOIIME  COCTAaBJICHUE U
OK 09, o0ecrieyeHus yrpaBieHUs; oopmieHHe TOKYMEHTALUU U MOPSAIA0K
IIK 1.2, CocraBiATh u NpaBWIBHO | ee 00pabOTKH;
I1K 1.3, oopMIATH OCHOBHBIE Buzbl | [IpaBuna cocraBieHus U oQOpMIICHHS
I1K 3.1. OpraHU3alMOHHO- OpraHU3alMOHHO-PACIOPSAAUTEIbHBIX

pacnopsAUTENbHBIX JOKYMEHTOB;
OdopmnsaTe MH(POPMaAIIMOHHO-

CIIPaBOYHYIO JOKYMCHTAIUIO,

OdopmnsaTe KaJIpOBYIO
JIOKYMEHTAIUIO;
Odopmitsate IIPETEH3HOHHO-

HCKOBYIO JOKYMCHTAIIHIO.

JIOKYMEHTOB,
YHUPUIMPOBAHHYIO
OpraHU3alMOHHO-PACIOPSAIUTENBHBIX
YHUPUIIUPOBAHHYIO
[IEPBUYHON Y4ETHOU
JOKYMEHTAllUl B YacTH JOKyMEHTallUU
10 Y4ETy TPY/a;
Ilopsamox  mpoBeneHus

BXOJISIIINX B
CUCTEMY

JIOKYMEHTOB,
CUCTEMY

HKCIEPTHU3BI
[IEHHOCTH JIOKYMEHTOB H ITOJTOTOBKH
JIeIT K apXHBHOMY XPaHEHHIO.

TexHomoruro OpraHu3auu
JIOKYMEHTOO0OpOTa B  OpraHU3AIHUIX

(YupexneHusx).




2. CTPYKTYPA ¥ COJAEP)KAHUE YUYEBHOW JUCIIUILINHBI
2.1. O0beM yueOHOI IMCUMIIMHBI M BUABI Y4eOHO0# padoThI

Buj yueOHoi1 padoThI O0bem B yacax
O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM JMCIHUIITHHBI 42
B T.4. B (hopMe NPaKTHYEeCKOH MOATOTOBKH 21
BT. 4.:
TEOpETHYECKOe 00yUueHue 21
MPaKTUYECKHUE 3aHATUS 21
Camocmosmenvras paboma -
IIpoMeskyTOoUHast aTTeCTALUMSI — UTOTOBAsl OLIEHKA




2.2. TeMaTH4yeCKMil IJIAH U COJAepPKaHMe YUeOHO TUCUMIIJIMHBI

O0beM, akaj.
g/
B TOM 4YHCJIE B

Koapl komneTeHIuid,

HaumenoBanmue Conep:kanue y4eOHOro Matepuasa u GopMbl OPraHu3amum (bopme ¢dopmupoBanuio
pa3aesioB U TeM AeSITeIbHOCTH 00y4aroIMXCH . | KOTOpPBIX cIOCOOCTBYeT
MPARTHACCKOR | ement NPOrpamMMbl
MOArOTOBKH,
akaj. 4
1 2 3 4

Paznea 1. OCHOBBI JOKYMEHTHUPOBAHUS YIIPABJIEHYECKOM JEATEJIBbHOCTH 8/2
Tema 1.1 IlonsaTne o | Coagep:xanue yueOHOro MaTepuaJia 2 OK 01, OK 02, OK 05,
AOKYMEHTAllMOHHOM | OCHOBHbBIE CBOWCTBAa JOKYMEHTOB U UX (DYHKIIMU B CUCTEME YIpPaBICHUS. OK 09
ob0ecnmeyeHN N [Tonstue npoxkymenta. HWudopmammss u  gokymeHT. Krnaccudukanus IIK 1.2, IIK 1.3, TIK 3.1.
ylpaBJieHusl, JIOKYMEHTOB: 10 BHJYy O(OpPMIIEHHUS; MO CcOAepk aHHIO; Mo (opme; MO
AOKyYMEHTe u IMPOUCXOXKICHNIO; MO0 cpeAcTBaM (UKCAllUK; IO CpPOKaM XpaHEHUS. 5
crocodax MarepuanbHble HOCUTEIN UH(POPMAaIIUH.
aoxkymeHtuposanusi | [lonstue nokymeHTupoBaHusi. OCHOBHBIE CIOCOOBI JOKYMEHTHUPOBAHUS.

OCHOBHBIE COBPEMEHHBIE TEXHOJIOTMH, NPHUMEHSEMBbIE IPU OpraHu3aluu

paboThI ¢ JOKYMEHTaMH B OpraHu3alusaX (YUpekIeHHIX ).
Tema 1.2 Copepxanue yueOHOro MaTepuasa 2
HopMmatusHo- HopmaTtuBHO-IpaBOBBIE  aKTBI,  PETYIHMPYIOIIME  JOKYMEHTAMOHHOE OK 01, OK 02, OK 05,
npasosas 0a3a oOecrnieueHre ynpasiieHUs. YHUUKALMSI U CTaHIAapTU3AIMS KaK OCHOBHBIE OK 09
AOKYMEHTAIMOHHOI'0 | HAIPABJICHUS COBEPILICHCTBOBAHUA JOKYMEHTOB U JOKYMEHTAILMOHHOIO [IK 1.3,
odecrneyeHust oOecrnieueHus yrnpaBIeHUs. [IK 3.1.
ylpaBJieHUs [TepeueHb OCHOBHBIX TOCYAAPCTBEHHBIX CTAaHAAPTOB Ha YHU(DUIIMPOBAHHbIE 2

CUCTEMBl  JOKyMeHTanuuu. OCHOBHBIE TIOJOKEHUS TIOCYIapCTBEHHOMU
CHUCTEMBl  JIOKyMEHTallUOHHOTO  oOecrmeueHus ynpasieHus. CocTas
YHU(DUIUPOBAHHBIX CUCTEM JIOKYMEHTALUHU: OpraHU3alMOHHO-

pacnopsiauTeabHasi, OTYETHO-CTaTUCTHIECKas, (PUHAHCOBAs U 1.




Tema 1.3 Cnoco0bI 1
NnpaBuJIa CO3IAHUS
JOKYMEHTOB

Coaep:xanue yueOHOTro MaTepuaJia

4/2

I'OCTa wHa
OpraHU3aIMOHHO-PACTIOPSAUTEIBHON JAOKYMEHTAIMK. Y HU(PUIIMPOBAHHAS

XapakTepucTHKa, COCTaB M  COJep)KaHHE CHCTEMY

OK 01, OK 02, OK 03,
OK 04, OK 05, OK 09
IIK 1.2, IIK 1.3, ITIK 3.1.

CUCTEMa OpraHU3alMOHHO-PACTIOPSIUTENbHON JOKyMeHTalu. TpeboBaHus 2

kK odopmieHuto gokymeHToB. Dopmynsap-oopazerr OPJ[.  Ilpasuna

odopMIIeHUS PEKBU3HUTOB, periiaMeHTupoBaHHbIX [[OCTom.

B ToM umciie npakTHYeCKUX 3aHATHI 2

[TpakTrueckoe 3ansatue Nel. OpopmiieHne peKBU3UTOB HA JOKYMEHTaX. 2
Paznen 2. OPTAHU3ALUA CUCTEMbBI JOKYMEHTAIIMOHHOI'O OBECHHEYEHUA 26/14
Tema 2.1 Coaep:xanue yueOHOro MaTepuaJia 4/2 OK 01, OK 02, OK 03,
Od¢opmiienue XapakTepucTuka M COCTaB CIPABOYHO-MH(POPMAIIMOHHBIX JIOKYMEHTOB OK 04, OK 05,
HH(OPMAIUOHHO- (cmy>keOHBIX MHCeM, CIIPABOK, 3asBIICHUH, aKTOB, TPOTOKOJIOB, TOKIAAHBIX U 5 I[IK 1.2, 11K 1.3, IIK 3.1.
CIIPABOYHOM OOBSCHUTEIBHBIX  3alMCOK), TpeboBaHWsI K WX  O(QOpMIICHHUIO.
AOKYMEHTAIlUH JlokyMeHTupOBaHUE AESITEIbHOCTH KOJUIETHAIbHBIX OPTaHOB.

B ToM 4uc/ie NpaKkTHYeCKUX 3aHATHI 2

[Tpaktuyeckoe 3anstue Ne2. OdopmiieHue nHHOpMaIMOHHO-CIIPAaBOYHON 5

JOKYMEHTaI1H.
Tema 2.2 Copepxanue yueOHOro MmaTepuasa 6/2 OK 01, OK 02, OK 03,
Odopmaenue OcHOBHBIE TpYMNIbl OPraHU3ALMOHHO-PACTIOPSAUTEIBHBIX JIOKYMEHTOB. OK 04, OK 05, OK 09
OpPraHM3alOHHO- XapakTepucTUKa W COCTaB OpraHM3AaI[MOHHBIX JOKYMEHTOB (ycTaBa, IK 1.2, TIK 1.3, TIK 3.1.
PACHOPAIMTEIBHOM | TOJOXKEHHS,, WHCTPYKLUMH, JODKHOCTHOM WHCTPYKIMHU), TpeOOBaHUS K
AOKYMEHTAIluH oopmiieHHI0. XapaKTepUCTHKA U COCTaB PaCHOPSAUTEIbHBIX JOKYMEHTOB

(mocTaHOBNEHUS, TpUKa3a, pEHICHHs, PACHOPSHKCHUS,  YKa3aHU), 4

TpeGoBaHuUs K UX 0(POPMIICHHUIO.

[ToHsiTHe TOJ/UIMHHWKA, KOIMWHW, BBIMUCKH, AyOnukata. Buabl komuid

JIOKYMEHTOB, OCOOCHHOCTH 3aBEpEHHs] KONHMI M BBIMMCOK HOTapHabHBIMU

KOHTOpaMH U JOJIKHOCTHBIMHU JIMIIAMU OpraHU3aIuil.

B ToM umciie npakTHYeCKUX 3aHATHI 2

[Tpaktrueckoe 3ansTue Ne3. OdhopmiieHre opraHu3auoOHHO- 2




pacropsAAUTEIIbHON TOKYMEHTALIMH.

Tema 2.3 | Conep:xkanue yueOHOro MaTepuajia 6/4 OK 01, OK 02, OK 03,
Od¢opmienue 3asBNeHNS U MPUKA3bl 110 JUYHOMY cocTaBy. JInunas kaprouka ¢opmer T-2 5 OK 04, OK 05, OK 09
Ka/JpoBoil Y JIMYHBIE Jena [IK 1.3, [IK 3.1.
AOKYMEHTALMHU B ToM unciie NpaKTHYECKHUX 3aHATHH 4

[Tpaktuyeckoe 3anstue Ne4. OdopmiieHue KaIpoBOil JOKYMEHTAIMH. 4
Tema 2.4 [loroBopHo- | Coaep:kanue yueOHOTro MaTepuaJia 4/2 OK 01, OK 02, OK 03,
npasoBasi [Tonsitue norosopa. OcHOBHBIE pa3aensl 1oroBopoB. [Topsaok ohopmineHus 5 OK 04, OK 05, 11K 1.2,
AOKYMEHTAIUs TPYAOBOTO JJOIrOBOPA, TOTOBOPA OCTaBKH, I0TOBOPA KYIUTU-TIPOJIAXKH. MK 1.3, [IK 3.1.

B TOM uHcJIe IPAKTHYECKUX 3aHATHI 2

[Tpaktuyeckoe 3anstue NeS. OdopmiieHre J0roBOpoB. 2
Tema 2.5 | Conep:xkanune y4yeOHOr0 MaTepuajia 6/4 OK 01, OK 02, OK 03,
IIperen3uonHo- OCHOBHBIE PEKBU3UTHI U TMOPSAIAOK O(OPMIICHUS TPETEH3Ui, OTBETOB Ha OK 04, OK 05, OK 09
HCKOBas nperensuto. HOpuauueckast ciyx0a, BBINONHSIONIAS MPETEH3HMOHHO- IK 1.2, TIK 1.3, TIK 3.1.
AOKYMEHTAI sl UCKOBYIO paboTy Ha npeanpuatuu. XypHan peructpaiuu npeTeH3ui. 2

[Topsimox odopMiieHHs HCKOBBIX 3asBICHUH M MpEICTaBIeHUE HX B

ApOuTpaxHsblIii cyn.

B TOM 4Hc/Ie IPAKTHYECKUX 3aHATHH 4

[Tpaktueckoe 3anstue Ne6. OdopmieHue MNPEeTEeH3MOHHO-HUCKOBON 4

JOKYMEHTAIUH.
Paznen 3 OPTAHU3AIIUA PABOTHI C JOKYMEHTAMMU B OPITAHU3ALIUAX 8/2
(YYPEXKJAEHUSAX)
Tema 3.1 Conep:xaHue yueOHOI0 MaTepuasa 2 OK 01, OK 02, OK 03,
Texnonorns VYropaBnenne u  JenonpousBoACTBO.  OpraHusaiMoHHbIE  (OPMBI OK 04, OK 09
OpraHu3anuu JIETTONTPOU3BO/ICTBA. Cryx0a JIOKYMEHTAallHOHHOTO o0ecrieueHus IIK 1.2, IIK 1.3, TIK 3.1.
JAOKYMEHT0000pOTa B | YIIpaBICHHUs, OCHOBHAas 3a7ada, (YHKIWH, THIIOBBIE CTPYKTYDHI, )

OpraHv3anusax
(yupexmaeHusiX)

JOJKHOCTHOM cocTtaB. PernamenTanus padotsl ciayx6sl J1OY. IlpumepHoe
MOJIOKEHHE O CIyk0e JOKYMEHTAIlMOHHOTO OOECIIEYEeHHUs YIPaBICHUS U
JOJKHOCTHBIE MHCTPYKLIUH.




Tema 3.2 Copaepxxanue yueOHOIro MaTepuasa 412 OK 01, OK 02, OK 03,
Oco0eHHOCTH [TonsiTvsl TIpeANIOKECHUS, 3asBICHUS W kKanoObl. [lpueM W peructpanus OK 04, OK 05, OK 09
AeJIONPOU3BOACTBA nvceM rpaxzaad. PaccMorpenue u paspenieHue nmuceM, CpoK pacCMOTPEHHUS. IIK 1.2, IIK 1.3, TIK 3.1.
1o odpaneHusIM AHanu3 nuceM rpaxkaaH.
IrPaskKAaH U Kondunennuansnoe nenonpousBoAcTBO. I'pud orpaHuyeHus noctyna K 2
KOH(MUIECHIUATBHOIO | IOKYMEHTY. ABTOMATH3UPOBAHHBIE CHUCTEMbl PabOThl C JOKYMEHTaMH.
JAeJIONPOU3BOACTBA CpenctBa H3rOTOBIICHUS, KOMHPOBAHUS M Pa3MHOXKEHHS JIOKYMEHTOB.

Opranuzanus pabo4ux MecT.

B ToM YHc/ie MPAKTHYECKUX 3aHATHI 2

[TpakTaeckoe 3austue No7. OdopmiieHne oOpameHui rpax/iaH. 2
Tema 3.3 Coaep:xanue yueOHOro MaTepuaJia 1 OK 01, OK 02, OK 03,
Cucremarusanus IMousTue JIOKYMEHTO000pOoTA. Oo61ue NPUHITATIBI OopraHu3zanuu OK 04, OK 09
JOKYMEHTOB, JIOKyMEHTO00O0pOTa, €ro OCHOBHBIE JTallbl: MPUEM U MepBUYHAs 00paboTka K 1.2, IIK 1.3, I1IK 3.1.
(hopmupoBanue X B | TOKYMEHTOB; paclpe/ielieHne TMOCTYMUBIINX JTOKYMEHTOB; PpPETUCTpaIus
AeJia M nmepeaava B JOKYMEHTOB M TIPEABApPUTEIILHOE HMX PACCMOTPEHHUE; PaCCMOTpPEHUE
apXMB OPraHM3alMU | TOKYMEHTOB PYKOBOACTBOM OpraHU3aIuu (YUpexKJICHUs) U HAIIPaBICHUE UX 1

Ha WCIOJHEHUE, UCIOJHEHHE W KOHTPOJb 32 HCIOTHEHHUEM JIOKYMEHTOB;

TEKYIee XPaHEHHE IOKYMEHTOB.

Homenknarypa gen. O6paboTka fen A1 MOCIeAYIONIEero XpaHeHHsl.

DKcnepTusa EeHHOCTH JOKYMEHTOB, 0pOpMIICHHE JIeTl, COCTaBICHUE

onuceit. Cnava Jien1 B apXuB.
[IpomexxyTodHas aTTeCTAIMS — UTOTOBAs OIICHKA
Bcero: 42




3. YCJIOBHUA PEAJIN3AIIMU YYEBHOM JUCIUILIMHBI

3.1. lna peanu3anuM NpPorpaMmbl NPo¢ecCHOHAJBLHOIO MOAYJSI JOJLKHBI ObIThH
NpeayCMOTPEeHbI clienuaabHble MOMEIeHHS:

Kabuner  «JloKyMEHTalMOHHOTO obecriedeHUsT  YIpPaBICHUSY, OCHAILICHHBIN
B COOTBETCTBUHU C 1. 6.1.2.1 oOpa3oBaTeaIbHOM MPOrpaMMBbl IO CHIEITUATBHOCTH.

3.2. UnopmanmonHoe odecneyeHne peaau3anun NporpamMmmbl

JIns peanuzanuu mporpamMmbl OMOIMOTEUHBIH (GOHA 00pa3oBaTENbHON OpraHU3alNU
JIOJDKEH MMETh MeYaTHbIe W/UIIH AJIEKTPOHHBIE 00pa3oBaTebHble U HH(OPMAIIMOHHBIE PECYPCHI
JUIS ICTIOJIb30BaHus B 0Opa3oBaresnbHOM npouecce. [Ipu popmupoBanun 6ubimorednoro ¢ponga
00pa3oBaTelIbHOM OpraHM3alell BRIOMPACTCS HE MECHEE OJHOTO M3JaHUs U3 TEePCUMCICHHBIX
HUNXKE IICYATHBIX I/I3IIaHHI>JI n (I/IJII/I) SJICKTPOHHBIX I/I3[[aHI/II\/JI B Ka4C€CTBC OCHOBHOI'O, IIpH 3TOM
CITHCOK MOYET OBITh JIOTIOJTHEH JAPYTUMH U3JaHUSMH.

3.2.1. OcHOBHBIE T€YATHDBIE H3TAHUS

1. 1. Ky3neuo, MW.H. JlokymMmeHTannoOHHOE oOOecrleuyeHUue  yIpaBiICHHUS.
JIOKyMEHTOOOOpOT W  JICTIONPOM3BOJCTBO : Y4COHWK ©  TPAKTHKYM JUIS  CPEIHETO
npodeccuonansHoro oopaszosanus / M. H. Ky3nenos. — 4-e u3a., nepepad. u gomn. — Mocksa :
WznatenberBo FOpaiit, 2023. — 545 ¢. — (IIpodeccnonanbaoe oopazoBanue). — ISBN 978-5-
534-16004-8.

2. bacako, M. U., JlokyMeHTallMOHHOE OOECTeueHne YIpaBieHus (C OCHOBaMHU
apxuBoBezieHHsl) : yuebHoe nmocobue / M. U. bacakoB. — Mocksa : KnoPyc, 2023. — 216 ¢. —
ISBN 978-5-406-11367-7. — URL: https://book.ru/book/948724 (nmara oOpameHus:

26.06.2023). — TeKCT : 37eKTPOHHBIIA.

3.2.2. OcCHOBHBIE 3JICKTPOHHbIC U3IAHUSA

1. Bapmynn, B. B., JlokymeHTamonHoe obecrieuenue ynpasieHus : yueOHuk / B. B.
Bapmynn. — Mocksa : KOctunusa, 2022. — 271 c. — ISBN 978-5-4365-8902-2. — URL:
https://book.ru/book/942707 (nata obpamenus: 26.06.2023). — TeKCT : 3MEKTPOHHBIH.

2. Kopnees, N. K. JlokymeHTalmOHHOE oOecreueHUe YHpaBiICHUS : y4eOHUK U
NOpPaKTUKYM Ui cpeaHero npogeccuonanbHoro obpazosanus / U. K. Kopuees, A. B. ITmenxo,
B. A. MamypreB. — 3-e u3a., nepepad. u jgorn. — Mocksa : UznarensctBo FOpaiit, 2023. —
438 c. — (IlpodeccuonansHoe oOpaszoBanue). — ISBN 978-5-534-16002-4. — Tekcr
anekTpoHHbld  //  OOpazoBatenpHass  miatdpopma  IOpaitr  [caiit]. —  URL:
https://urait.ru/bcode/523611 (mara obpamenus: 26.06.2023).

3. Ky3neros, n. H. JlokymMeHTaImoHHOe obecrieueHne YIpaBJICHHUS.
JIOKyMEHTOOOOPOT W  JIEJNIONPOM3BOJCTBO : YYEOHMK W  TNPAKTHKYM Uil CPEIHETO
npodeccuonanbHoro oopazosanus / 1. H. Ky3nenos. — 4-e usn., mepepad. u gorn. — Mocksa :
MznarensctBo FOpaiit, 2023. — 545 ¢. — (IIpodeccuonanpHoe odbpazoanue). — ISBN 978-5-
534-16004-8. — TekcT : anexTpoHHbIi // Obpa3oBarenbHas iatdopma KOpaiir [caiit]. — URL:
https://urait.ru/bcode/523613 (nara obpamenus: 26.06.2023).



4, KysnemnoBa, M. B. JlokymeHTanmoHHoe oOecmeyeHue yrpaBieHUs : y4deOHOe

nocooue mis CIIO / WU. B. Ky3memoa, I'. A. Xawarpsa. — 2-¢ uszn. — CapatoB
[TpodobpazoBanue, Aii [Tu Dp Menua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-
4488-0216-4. — TekcT : 3IEeKTPOHHBINA // DIEKTPOHHBIN pecypc uppoBoil 00pa3oBaTeIbHON

cpeabt CITO PROFo6pa3osanue : [caiit]. — URL: https://profspo.ru/books/80326

S. lyBanosa, H. H. JlokymeHTanmoHHOEe OOECleYeHHUE YNPABJICHUS : YUCOHUK U
NPaKTUKYM JJIsi cpeaHero npodeccuonaiabHoro obpasosanusi / H. H. lllyBanoBa. — 3-e u3n.,
nepepad. u pomn. — Mocksa : M3gatensctBo HOpaiit, 2023. — 247 c. — (IIpodeccuonanpHoe
obpazoBanue). — ISBN 978-5-534-16538-8. — Tekct : snextponHsiid // OOpa3zoBarenbHas
miatdpopma IOpaiitr [caiit]. — URL: https://urait.ru/bcode/531240 (mara oOpareHus:
26.06.2023).

3.2.3. JlonoJiHUTEIbHbIE HCTOYHHKH
1. AJBOOM TEpBHYHBIX JAOKYMEHTOB: OiekTponHas kuura (1 CD).- M.. U]]
«PaBHoBecue».- (Cepust JlenoBbie TOKYMEHTBI», BHIIL. 6).

2. PeokakoB A.IL. OOpa3ipl HOKYMEHTOB HJsi TpaxkaaH: DJjekTpoHHas kHura (1
CD).- M.: U]1 «PaBHOBecHe.

3. CnpaBouHo-mipaBoBasi cucrema «l apanty.

4. CnpaBouno-npaBoBas cucrema «Koncynbrantllmocy.

5. I'OCT P 7.0.97-2016. Hamnuonanwubii cranmapt Poccuiickoin ®enepammu.
Cucrema cTaHmapTtoB 1o HWHPOpPMALWH, OWUOIMOTEYHOMY H  HM3ATEILCKOMY  JIENy.
OpraHu3allMOHHO-paclopsAIUTeIbHas  JOKyMeHTanus.  IpeboBaHus K  O(OPMIIEHUIO
JIOKYMEHTOB.

6. Poxusarosckas, 1. P. JlokymeHnTannonnoe odecriedeHue : yueoHoe mocooue / U.
P. PoxusiToBcKas. — CumMdeponosns : YHUBEpCUTET SKOHOMHUKH U ynpasienus, 2016. — 104 c.
— ISBN 2227-8397. — Tekct : »IEKTpOHHBIA // ODNEKTPOHHBIA pecypc UHHPPOBOI
o0Opa3oBaTenbHOI cpelibl CIIO PROFoGpa3oBanue : [caiiT]. — URL:

https://profspo.ru/books/73265

7. bacakoB, M. MU. [lenompousBojactBo [/loKkyMeHTallMOHHOE OOecIeYeHHe
ynpasinenus] : yueOnuk / M. U. Bacakos, O. W. 3ambinkoBa. — PoctoB-Ha-Jlony : deHUKC,
2014. — 376 c. — ISBN 978-5-222-23063-3. — TeKcCT : 2JeKTpOHHBIN // DNEKTPOHHBIA pecypc
nugppoBoit  obpazoBatenbHOM  cpenpl  CIIO  PROFoOpazoBanme : [caiit]. — URL:
https://profspo.ru/books/59345
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4. KOHTPOJIb 1 OHEHKA PE3YJIbBTATOB OCBOEHMUSA

YYEBHOM JUCLUAILIUHBI

Pe3ysbTaThl 00y4eHHs |

Kputepun onenkn

MeToabl OIEHKH

HepequL 3HaHPII>i, OCBaMBACMBIX B paMKaxX JUCHUITIIMHBI

Tepmunonorus B
obnactu
JTOKYMEHTAllMOHHOT'O
o0ecrnieueHus
yIIpaBICHUS;
HopmaTtusHbie
JIOKYMEHTHI,
perJaMeHTUpYIoIIre
COCTaBIICHUE u
odopmiieHHe
JIOKYMEHTAIu! u
MOPSIIOK €€ 00paboTKH;
[IpaBuna cocraBieHus: U
odopmIteHUs
OpraHu3aIMOHHO-
pacmiopsAUTEIbHBIX
JIOKYMEHTOB, BXOJISIINX
B YHUPUIIUPOBAHHYIO
cUCTEMY
OpraHu3alMOHHO-
pacropsIuTeTbHBIX
JIOKYMEHTOB,
YHUPUIIMPOBAHHYIO
CUCTEMY IEPBUYHOU
YUETHOW JOKYMEHTaIlu!
B YacTU JOKYMEHTAI[U’
0 y4eTy Tpy/a;

[Topsimox  mpoBeAeHUS
OKCIIEPTHU3BI  TICHHOCTH
JIOKyMEHTOB "
MOJATOTOBKA  JIeN K
ApPXUBHOMY XpaHEHHUIO.
TexHonorus
OpTraHu3aIuu
JTIOKYMEHTOO0OpOTa B
OpTraHU3aIUIX
(YIpeKIeHUSX ).

- ohopMiIeHHE TOKYMEHTOB M PEIICHUE
MPAKTHYCCKUX CHTyaIui c
HOPMAaTHBHBIM [PaBOBBIM
000CHOBAHHUEM;

- UCIIOJIb30BaHUE pa3IUYHbIX

WCTOYHHUKOB, BKJIIOYasi dJCKTPOHHBIC

pecypcel, Meaua pecypesl, MHTepHert-

pecypchl, MEepHOANYECKUE H3AAHUS 10

CIeLUaIbHOCTU IS peleHus

npodeccHoHABHBIX 3a7a4

- JeMOHCTpalus OTBETCTBEHHOCTH 32

MPUHATBIE pEIIeHUs,, 00OCHOBAaHHOCTD

caMoaHalIn3a u KOPPEKIHSA

pe3yabTaToOB COOCTBEHHOM pabOThI;

- HCMOJIb30BAHUE 3aKOHOJATEIbHBIX U

HOPMAaTUBHO-TIPABOBBIX ~ aKTOB  IpH

TUTAHUPOBAHUM TIPEANPUHUMATEIBCKON

NEeSITETbHOCTH B NMPO(ECCHOHATLHON

chepe;

- JIEMOHCTpaius 3HaHUH B 001acTH

(rHaHCOBOW I'PaMOTHOCTH;

- KOHCTPYKTHBHOCTH B3aUMOJICHUCTBUS
¢ 0o0ydarIuMucs, MpernojaBaTesiMu
B X0/i¢ OO0y4eHHUs, PYKOBOJUTEISIMU
yueOHOI U POM3BOJICTBEHHOM

IMPAKTHUK.

-coOmroieHmne HOPM
npodeccHnoHaNbEHON STUKY;

— TIOCTpOeHHE MPO(heCcCHOHATLHOTO
OOIIeHHsI C  Y4eTOM  COIMaIbHO-
poheCCHOHATHFHOTO craryca,
CUTyaluu OOIIeHUs, OcCoOeHHOCTEeH
T'pYyIIIbL n WHAUBUAYAJIbHBIX
ocoOeHHoCTeH YYaCTHUKOB
KOMMYHHKAIIUU;

- TPAMOTHOCTh YCTHOM M TUCbMEHHOMH
peuu;

- odopmieHHE  JTIOKYMEHTOB B
coorBercTBuH ¢ 'OCToM;

- scHOCTh  (OPMYJIHpPOBaHHUA U

- OKCIIEPTHOC Ha6J'IIO,I[eHI/I€
BBIIIOJIHCHH A
IMPAKTUYCCKUX SaﬂaHHﬁ,

- OlEHKa TI0 HWTOram
YCTHOTO orpoca
CTY/ICHTOB,

- HaONIOJIEHUE II0 HMTOraM
TECTUPOBAHUS,
- OICHKAa B
MIPOBEACHUS
IIPOMEKYTOYHON
aTTEeCTaLlHH.

nporecce
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HU3JI0KEHMS MBICTICH;

- TOpOSIBJICHHE  TOJEPAaHTHOCTU B
rpoiiecce OOIICHHS;

- coOJo/IeHHe HOPM TIOBEACHUSI BO
BpeMs yueOHBIX 3aHSATHIA;

- coOnrofeHue CTaH/IapTOB
AHTUKOPPYIIIMOHHOTO TIOBEICHUS;

- CcOOJIIOJTaeT HOPMBI IKOJIOTUYECKON

0€e30I1aCHOCTH;
— ompeaenseT HaTPaBIICHUS
pecypcocOepereHus B pamKax

npodeccHoHAbHON JIeATEeIbHOCTH T10
CICIUATBHOCTH;

- 3(pdEKTUBHOCTh  HCIOJb30BaAHUS
cpeAcTB (PHU3UYECKOW KYJIBTYPBI IS
COXPAaHCHHUS U YKPEIUICHUS 37J0POBBS B
nporecce npoeCCUOHATHLHON
NEeSATSIHOCTH " Ol PIKAHUS
HEO0OXOIMMOTO  YPOBHSI  (pU3UYECKOM
MTOATOTOBJICHHOCTH;

- 3(G(}EeKTUBHOCTh HCMOJIL30BAHUSI B
npodeccrnoHaIbHOM NESATCIIEHOCTH
HEOOXOJUMOM JTOKYMEHTALlUHU, B TOM
YHCJIC HA HHOCTPAHHOM SI3bIKE

HepequL yMCHHﬁ, OCBAaNBACMbIX B paMKaX JUCHUIIINHBI

[IpumenaTH Ha
MIPAKTUKE
rOCyJapCTBEHHBIE
CTaHAapTHI, apyrue
HOPMAaTUBHO-
METOANYECKHE
JIOKYMEHTHI,
perIaMeHTHPYIOIIHE
OpraHu3aIUI0
JOKYMEHTAIHOHHOTO
obecrnieyeHus
yIpaBIeHUS;
CocraBnsTh u
MPaBUIBHO O(OPMIISTH
OCHOBHBIE BU/IBI
OpraHu3aIOHHO-
pactopsiANTEIbHBIX
JIOKYMEHTOB;
OdopmnaTs
UH(POPMALMOHHO-
CIIPABOYHYIO
JIOKYMEHTAIHIO;

- ohopmiIeHHE TOKYMEHTOB M PEIICHUE
HpaKTI/IquKI/IX CI/ITyaIH/If/’I C
HOpMaTI/IBHBIM HpaBOBI)IM
000CHOBaAHHUEM;

- UCTIOJIb30BaHUE pa3IMYHBIX
UCTOYHMKOB, BKJIIOYasi 3JEKTPOHHBIE
pecypcel, Menua pecypcesl, MHTepHeT-
pecypchl, MepHOANYECKHe H3AaHUs IO
CTEUATBHOCTH TUISt pereHus
npogeccCHOHABHBIX 3a]1a4

- JIeMOHCTpalMs OTBETCTBEHHOCTH 32
MPUHATBIE pEIIeHUs,, 000CHOBAHHOCTH
caMmoaHajmn3a U KOPPEKIH
pe3yabTaTOB COOCTBEHHON pabOTHI;

- WCTOJBF30BAHUE 3aKOHOMATEIHHBIX U
HOPMATHBHO-TIPABOBBIX ~ aKTOB  TIpH
TUTAHUPOBAHUH TIPEANTPHHAMATETHCKON
NeSITeIbHOCTH B  MPO(hecCHOHATBLHON
chepe;

- JeMOHCTpalus 3HaHWH B o0iacTu
(uHAHCOBOW TPaMOTHOCTH;

- KOHCTPYKTHBHOCTH B3aUMOJCHUCTBUS

C 06y“IaIOH_II/IMI/IC$I, npenoaaBaTeCIsIMu

- DKCIIEpTHOE HaOI0/IeHUE
BBITIOJTHEHUS
MPAKTUYECKHX 3aJaHHH,

- OIEHKAa IO WTOraM
YCTHOTO orpoca
CTY/ICHTOB,

- HaOJNIOJEHUE II0 HMTOraM
TECTUPOBAHUS,
- OIlGHKa B
MIPOBEACHUS
ITPOMEKYTOUYHON
aTTeCTallHH.

nporecce
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OdopmIATE  KagpOBYIO
JOKYMEHTAIHUIO;
OdopmisTs
PETEH3UOHHO-UCKOBYIO
JOKYMEHTAIHIO.

B XoJZie OOydYeHUs, PyKOBOAMTEISIMHU
yueOHoM 51 IIPOU3BOACTBEHHOMN
IIPAKTHK.

-co0uroieHne HOpM
npoecCHOHATLHOM ATUKY;

— TocTpoeHHe TPO(HECCHOHATLHOTO
OOImIeHUsI C  Y4eTOM  COIHAIBHO-

podeCcCHOHATBHOTO craryca,
CUTyalluu  OOIEHHUs, OCOOEHHOCTEH
TPYIIIIBI u WHIUBHyaJIbHBIX
ocoOeHHoCTeH YYaCTHUKOB
KOMMYHUKAITHH;

- TPaMOTHOCTh YCTHOW M MUCHMEHHOU
peuw;

- odopmiieHHME  JIOKYMEHTOB B
cootBercTBUH ¢ I'OCToM;

- scHOCTh  (OpMYJIMpOBaHUS U
HU3JI0KSHHS MEICIICH;

- TIPOSIBJICHUE  TOJIPAHTHOCTH B
Mporiecce OOIICHHMS;

- CcoOJo/ICHHEe HOPM TIOBEACHUS BO
BpeMs y4EOHBIX 3aHITHIA;

- coOIroIeHNE CTaHJapTOB
AHTUKOPPYILHUOHHOTO MOBEACHUS;

- COONI0aeT HOPMBI SKOJOTHYECKOU

0e30IMacHOCTH;
- orpeenser HarpaBJICHUS
pecypcocOepexeHus B paMKax

popeCCUOHATBHONU JIEATEILHOCTH 10
CHEIHAbHOCTH;

- 3(}QexTUBHOCTh  HCIOIB30BAHUS
cpencTB (pu3M4eckord KyabTyphl s
COXPAaHCHHUS W YKPEIICHUS 3]J0POBBS B
nporecce npoheccCuoHaATBHOM
NEeSATSIEHOCTH " TTOJI/IEPIKAHUS
HEOOXOIMMOTO  YPOBHSI  (PU3UUYECKOM
MTOATOTOBJICHHOCTH;

- 2(QpEeKTUBHOCTh HCMOIH30BAHUSI B
npodecCuoHATBHON NeATeTbHOCTH
HEOOXOIMMOW JTOKYMEHTAIlMH, B TOM
YHCJIe HAa HHOCTPAHHOM SI3bIKE
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