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

1.1. MecTo ucuMIJIMHbI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/IbHOM IPOrpaMMBbl
VYuyebHasg ucuMIUIMHA «/{oOKyMeHTalMOHHOEe o0OecreuyeHne YIpPaBICHUA» SIBIISETCS

obsi3aTrenpbHON YacThio OOmenpodeccuoHaIbHOrO IMKJIAa 00pa30BaTeIbHON MPOTpaMMbI B
cootBeTcTBUU ¢ ©I'OC CIIO 1o cnenuaibHOCTH.

Ocoboe 3HaueHWEe JUCHHUIUIMHA HMeeT NpH (DOPMHPOBAHMM M PA3BUTHH OOIIMX
komnerennui OK 01, OK 02, OK 03, OK 04, OK 05, OK 09.

1.2. Heas 1 niIaHupyeMble pPe3yJbTAaThl 0CBOCHUS JUCIHUIJIMHBI:
B pamkax mporpaMMbl y4eOHOW TUCHUILUIMHBI OOYYAIOIIMMHUCS OCBAUBAIOTCS YMEHUS

Y 3HaHUs
Kon YMmenust 3HaHHuA
IIK, OK

OK 01, [IpumensaTh Ha npaktuke | TepMuHOIOTHIO B obnacTu

OK 02, rOCy1apCTBEHHBIE CTaHJIapThl, | TOKYMEHTAlHOHHOTO obecrnieueHust

OK 03, JIpyrue HOPMATHUBHO-METOJMYECKHE | YIPABIICHUS,

OK 04, JIOKYMEHTBI,  pernameHTupyromue | HopmarusHbie JOKYMEHTHI,

OK 05, OpraHM3aIMI0 JTOKYMEHTAlMOHHOTO | PETJIAMEHTHPYIOIIME  COCTAaBJICHUE U

OK 09, o0ecrieueHus yrpaBIeHUS; opopmiIeHHE JOKYMEHTAMH U TMOPAI0K

K 1.2, CocrtaBisiTh u MpaBUJILHO | €e 00paboTKH;

[1K 1.3, 0pOpMIISTH OCHOBHBIE Bunbl | [lpaBuna cocraBneHuss U oQopMIICHUS

I1K 3.1. OpraHU3alMOHHO- OpraHU3alMOHHO-PACIOPSAAUTEIbHBIX
pacnopsAUTENbHBIX JOKYMEHTOB; JIOKYMEHTOB, BXOJISAINX B
OdopmnsaTe MH(GOPMAIIMOHHO- | YHU(ULIUPOBAHHYIO CUCTEMY
CIPAaBOYHYIO JOKYMEHTALUIO; OpraHU3alMOHHO-PACTIOPSATUTENBHBIX
OdopmnsaTe KaJIpOBYIO | TOKYMEHTOB, YHUGUIUPOBAHHYIO
JIOKYMEHTAIUIO; CUCTEMY NIEPBUYHON YUETHOU
OdopmisaTe IIPETEH3UOHHO- | JOKYMEHTAallul B YacTH JOKYMEHTaluu
HCKOBYIO IOKYMEHTALIHIO. 10 Y4ETy TPpY/a;

[lopsamox  mpoBeneHUs  DKCIEPTU3BI

[IEHHOCTH JIOKYMEHTOB M IOJTOTOBKH
JIeT K apXHUBHOMY XPaHEHHIO.

TexHomoruro OpraHu3auu
JIOKyMEHTOOOOpoTa B

(YupexneHusx).

OpraHu3aIUsAX




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 00yUeHne 20
MPaKTUYECKHUE 3aHATUS 22
Camocmosmenvuas paboma -
IIpoMeskyTOUHast aTTeCTALUSI — UTOTOBAsl OLIEHKA




2.2. TeMaTH4yeCKMil IJIAH U COAEPKAHME YUeOHOM JUCHMIIIIHHBI

O0beM, akaj.
g/
B TOM 4YHCJIE B

Koanl komneTeHIuid,

HaumenoBanmue Conep:kanue y4eOHOro Matepuasa u GopMbl OPraHu3amum (bopme ¢dopmupoBanuio
pa3/iesioB M TeM AeATeTbHOCTH 00y4YarouXCs ., | KOTOPBIX CIIOCOOCTBYET
HPARTITICCRON | rement NPOrpaMMblI
MOAr0TOBKH,
akaa. 4y
1 2 3 4

Paznea 1. OCHOBBI JOKYMEHTHUPOBAHUS YIIPABJIEHYECKOM JEATEJIBHOCTH 8/2
Tema 1.1 IlonsaTne 0 | Coaep:xanue yueOHOro MaTepuaJia 2 OK 01, OK 02, OK 05,
JOKYMEHTAallMOHHOM | OCHOBHBIE CBOWCTBA JOKYMEHTOB U MX (PYHKIIHMU B CHUCTEME YIpPaBICHUS. OK 09
o0ecnmeyeHnNn [Tonstue nmoxkymentra. WHpopmanus u  gokymeHT. Krnaccudukarus IIK 1.2, IIK 1.3, TIK 3.1.
ynpaBJjieHus, JIOKYMEHTOB: IO BHIY O(OPMIICHHUS; TO COAcpkaHwio; 1o Qopme; 1o
JAOKyYMeHTe u NPOMCXOXKACHUIO; IO CpeAcTBaM (UKCAIlMHM;, 10 CpPOKaM XpaHEHHUSI. 5
crocodax MarepuanpHble HOCUTETH HH(POPMAIIHH.
noxkymenrupoanusi | [lonarue noxymentupoBaHusi. OCHOBHBIE CHOCOOBI JIOKYMEHTHPOBAHHUS.

OCHOBHBIE COBpPEMEHHBIE TEXHOJOIMH, NPHUMEHSEMble NPH OpraHHU3aLUuU

paboThI ¢ JOKYMEHTaMH B OpraHu3alusaX (YUpekIeHHIX).
Tema 1.2 Copepxanue yueOHOro MaTepuasa 2
HopmatusHo- HopmatuBHO-IpaBOBblE  aKThl,  pEryjJupyOIlde  JOKYMEHTAllMOHHOE OK 01, OK 02, OK 05,
npasosas 6aza oOecnieueHre ynpasiieHUs. YHUUKALMS U CTaHIapTU3AlMs KaK OCHOBHBIE OK 09
JOKYMEHTAIMOHHOI'0 | HANpaBJCHUs] COBEPUICHCTBOBAHUSA JIOKYMEHTOB M JOKYMEHTAIlHOHHOTO [IK 1.3,
olecrieueHust oOecrnieyeHus yrnpaBIeHUs. K 3.1.
ynpaBJieHUS [TepeueHb OCHOBHBIX TOCYAAPCTBEHHBIX CTaHAAPTOB Ha YHU(DULIMPOBAHHbIE 2

CUCTCMbI  NTOKYMCHTAIlUHU. OCHOBHBIC  TTOJOXKCHHS rocyaapcTtB €HHOM
CHUCTCMBI AOKYMCHTAITUOHHOT O obecneueHUs YIIpaBJICHU. CocraB
YHI/I(I)I/II_[I/IPOBaHHLIX CUCTEM JAOKYMCHTAallUU: OpTraHHU3allMOHHO-

pacrnopsiAuTeabHasi, OTYETHO-CTaTUCTHYECKasl, PUHAHCOBAs U 1.




Tema 1.3 Cnnoco0bI 1
NMpaBUJIa CO3AHUS
JTOKYMEHTOB

Coaep:xanue yueOHOTro MaTepuaJia

4/2

I'OCTa wHa
OpraHU3aIMOHHO-PACTIOPSAUTEIBHON JOKYMEHTAIMH. Y HU(DUIIMPOBAHHAS

XapakTepuCcTHKa, COCTaB M  COJCp)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-PACTIOPSIUTEIbHON JOoKyMeHTaluu. TpeboBaHus 2

kK odopmieHuto gokymeHToB. Dopmynsap-oopazerr OPJ[.  Ilpasuna

odopMIIeHUs pEKBU3HUTOB, perjaMmeHTupoBaHHbIX [[OCTom.

B ToM umciie npakTHYeCKUX 3aHATHI 2

[Tpaktuyeckoe 3anstue Nel. OdopmiieHre peKBU3UTOB Ha IOKYMEHTAX. 2
Paznen 2. OPTAHU3ALUA CUCTEMbBI JOKYMEHTAIIMOHHOI'O OBECIIEYHEHUA 26/14
Tema 2.1 Coaep:xanue yueOHOro MaTepuaJia 4/2 OK 01, OK 02, OK 03,
Od¢opmienue XapakTepucTuka M COCTaB CIPABOYHO-MH(GOPMAIIMOHHBIX JIOKYMEHTOB OK 04, OK 05,
HMH(OPMAIIUOHHO- (cmy>keOHBIX MHCeM, CIIPABOK, 3asBIICHUH, aKTOB, TPOTOKOJIOB, TOKJIAAHBIX U 5 IIK 1.2, I1IK 1.3, IIK 3.1.
CIIPABOYHOM OOBSCHUTEIBHBIX  3alHCOK), TpeboBaHUsS K UX  O(OPMIICHUIO.
AOKYMEHTalluH JloKyMeHTupOBaHUE AESITEIbHOCTU KOJIETHAIbHBIX OPTaHOB.

B ToM 4unciie NpaKTHYeCKUX 3aHATHIH 2

[TpakTrueckoe 3ausatue No2. Odopmiienrne nHGOPMAITMOHHO-CIIPABOYHON 5

JIOKYMEHTaL1H.
Tema 2.2 Copepxanue yueOHOro MmaTepuasa 6/2 OK 01, OK 02, OK 03,
Odopmitenne OcHOBHBIE TpYMNIbl OPraHU3ALMOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB. OK 04, OK 05, OK 09
OpPraHM3alOHHO- XapakTepucTUKa W COCTaB OpraHM3aI[MOHHBIX JOKYMEHTOB (ycTaBa, IK 1.2, TIK 1.3, TIK 3.1.
PACNOPAIMTEBLHOM | MMOJOXKEHUS,, WHCTPYKLUMH, AODKHOCTHOW WHCTPYKIMHU), TpeOOBaHUS K
AOKYMEHTalluH oopmiIeHNI0. XapaKTepUCTHKA U COCTaB PaCHOPSAUTEIbHBIX JTOKYMEHTOB

(mocTaHOBNCHMs, TpUKa3a, pEIICHHs,  PACIOPSDKEHHS,  YKa3aHus), 4

TpeGoBaHuUs K UX 0(POPMIICHHUIO.

[TonsiTHe TO/UIMHHWKA, KOMWHU, BBIMUCKU, JyOnukata. Buapl komui

JIOKYMEHTOB, OCOOCHHOCTH 3aBEpEHHs] KONHUI M BBIMMCOK HOTapHabHBIMU

KOHTOpaMH U JOJIKHOCTHBIMHU JIMIIAMU OpraHU3aIuil.

B ToM 4nciie NpaKTHYECKUX 3aHATHH 2

[Ipaktuueckoe 3anstue Ne3. OdhopmiieHre OpraHu3auoOHHO- 2




pacopsAUTEIIbHON JOKYMEHTALINU.

Tema 2.3 | Coanep:xkanue yueOHOro MaTepuajia 6/4 OK 01, OK 02, OK 03,
Odopmitenune 3asBNeHNS U MPUKA3bl 110 JUYHOMY cocTaBy. JInunas kaprouka ¢opmsr T-2 5 OK 04, OK 05, OK 09
Ka/IpOBOil Y JIMYHBIC Jela [IK 1.3, TIK 3.1.
AOKYMEHTallu1 B ToM unciie NpaKTHYECKHUX 3aHATHH 4

[Tpaktuyeckoe 3anstue Ne4. OdopmiieHHe KaJpoBOi JOKYMEHTAIUH. 4
Tema 2.4 loroBopHo- | Conep:kanune y4eOHOro MmarepuaJia 412 OK 01, OK 02, OK 03,
npaBoBast [Tonsitre noroBopa. OCHOBHEIE pa3aeibl J0roBopoB. [lopsmaok odopmiteHus ) OK 04, OK 05, 1IK 1.2,
JAOKYMEHTAaIMs TPYAOBOTO JOrOBOPA, JOTOBOPA NOCTaBKH, I0TOBOPA KYIUTU-TIPOIAXH. MK 1.3, [IK 3.1.

B TOM uHcJIe IPAKTHYECKUX 3aHATHI 2

[Tpaktuyeckoe 3anstue NeS. OdopmiieHHe JOrOBOPOB. 2
Tema 2.5 | Conep:xkanune y4eOHOro MaTepuajia 6/4 OK 01, OK 02, OK 03,
IIperen3uonHo- OcHOBHbBIE PEKBU3UTHI U MOPSIOK O(OPMIIEHUS IMPETEH3UM, OTBETOB Ha OK 04, OK 05, OK 09
HCKOBasi nperensuto.  MOpuauueckast cinyx0a, BBINONHSIONAS PETEH3HMOHHO- IIK 1.2, TIK 1.3, TIK 3.1.
JAOKYMEHTalus UCKOBYIO paboTy Ha npeanpuatuu. XypHan peructpanuu npeTeH3ui. 2

[Topsimok odopMiIeHHS HCKOBBIX 3asBIECHUIl M TMpeJCTaBIeHHE HX B

ApOuTpaxHslIii cyn.

B TOM 4Hc/Ie IPAKTHYECKUX 3aHATHH 4

[Tpaktueckoe 3anstue Ne6. OdopmiieHne NpeTeH3NOHHO-UCKOBON 4

JOKYMEHTAIUH.
Paznen 3 OPTAHU3AIIUA PABOTHBI C JOKYMEHTAMMU B OPITAHU3ALUAX 8/2
(YYPEXKIEHUSX)
Tema 3.1 Copepxanue yueOHOro MaTepuasa 2 OK 01, OK 02, OK 03,
Texnosorus VYropaBnenne u  JenonpousBoACTBO.  OpraHusaivoHHblE  (OpPMBI OK 04, OK 09
OpraHu3amuu JIETTONTPOU3BO/ICTBA. Cnyx0a JIOKYMEHTAallHOHHOTO oOecrmeueHus IIK 1.2, IIK 1.3, TIK 3.1.
JAOKYMEHT0000pOTa B | YIpaBJICHUs, OCHOBHas 3ama4a, (QYHKIUH, THUIIOBBIE CTPYKTYPHI, )

OpraHM3anusx
(yupexnaeHusx)

JOJKHOCTHOM coctaB. PermamenTanust padotsl ciayx6s1 J10OY. IlpumepHoe
MOJIOKEHHE O Clyk0e JOKYMEHTAllMOHHOTO OOECIeUYEeHHUs YIpaBJICHUS U
JOJKHOCTHBIE HHCTPYKLIUU.




Tema 3.2 Conep:xaHue yueOHOIo MaTepuasa 4/2 OK 01, OK 02, OK 03,
Oco0ennocT [TousiTHsI TIpENIOKEHUS, 3asBICHUS W kKaloObl. [lpueM u peructpanus OK 04, OK 05, OK 09
JeJIONPOU3BOACTBA nuceM rpaxzaad. PaccMoTpenue u paspenieHue nuceM, CpoK pacCMOTPEHHS. IIK 1.2, IIK 1.3, TIK 3.1.
1o o0paneHusAM AHanu3 nuceM rpaxkaaH.
rpaaaH u Konduaenuuansnoe nenonpou3BoAcTBO. ['pud orpanudeHuss nocryna K 2
KOH(pHUACHIHATBHOIO | TOKYMEHTY. ABTOMAaTU3UPOBAaHHBIE CHCTEMbl pabOThl C JIOKYMEHTAMH.
JAeJIONPON3BOACTBA CpenctBa H3rOTOBIICHUS, KOMHPOBAaHUS M PA3MHOXKEHHSI JIOKYMEHTOB.

Opranuzanus paboynx MecT.

B ToM YHc/ie MPAKTHYECKUX 3aHATHI 2

[TpakTiaeckoe 3austue No7. OdopmiieHne oOpameHui rpaxkiaH. 2
Tema 3.3 Coaep:xanue yueOHOro MaTepuaJia 1 OK 01, OK 02, OK 03,
Cucremaru3zanus IMousTue JOKYMEHTO000pOoTA. O61ume MPUHITATIBI OpraHu3anuu OK 04, OK 09
AOKYMEHTOB, JIOKyMEHTO00O0pOTa, €ro OCHOBHBIE JTallbl: MPUEM U MepBUYHAs 00paboTka K 1.2, IIK 1.3, I1IK 3.1.
(popMupoBaHHE UX B | TOKYMEHTOB; pAaCIpeeICHUE TIOCTYNMHUBIINX JOKYMEHTOB; PEruCTpaIlus
JeJia M nepeiaya B JOKYMEHTOB M TIPEABAPUTEIIBHOE HX PAaCCMOTPEHHE; PACCMOTPEHHUE
apXMB OPraHM3aUMU | TOKYMEHTOB PYKOBOJICTBOM OpraHMU3alluu (YUpexKJICHHUs) U HANIPaBICHUE UX 1

Ha HCIOJHEHUE;, UCIOJHEHHE W KOHTPOJb 32 HCIOITHEHHUEM JIOKYMEHTOB;

TEKYIee XPaHEHHE IOKYMEHTOB.

Homenknarypa gen. O6paboTka fen A1 MOCIeAYIONIEero XpaHeHHsl.

DKcnepTusa EeHHOCTH TOKYMEHTOB, O)OpMIICHHE 1T, COCTaBJICHHE

omuceii. Cnava Jien B apXuB.
[IpomexxyTouHast aTTeCTaIMsl — UTOTOBas OIIEHKA
Bcero: 42




3. YCJIOBHUA PEAJIN3AIIMU YYEBHOM JUCIUILIMHBI

3.1. lna peanu3zanuM NpPorpaMmbl NPo(eCcCHOHAJBLHOIO MOAYJSI JOJLKHBI ObITh
NpeayCMOTPEeHbI clienuaabHble IOMEIeHHs:

Kabuner  «/loKyMEHTallMOHHOTO  OOECIEYeHHUs]  YIPABICHUS», OCHAILICHHBIN
B COOTBETCTBUHU C 1. 6.1.2.1 oOpa3oBaTeIbHON MPOrpaMMBbl IO CHICITUATBHOCTH.

3.2. UndopmanmonHoe odecneyeHne peaau3anun NporpaMmmbl

Jia peanuzanuu mporpaMMbl OUOIMOTEUHBIH (GOHI 00pa3oBaTeNbHON OpraHu3aluu
JIOJDKEH MMETh MeYaTHbIe W/UIIH AJIEKTPOHHBIE 00pa3oBaTebHble U HH(OPMAIIMOHHBIE PECYPCHI
JUIS ICTIOJIb30BaHus B 0Opa3oBarenbHOM npouecce. [Ipu ¢popmupoBanun 6ubimorednoro ¢ponga
00pa3oBaTesbHOM OpraHu3alueld BhIOMPAETCS HE MEHEE OJHOr0 M3JIaHUS U3 MEePEeUUCICHHBIX
HIDKE TMEYATHBIX M3JaHUN U (UIJIM) AJIEKTPOHHBIX M3JIaHWKA B KaueCTBE OCHOBHOIO, MPU 3TOM
CIIUCOK MOXET OBITh JJOTIOJIHEH APYTUMHU U3JaHUSMHU.

3.2.1. OcHOBHBIE T€YATHDBIE H3TAHUS

1. 1. Ky3neuo, W.H. JlokymeHTannoHHOE oOOecleyeHHe  YyIpaBICHHUS.
JIoKyMeHTOOOOpOT U JCJIONPOM3BOACTBO : YYEOHHMK H  MPAKTUKYM JJIS  CPEIHEro
npodeccuonansHoro oopaszosanus / M. H. Ky3nenos. — 4-e u3a., nepepad. u gomn. — Mocksa :
WznatenberBo FOpaiit, 2023. — 545 ¢. — (IIpodeccronanbaoe oopazoBanue). — ISBN 978-5-
534-16004-8.

2. bacakoB, M. U., JlokyMeHTAalIMOHHOE OOECTICYeHHE YIpPaBIeHUsS (C OCHOBAMHU
apxuBoOBeJeHH) : yueOHoe nocodue / M. U. bacakoB. — Mocksa : KnoPyc, 2023. — 216 ¢c. —
ISBN 978-5-406-11367-7. — URL.: https://book.ru/book/948724.

3.2.2. OcHOBHbIE 3JIEKTPOHHbIE U3IAHUS

1. Bapmynn, B. B., lokymenTanimonHoe ooecrieueHue ynpasieHus : yaeonuk / B. B.
Bapmyan. — Mocksa : KOctunms, 2022. — 271 c¢. — ISBN 978-5-4365-8902-2. — URL:
https://book.ru/book/942707.

2. Kopuees, U. K. JlokyMeHTanMoOHHOE OOECHeUeHUE YINPaBICHUS : yYEOHUK U
NPaKTUKYM JUIsl cpeaHero npodeccuonanbHoro oodpasosanus / U. K. Kopnees, A. B. ITmenko,
B. A. Mamypues. — 3-e u3n., nepepa0d. u gon. — Mocksa : U3narensctBo Opaiit, 2023. —
438 c. — (IlpodeccuonanbHoe obpazoBanue). — ISBN 978-5-534-16002-4. — Texkct
NeKTpoHHBIH  //  OOpazoBarenbHas  miatgopma  FOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/523611.

3. Kys3Heros, U. H. JIOKyMEHTAI[MOHHOE obecrieucHue yIpaBIICHUS.
JIOKyMEHTOOOOPOT W JIEJNONPOM3BOJCTBO : YUYEOHMK W  TMPAKTHKYM JUIS  CPEIHEro
npodeccuonansHoro oobpaszosanus / M. H. Ky3nenos. — 4-e u3z., nepepab. u gomn. — Mocksa :
NznatenberBo FOpaiit, 2023. — 545 ¢. — (IIpodeccronanbaoe oopazoBanue). — ISBN 978-5-
534-16004-8. — Tekct : anexTpoHHbI / O6pa3oBarensHas iardgopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/523613.

4, KysnemnoBa, M. B. JlokymeHTannonHoe oOecriedeHue yrpaBleHUs : y4eOHOe
nocobue s CIIO / WU. B. Kysnemoma, I'. A. Xawarpsa. — 2-e uzg. — CaparoB :



[TpodobpazoBanne, Aii [Tu Op Menua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-
4488-0216-4. — TekcT : 3IEKTPOHHBINA // DIEKTPOHHBIN pecypc upoBoil 00pazoBaTeIbLHON
cpeast CITO PROFo6pasosanue : [caiit]. — URL: https://profspo.ru/books/80326

S. lyBanosa, H. H. JlokymeHTannoHnHoe o0ecrieyeHre yIpaBieHUs @ y4eOHUK s
cpenuero npodeccuonansHoro oopasosanus / H. H. IllyBanoBa. — 3-e uzj., nepepabd. u qorm. —
Mocksa : UznatensctBo FOpaiit, 2025. — 234 ¢. — (IIpodeccuonansuoe obpazoBaHue). —

ISBN 978-5-534-20349-3. — Texkcrt : snexTponHblid // Obpa3oBarenbHas miatdopma HOpaiit
[caiit]. — URL.: https://urait.ru/bcode/561049.

3.2.3. JlonoJiHUTEIbHbI€ HCTOYHUKH
1. AnpOOM MEpPBHYHBIX JOKyMeHTOB: OiekrtpoHHas kuura (1 CD).- M.. U]]
«PaBHOBecue».- (Cepust JlenoBbie TOKYMEHTBI», BHIIL. 6).

2. PooxakoB A.Il. OOpasubl JOKYMEHTOB MJis TpakJaH: ODJeKTpoHHas kHura (1
CD).- M.: U]1 «PaBHOBECHEY.

3. CnpaBouyHo-nipaBoBas cucteMa «l'apanT».

4, CnpaBouHo-npaBoBas cuctema «Koncynprantllmocy.

5. I'oCT P 7.0.97-2016. HamumonaneHblii ctanaapt Poccuiickoit ®enepanuu.
Cucrema crapmapToB 10 wHPOpMAIMH, OWUOJIMOTEYHOMY W  HM3AATEIBCKOMY Y.
Opranu3alliOHHO-PACTIOPSIANTENIbHAST  JOKyMEHTAITHSI. TpebGoBanus K odopmIIeHHUIO
JIOKYMEHTOB.
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUSA

YYEBHOM JUCLUAILIUHBI

Pe3yabTarnl 00yyeHust |

Kpurepum oueHku

MeToabI OLIeHKH

HepequL 3HaHHﬁ, OCBAMBACMBbIX B paMKax JUCHUIIJIMHBI

Tepmunonorus B
obnactu
JOKYMEHTAIlMOHHOTO
o0ecrnieueHus
yIIpaBICHUS;
HopmaTtusHbIe
JIOKYMEHTHI,
perJaMeHTUpyIoIre
COCTaBIICHUE u
odopmiieHre
JIOKYMEHTaIu! u
MOPSIIOK €€ 00paboTKH;
[IpaBuna cocraBieHus: U
odopmIteHUs
OpraHu3aIMOHHO-
paciopsiANTEIbHBIX
JIOKYMEHTOB, BXOJSIINX
B YHUPUIUPOBAHHYIO
cUCTEMY
OpraHu3alMOHHO-
pacropsIuTeTbHBIX
JIOKYMEHTOB,
YHUPUIIMPOBAHHYIO
CUCTEMY NEPBUYHOU
YUETHOW JOKYyMEHTaIlUu
B YacTU JOKYMEHTAI[u’

0 y4eTy Tpy/a;
Ilopsanox  mpoBeaeHuUs
AKCIEPTU3bl  IIEHHOCTH
JIOKYMEHTOB "
MNOATOTOBKA  JIeT K
apXMBHOMY XpaHEHHUIO.
TexHomorus
OpraHu3aluu
JOKYMEHTOOOOpoTa B
OpraHu3aIusIX
(YUpeKACHUSAX).

- ohopMiIeHHE TOKYMEHTOB M PEIICHUE
MIPAKTHYCCKUX CHTyaIui c
HOPMAaTHBHBIM [IPaBOBBIM
000CHOBAHHUEM;

- HCII0JIb30BaHUE Ppa3JInYHBIX
HUCTOYHUKOB, BKJIIOYas JJICKTPOHHBIE
pecypcebl, Meaua pecypceel, MHTepHeT-
pecypcesl, MEPUOJUYECKHE H3JaHMs 110
CIICUAJIBHOCTHU JJIsL peICHUA
npogeccuOHANBHBIX 3a]1a4

- ACMOHCTpaluusaA OTBCTCTBCHHOCTHU 3a
MPUHATBIE pEIIeHUs,, 000CHOBAaHHOCTH
camMoOaHalIu3a 51 KOppEeKLUs
pe3yabTaTOB COOCTBEHHON pabOThI;

- HCIIOJIb30BAHHUE 3aKOHOJATENbHBIX U
HOPMAaTUBHO-IIPAaBOBBIX pu

IIAaHUPOBAHUU HpeﬂHpHHHMaTeHLCKOﬁ

adKTOB

NESITeIbHOCTH B MPO(EeCCHOHATBLHON

cdepe;

- JEMOHCTpalus 3HaHWM B 00JacTH

(uHaHCOBOW IPaMOTHOCTH;

- KOHCTPYKTHBHOCTH B3aMMOJCHCTBHS
¢ 0o0ydarIuMuUcs, MpernojaBaTessiMu
B X0/i¢ O0y4eHHUs, PYKOBOJUTEISIMU
yueOHOI U HPOU3BOJICTBEHHOM

IIPaKTHK.

-coOroieHne HOPM

npodeccHoHaNbHON STUKY;

— TOCTpOeHHE MNpOo(hecCHOHAIBHOTO
oOIleHusT C  y4eTOM  COIHMAaJBHO-
po¢eCcCHOHAIBLHOTO cTaryca,
CUTyalll  OOIIEHUsI, OCOOCHHOCTEH
TPYIIBI u WHIMBUIYaJIbHBIX
0COOEHHOCTEM YYaCTHUKOB
KOMMYHHKAITUH;

- TPaMOTHOCTh YCTHOM W NHCbMEHHOU
peuw;

- odopmieHHE  JIOKYMEHTOB B
cootBeTcTBUH ¢ ' OCToM;

- sdcHOCTh  (OPMYJIHpPOBaHHUA U

- OKCIIEPTHOC Ha6J'IIOI[CHI/IC
BBITIOJIHEHU
MPAKTUYICCKUX 3a,I[aHI/II>'I,

- OLEHKa [0 HTOraM
YCTHOTO orpoca
CTYICHTOB,

- HaOJIOJeHHE MO HTOram
TECTUPOBAHUS,
- OLEHKa B
IIPOBEICHUS
IIPOMEKYTOUHOU
aTTeCTalUu.

mponecce
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HU3JI0KEHMS MBICTICH;

- TPOSBICHHE TOJEPAHTHOCTH B
nporecce O0IeH s,

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

- coOnroieHe CTaH/1apTOB
AHTUKOPPYIILMOHHOIO IIOBEJCHHUS;

- CcOOJIIOJTaeT HOPMBI IKOJIOTUYECKON

0€e30I1aCHOCTH;
- orpenenser HaIpaBJICHUS
pecypcocOepekeHmst B paMkax

poeCCHOHATILHON JCATENBHOCTH IO
CHELUATBHOCTH;

- 3(hdexTUBHOCTh  HCIOIB30BAHUS
CpeAcTB (PHU3MUECKON KyIBTYPHI st
COXPaHCHHSI U YKPEIUICHUS 370POBbsS B
nporecce npodeccuOHaTHLHON
JeSITeIIbHOCTH u TIOJ/ICPIKAHUS
HEOOXOAUMOTO YpOBHS  (pu3muecKon
MOJITOTOBJICHHOCTH;

- 9(h(}eKTUBHOCTP HUCMONB30BAHUS B
npodeccCHOHATLHON JeSITeIIbHOCTH
HEOOXOMMOM JTOKYMEHTALlUH, B TOM
YHCJIC HA HHOCTPAHHOM SI3BIKE

HepequL YMGHHﬁ, OCBAMBACMbIX B paMKax JUCHUIIIIMHBI

[IpumensaTs Ha
NpaKTUKe
rOCyJapCTBEHHBIE
CTaHJapTHl, apyrue
HOPMAaTHUBHO-
METOANYECKHE
JIOKYMEHTHI,
perIaMeHTHPYIOIINeE
OpraHu3aINIo
JOKYMEHTAIHOHHOTO
obecrnieueHus
yIpaBJIeHUS,
CocraBiAaTh u
NpaBUIBHO O(GOPMIISATH
OCHOBHBIE BU/IBI
OpraHu3aIOHHO-
pacropsaAnTeIbHBIX
JIOKYMEHTOB;
OdopmnsaTs
UH(POPMAIMOHHO-
CIPaBOYHYIO
JIOKYMEHTALHUIO;

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

- MCIIONIb30BaHUE pa3IMYHBIX
WCTOYHUKOB, BKIIOYAsl OJICKTPOHHBIC
pecypcsl, Meaua pecypcbl, MHTEepHeT-
pecypchl, MEPUOIUYCCKHE H3TaHUS 10
CHEIHATbHOCTH TUIs pelieHus
po¢eCCUOHAIBHBIX 3a]1a4

- JIEMOHCTpaIlisl OTBETCTBEHHOCTH 32
MIPUHSATHIE pEHIeHUs, 00OCHOBAaHHOCTH
camoaHaiIn3a u KOppeKIUs
Pe3yJIbTaTOB COOCTBEHHOMN pabOTHI;

- HWCIIOJIb30BaHHUE 3aKOHOJATEIbHBIX WU
HOPMATHUBHO-TIPABOBBIX ~ aKTOB  TIPH
TUTAHUPOBAHUH TIPEIITPHHUMATETHCKOM
NEeSTeNIbHOCTH B TMPO(ecCHOHATBHOM
cdepe;

- JIeMOHCTpalusi 3HaHWW B O0IacTH
(hMHAHCOBOI IPAMOTHOCTH;

- KOHCTPYKTHUBHOCTb B3aUMOJICHCTBUS

C O6yanOHlHMHCﬂ, npenoaaBaTeJIsIMu

- OKCIICPTHOC Ha6J'IIOI[CHI/Ie
BBITTOJTHCHU S
MPAKTUYCCKUX 3a,I[aHPII>i,

- OIEHKAa IO WTOraM
YCTHOTO orpoca
CTYICHTOB,

- HaOJIOZEHHE IO UTOram
TECTUPOBaHUS,
- OLEHKa B
IIPOBEICHUS
IIPOMEKYTOUHON
aTTecTaluu.

nporiecce
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OdopmIATE  KagpOBYIO
JOKYMEHTALHUIO;
OdopmisTs
PETEH3UOHHO-UCKOBYIO
JOKYMEHTAIHIO.

B XoJZie OOy4eHUs, PYKOBOAMTEISIMU
yueOHoM 51 IIPOU3BOACTBEHHOMN
IPAKTUK.

-co0uroieHne HOpM
npoecCHOHATLHOM ATUKY;

— TMOCTpOeHHE TPO(ecCHOHATBHOTO
OOIIEHUSI C  y4Y4ETOM  COIHAIIBLHO-

npodeccrnoHaIbHOTO cTaryca,
CUTyallMil  OOIIEHUs, OCOOCHHOCTEH
TPYIIIIBI 51 WHIMBUTYaJIbHBIX
ocobeHHoOCTEMH YYaCTHUKOB
KOMMYHHKAITUH;

- TPAaMOTHOCTh YCTHOMW M TUCbMEHHOMH
peuu;

- obdopmiieHHME  JIOKYMEHTOB B
cootBeTcTBUH ¢ ' OCToM;

- scHOCTh  (OpMYJIMpOBaHUS U
HU3JI0KSHHS MEICIICH;

- TPOSBICHHE TOJCPAHTHOCTH B
MpoIiecce OOIICHHS;

- COOJIOZICHWE HOPM TIOBEICHHUS BO
BpeMsl YUCOHBIX 3aHSTHIA;

- coOnrofeHue CTaH/1apTOB
AHTUKOPPYILIMOHHOTO TTOBEJICHHUS;
- COONI0aeT HOPMBI 3KOJOTUYECKOU

0e30IMacHOCTH;
— ompezaenser HaTpaBJICHUS
pecypcocOepekeHms B paMkax

npoeCCUOHATBHON JAEATENbHOCTH IO
CTEUATBHOCTH;

- 23(p¢deKTUBHOCTh  UCHOJB30BaHUS
CpeAcTB (PHU3MUECKOW KYyIBTYPHI ISt
COXPAaHEHHUS U YKPEIJICHUS 37J0POBbS B
nporecce npodeccuOHaTHLHON
JeSITebHOCTH u MOJIIEP>KAHUS
HEOOXOMMOTO YpOBHS  (pru3muecKoi
MOJITOTOBJICHHOCTH;

- 3h(}EeKTUBHOCTh HWCMOIB30BAHUS B
npogeccuoHaTbHON NEeSTeIbHOCTH
HEOOXOIMMOM JOKyMEHTAallMH, B TOM
YyClie HA HHOCTPAHHOM SI3bIKE
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