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

1.1. MecTO AUCHUIJIMHBI B CTPYKTYpPe OCHOBHOI 00pa30BaTe/ibHOI MPOrpaMMbl

VYyebnas aucnurinHa «JlOKyMEHTAIlMOHHOE OOeCIeueHUue YIpaBJiICHUS» SBISCTCS
obsi3aTenpHON YacThio OOmenpodeccCuoHaIbHOrO IMKJIAa 00pa30BaTEIbHON IPOTpaMMbI B
cootBeTcTBUU ¢ ©I'OC CIIO 1o cnenuaisHOCTH.

Ocoboe 3HaueHWEe JUCHHUIUIMHA HMeeT Npu (HOPMHUPOBAHUU M PaA3BUTHU OOIIMX
komnerennui OK 01, OK 02, OK 03, OK 04, OK 05, OK 09.

1.2. Heas 1 niIaHUpyeMble pPe3yJbTAaThl 0CBOEHUS JUCIUIJIMHBI:
B pamkax mporpaMMbl y4eOHOW TUCHUILUIMHBI OOYYAIOIIMMHUCS OCBAUBAIOTCS YMEHUS

Y 3HaHUs
Kon YMmenust 3HaHHuA

IIK, OK
OK 01, [IpumensaTs Ha npaktuke | TepMuHOIOTHIO B obnacTu
OK 02, roCyJ1apCTBEHHBIE CTaHJIapThl, | TOKYMEHTAlHOHHOTO oOecrieueHus
OK 03, JIpyrue HOPMATHUBHO-METOJUYECKHE | YIPABIICHUS,
OK 04, JIOKYMEHTBI,  pernameHtupyomue | HopmatusHbie JIOKYMEHTHI,
OK 05, OpraHU3aIUI0 JTOKYMEHTAlMOHHOTO | PETJIAMEHTHPYIOIINE  COCTAaBJICHHUE U
OK 09, obecrieueHus yrpaBlIeHUs; opopMiIeHHE JOKYMEHTAlMH U TMOPAI0K
K 1.2, CocTtaBisiTh u MPaBUJIBHO | €e 00paboTKH;
[1K 1.3, 0pOpMIISTH OCHOBHBIE Busl | [lpaBuna cocraBineHuss u odopmiieHus
I1K 3.1. OpraHU3alMOHHO- OpraHU3alMOHHO-PACIOPSAAUTEIbHBIX

pacrnopsiAUNTEIbHBIX IOKYMEHTOB;
OdopminsaTe MH(pOPMaIMOHHO-

CIIPaBOYHYIO JOKYMEHTALHIO;

OdopmnsaTe KaJIpOBYIO
JIOKYMEHTAILUIO;
OdopmitsaTe IIPETEH3UOHHO-

HCKOBYIO NJOKYMCHTAIHIO.

JIOKYMEHTOB,
YHUPUIMPOBAHHYIO
OpraHU3alMOHHO-PACIOPSAAUTEIbHBIX
JIOKYMEHTOB, YHUGUIUPOBAHHYIO
CUCTEMY [IEPBUYHON Y4ETHOU
JOKYMEHTAllud B 4YacTH IOKYMEHTallUH
10 y4YeTy Tpyaa;
Ilopsgoxk  mpoBeneHus

BXOJISIIINX B
CUCTEMY

9KCHEPTU3BI
[IEHHOCTH JIOKYMEHTOB H IOJTOTOBKH
JIeIT K apXHBHOMY XPaHEHHIO.

TexHomoruro OpraHu3auu
JIOKYMEHTOO0OpOTa B  OpraHU3AIHUIX

(YupexneHusx).




2. CTPYKTYPA Y COJAEP)KAHUE YUYEBHOM JUCIUILINHBI
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 20
MPaKTUYECKHUE 3aHATUS 22
Camocmosmenvnas paboma -
IIpoMeskyTOUHast aTTeCTALUSI — UTOTOBAsl OLIEHKA




2.2. TeMaTH4yeCKMil IJIAH U COAEPKAHME YUeOHOM JUCHMIIIIHHBI

O0beM, akaj.
g/
B TOM 4YHCJIE B

Koapl komneTeHIuid,

HaumenoBanmue Conep:kanue y4eOHOro Matepuasa u GopMbl OPraHu3amum (bopme ¢dopmupoBanuio
pa3aesioB U TeM AeSITeIbHOCTH 00y4aroIMXCH . | KOTOPBIX CIOCOOCTBYET
MPARTHACCKOR | ement NPOrpamMMbl
MOAr0OTOBKH,
akaji. 4
1 2 3 4

Paznea 1. OCHOBBI JOKYMEHTHUPOBAHUS YIIPABJIEHYECKOM JEATEJIBHOCTH 8/2
Tema 1.1 IlonsaTne o | Cogep:kanue yueOHOro MaTepuaJia 2 OK 01, OK 02, OK 05,
JOKYMEHTAallMOHHOM | OCHOBHBIE CBOWCTBA JOKYMEHTOB U MX (DYHKIIMU B CHUCTEME YIpPaBICHUS. OK 09
o0ecnmeyeHnNn [Tonstue nmoxkymenta. WHdopmammss u  gokymeHT. Knaccudukanus IIK 1.2, IIK 1.3, TIK 3.1.
ylpaBJ/ieHHusl, JIOKYMEHTOB: 10 BHJYy O(OpPMIIEHHUS; MO CcOAepk aHHIO; Mo (opme; MO
JAOKyMeHTe u IPOUCXOXKACHNUIO; MO cpeAcTBaM (UKcallMM; 1O CpOKaM XpaHEHUS. 5
cnocodax MarepuanbHble HOCUTEIN UH(POPMAaIIUH.
noxkymenrupoanusi | [lonarue noxymentupoBaHusi. OCHOBHBIE CHOCOOBI JIOKYMEHTHPOBAHHUS.

OCHOBHBIE COBPEMEHHBIE TEXHOJIOTMM, NPUMEHSEMBIE IIPH OpraHU3aALNN

paboThI ¢ JOKYMEHTaMH B OpraHu3alusaX (YUpekIeHHIX ).
Tema 1.2 Copepxanue yueOHOro MaTepuasa 2
HopMmatusHo- HopmaTtuBHO-IpaBOBBIE  aKThl,  PETYIHMPYIOIIHE  JOKYMEHTAlHOHHOE OK 01, OK 02, OK 05,
npasosas 0a3a oOecrnieueHre ynpasiieHUs. YHUUKALMSI U CTaHIAapTU3AIMS KaK OCHOBHBIE OK 09
AOKYMEHTAIHOHHOI'0 | HAlPABJICHUS COBEPILICHCTBOBAHMS JIOKYMEHTOB U JOKYMEHTAILMOHHOIO [IK 1.3,
odecneyeHus oOecrnieyeHus yrnpaBIeHUs. [IK 3.1.
ynpaBJieHUS [TepeueHb OCHOBHBIX TOCYAAPCTBEHHBIX CTAaHAAPTOB Ha YHU(DUIIMPOBAHHbIE 2

CUCTEMBl  JOKyMeHTanuu. OCHOBHBIE TIOJIOKEHUS TOCYIapCTBEHHOMU
CHUCTEMBl  JIOKyMEHTallUOHHOTO  oOecrmeueHus ynpasieHus. CocTas
YHU(DUIUPOBAHHBIX CUCTEM JIOKYMEHTALUHU: OpraHU3alMOHHO-

pacnopsiAuTeabHasi, OTYETHO-CTaTUCTHIECKasl, (PUHAHCOBAs U 1.




Tema 1.3 Cnoco0bI 1
NMpaBUJIa CO3AHUS
JTOKYMEHTOB

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 JOKyMeHTaluu. TpeboBaHus 2

kK odopmieHuto gokymeHToB. Dopmynsap-oopazerr OPJ[.  Ilpasuna

odopMIIeHUSs pEKBU3HUTOB, periaMmeHTupoBaHHbIX [[OCTom.

B ToM Yuc/ie NPaKTHYeCKUX 3aHATHI 2

[TpakTueckoe 3ansatue Nel. OdopmiieHne peKBU3UTOB Ha JOKYMEHTAX. 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 CIPAaBOYHO-MH(GOPMAIIMOHHBIX JIOKYMEHTOB OK 04, OK 05,
HMH(OPMAIIUOHHO- (cmy>keOHBIX MHCeM, CIIPABOK, 3asBIICHUH, aKTOB, TPOTOKOJIOB, TOKIAAHBIX U 5 IIK 1.2, I1IK 1.3, IIK 3.1.
CIIPABOYHOM OOBSCHUTEIBHBIX  3alHMCOK), TpeboBaHUS K  UX  O(OPMIICHUIO.
AOKYMEHTalluH 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,
Odopmitenne OcHOBHBIE TpYMNIbl OPraHU3ALMOHHO-PACTIOPSAUTEIBHBIX JIOKYMEHTOB. OK 04, OK 05, OK 09
OpPraHM3alOHHO- XapakTepucTUKa W COCTaB OpraHM3AaI[MOHHBIX JOKYMEHTOB (ycTaBa, MK 1.2, TIK 1.3, TIK 3.1.
PACHOPAIMTE]BLHOM | TTOJOXKEHUS,, WHCTPYKLUHH, AODKHOCTHOW WHCTPYKIMHU), TpeOOBaHUS K
AOKYMEHTaIluH oopmiieHHI0. XapaKTepUCTHKA U COCTaB PaCHOPSAUTEIbHBIX JOKYMEHTOB

(mocTaHOBNEHUS, TpUKa3a, pEHICHUS, PACIOPSDKCHUS,  yKa3aHus), 4

TpeGoBaHuUs K UX 0(POPMIICHHUIO.

[TonsiTHe TOJ/UIMHHWKA, KOMWHU, BBITUCKU, JyOnukata. Buabl komuit

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

[Tpaktuyeckoe 3anstue Ned4. OdopmiieHHe KaJpoBOi JOKYMEHTAIHH. 4
Tema 2.4 loroBopHo- | Coagep:kanue yueOHOTro MaTepuaJia 4/2 OK 01, OK 02, OK 03,
npasoBast [Tonsitue norosopa. OcHOBHBIE pa3aensl 1oroBopoB. [Topsaok ohopmineHus ) OK 04, OK 05, 11K 1.2,
JAOKYMEHTAaIMs TPYAOBOTO JOrOBOPA, JOTOBOPA OCTaBKH, I0TOBOPA KYILTU-TIPOJIAXH. MK 1.3, [IK 3.1.

B TOM uHcJIe IPAKTHYECKUX 3aHATHI 2

[Tpaktuyeckoe 3anstue NeS. OdopmiieHre JOrOBOPOB. 2
Tema 2.5 | Conep:xkanune y4eOHOro 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 cinyx0a, BBINONHSIOMIAS —PETEH3MOHHO- K 1.2, TIK 1.3, TIK 3.1.
JAOKYMEHTalus UCKOBYIO paboTy Ha npeanpuatuu. XypHan peructpaiuu npeTeH3ui. 2

[Topsimok  odopMiIeHHS HCKOBBIX 3asBICHUIl M TMpeJCTaBIeHHE HX B

ApOuTpaxHsblIii cyn.

B TOM 4Hc/Ie IPAKTHYECKUX 3aHATHH 4

[Tpaktueckoe 3anstue Ne6. OdopmieHue MNpeTeH3MOHHO-UCKOBON 4

JOKYMEHTAIUH.
Paznen 3 OPTAHU3AIIUA PABOTHI C JOKYMEHTAMMU B OPI'AHU3ALIUAX 8/2
(YYPEXKIEHUSX)
Tema 3.1 Copaepxxanue yqyeOHOIro MaTepuasa 2 OK 01, OK 02, OK 03,
Texnosorus VYropaBnenne u  JenonpousBoACTBO.  OpraHusaiMoHHbIE  (OPMBI OK 04, OK 09
OpraHu3amuu JIETTONTPOU3BO/ICTBA. Cryx0a JIOKYMEHTAallHOHHOTO o0ecrieyeHus IIK 1.2, IIK 1.3, TIK 3.1.
JAOKYMEHT0000pOTA B | YIpaBJICHUs, OCHOBHas 3aaa4a, (YHKIUH, THUIOBBIE CTPYKTYPHI, )

OpraHu3anusx
(yupe:xaeHusix)

JIOJDKHOCTHOM cocTaB. PermamenTarus padotsl ciyx0b1 JIOY. IIpumepHoe
MOJIOKEHHE O CIyk0e JOKYMEHTAIlMOHHOTO OOECIIEYEeHHUs YIPaBICHUS U
JOJKHOCTHBIE MHCTPYKLIUH.




Tema 3.2 Copaepxxanue yueOHOIro MaTepuasa 4/2 OK 01, OK 02, OK 03,
OcobGennoctu [TonsaTus mpeanoxeHus, 3asBiICHUS U >kanoObl. [Ipumem u perucrpanus OK 04, OK 05, OK 09
JeJIONPOU3BOACTBA nuceM rpaxzaad. PaccMorpenue u paspenieHue nuceM, CpoK pacCMOTPEHHS. IIK 1.2, IIK 1.3, TIK 3.1.
10 o0paleHusAM AHanu3 nuceM rpaxkaaH.
rpakaaH u Kondunennuansnoe nenonpousBoAcTBO. I'pud orpaHuyeHus noctyna K 2
KOH(HUACHIHATBHOIO | TOKYMEHTY. ABTOMATU3UPOBAHHBIE CHCTEMbl pPabOThl C JTOKYMEHTAMH.
J1eJ10NPOU3BOACTBA 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,
Cucremaruzanus IMousTue JIOKYMEHTO000pOoTA. Oo61ue NPUHITATIBI OopraHu3zanuu OK 04, OK 09
AOKYMEHTOB, JIOKyMEHTO00O0pOTa, €ro OCHOBHBIE JTAallbl: IPUEM U MEpPBUYHAS 00paboTKa K 1.2, IIK 1.3, I1IK 3.1.
(popMupoBaHHEe UX B | TOKYMEHTOB; paclpe/esIeHne IOCTYINUBLIINX JOKYMEHTOB; PpErucTpanus
JeJia M nepeiaya B JOKYMEHTOB U IpEABAPUTEIBHOE HUX PACCMOTPEHHUE; PacCMOTPEHHE
apXUB OPraHM3aldM | JOKYMEHTOB PYKOBOJCTBOM OpraHU3alUU (YUpeK/IE€HHUs) U HANpaBICHUE UX 1

Ha HCIIOJIHEHUE; WUCIIOJIHEHWE U KOHTPOJIb 3a HCIOJHEHUEM JOKYMEHTOB;

TEKYILlEe XPaHEHUE TOKYMEHTOB.

Howmenknarypa nen. O6paboTka e A MOCIeAYIOUIET0 XpaHeHHUsI.

DKcrepTr3a HEHHOCTH JOKYMEHTOB, 0(pOpMIICHHE €T, COCTAaBICHUE

onucel. Cnaya 1en B apXuB.
[TpomexyTouHas aTTecTalus — UTOrOBast OI[EHKa
Bcero: 42




3. YCJIOBHUA PEAJIN3AIIMU YYEBHOM JUCIUILIMHBI

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

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

3.2. UnopmanmonHoe odecneyeHne peaau3anun NporpamMmmbl

Jins peanuszanuu mporpamMmbl OMOIHOTEYHBIH (OHA 00pa30oBaTENFHONW OpraHU3aINN
JIOJDKEH MMETh MeYaTHbIe W/UIIH AJIEKTPOHHBIE 00pa3oBaTebHble U HH(OPMAIIMOHHBIE PECYPCHI
JUIS ICTIOJIb30BaHus B 0Opa3oBaresnbHOM npouecce. [Ipu popmupoBanun 6ubimorednoro ¢ponga
00pa3oBaTeNIbHON OpraHu3alell BBIOMPAeTCsl HE MEHEEe OIHOTO M3JaHUs U3 IEePEUMCICHHBIX
HHNXKE IIC€YATHBIX I/IBIIaHI/Iﬁ nu (I/IJII/I) SJICKTPOHHBIX I/I3l[aHI/II\/JI B Ka4C€CTBC OCHOBHOIO, IIpHU 3TOM
CITHCOK MOYET OBITh JIOTIOJTHEH JAPYTUMH U3JaHUSMH.

3.2.1. OcHOBHBIE T€YATHDBIE H3TAHUS

1. 1. Ky3neuo, MW.H. JlokymeHTannoHHOEe oOOecreueHne  YyIpaBICHHUS.
JIOKyMEHTOOOOpOT W  JICTIONPOM3BOJICTBO : YYCOHWK W  TPAKTHKYM JUISS  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. bacakoB, M. U., JlokyMeHTallMOHHOE OOecTeueHne YIpaBieHus (C OCHOBaMU
apxuBOBeJeHH) : yueOHoe nocodue / M. U. bacakoB. — Mocksa : KnoPyc, 2023. — 216 ¢. —
ISBN 978-5-406-11367-7. — URL.: https://book.ru/book/948724.

3.2.2. OcHOBHbIE 3JIEKTPOHHbIE U3IAHUS

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

2. Kopuees, U. K. JlokyMeHTalMOHHOE OOECeUeHUE YINpPaBICHUS : yYEOHUK U
MPAaKTUKYM JUIsl cpeaHero npodeccuoHanbHoro 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  matgopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/523611.

3. Kys3Heros, U. H. JIOKyMEHTaI[MOHHOE obecrieueHue yIIpaBIICHUSI.
JIOKyMEHTOOOOPOT W JIEJIONPOM3BOJCTBO : YYEOHMK W  MPAKTHKYM JUISL  CPEIHETro
npodeccuonansHoro oobpaszosanus / M. H. Ky3nenos. — 4-e u3z., nepepab. u gomn. — Mocksa :
WznatenberBo FOpaiit, 2023. — 545 ¢. — (IIpodeccronanbaoe oopazoBanue). — ISBN 978-5-
534-16004-8. — Tekct : anekTpoHHEI / O6pa3oBarensHas iardgopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/523613.

4, KysnemnoBa, . B. JlokymeHTanmonHoe oOecredeHue yrpaBlieHUs : y4eOHOe
nocobue s CIIO / W. B. Kysnemoma, I'. A. Xawarpsa. — 2-e u3ng. — CaparoB :



[TpodobpazoBanne, Aii [Tu Op Memma, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-
4488-0216-4. — TekcT : 3IEKTPOHHBINA // DIEKTPOHHBIN pecypc upoBoil 00pazoBaTeIbLHON
cpeabt CITO PROFo6pa3osanue : [caiit]. — URL: https://profspo.ru/books/80326

S. lyBanosa, H. H. JlokymeHTannoHnHoe o0ecrieyeHre YIpaBiIeHUs : yYeOHUK s
cpenuero npodeccuonansHoro oopasosanus / H. H. IllyBanosa. — 3-e uz., mepepad. u qom. —
Mocksa : UznarensctBo Opaiit, 2025. — 234 ¢. — (IIpodeccuonansuoe obpazoBaHue). —

ISBN 978-5-534-20349-3. — Texkcr : snexktponHslid // Obpa3oBarenbHas miaTdopma HOpaiit
[caitr]. — URL.: https://urait.ru/bcode/561049.

3.2.3. JlonoJTHUTEIbHbIe HCTOYHUKHI
1. AnpOOM MEpPBHYHBIX JOKyMeHTOB: OiekrtpoHHas kuura (1 CD).- M.. U]]
«PaBHOBecue».- (Cepus JlenoBbie TOKYMEHTBI», BhIIL. 0).

2. PooxakoB A.Il. OOpasupbl JOKYMEHTOB AJis TpakJaH: OJeKTpoHHas kHura (1
CD).- M.: U]1 «PaBHOBecHE.

3. CnpaBouHo-nipaBoBas cuctema «l['apanTy.

4. CnpaBouno-npaBoBas cucrema «Koncynbrantllmocy.

5. I'OCT P 7.0.97-2016. Hamumonaneublii ctanmapt Poccuiickont ®enepanuu.
Cucrema crapmgapToB 10 wHPOpMauH, OWOJIMOTEYHOMY W  HM3AATEIBCKOMY  JIEIy.
Oprann3alliOHHO-PACTIOPSIANTENIbHASL  JTOKyMEHTAITHSI. TpebGoBanus K odopmIIeHHUIO
JIOKYMEHTOB.
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUSA

YYEBHOM JUCLUAILIUHBI

Pe3ysbTaThl 00y4eHHs |

Kputepun onenkn

MeToabl OIEHKH

HepequL 3HaHPII>i, OCBaMBACMBIX B paMKaxX JUCHUITIIMHBI

Tepmunonorus B
obnactu
JTOKYMEHTAllMOHHOT'O
o0ecrnieueHus
yIIpaBICHUS;
HopmatusHbie
JIOKYMEHTHI,
perJaMeHTUpYIoIIre
COCTaBIICHUE u
odopmiieHre
JIOKYMEHTAIu! u
MOPSITIOK €€ 00paboTKH;
[IpaBuna cocraBieHus: U
odopmIteHUs
OpraHu3aIMOHHO-
pacmnopsiANTEIbHBIX
JIOKYMEHTOB, BXOJSIINX
B YHUPUIUPOBAHHYIO
cUCTEMY
OpraHu3alMOHHO-
pacropsIuTeTbHBIX
JIOKYMEHTOB,
YHUPUIIMPOBAHHYIO
CUCTEMY IEPBUYHOU
YUETHOW JOKYyMEHTaIluu
B YacTU JOKYMEHTAI[U’

10 Y4EeTy TPY[a;
Ilopsanox  mpoBeaeHuUs
AKCIEPTU3bl  IIEHHOCTH
JIOKYMEHTOB "
MNOATOTOBKA  JIeT K
apXMBHOMY XpaHEHHUIO.
TexHomorus
OpraHu3aluu
JOKyMEHTOOOOpoTa B
OpraHu3aLUsIX
(Y4pexIeHusx).

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

- UCIIOJIb30BaHNE Pa3IMYHBIX
HCTOYHUKOB, BKJIKHOYad 3JICKTPOHHBLIC
pecypcsl, Menua pecypcebl, UHTepHeT-
pecypchl, MEPUOTUYSCKHE HU3JaHUS M0
CIICIMAIBHOCTH TSt perieHus
npoeCCHOHATFHBIX 3319

- ACMOHCTpanusa OTBCTCTBCHHOCTHU 3a
NPUHSATBIC PEIICHUs, 00O0CHOBAHHOCTH
caMoaHaIn3a u KOPPEKLHUs
pe3yIbTaTOB COOCTBEHHOM PabOTBhI;

- HCHOJIb30BaHHE 3aKOHOIATENBHBIX U
HOPMaTHUBHO-IIPABOBBIX npu

IIAaHUPOBAHUU HpeﬂHpHHHMaTeHLCKOﬁ

AdKTOB

NESATEIbHOCTH B IPO(ecCHOHATIBLHOU

cdepe;

- JIEMOHCTpaius 3HaHUH B 001acTH

(brHaHCOBOW I'PaMOTHOCTH;

- KOHCTPYKTHBHOCTH B3aMMOJICHUCTBUS
¢ 0o0ydarIuMucs, MpernojaBaTesiMu
B X0/i¢ OO0y4eHHUs, PYKOBOJUTEISIMU
yueOHOI U POM3BOJICTBEHHOM

IMPAKTHUK.

-coOroieHne HOPM
npodeccHoHaNbHON STUKY;

— TIOCTpOeHHE MPOo(dhecCHOHAIBHOTO
OOIIEHUS C  y4eTOM  COIHAJbHO-
poheCCHOHATHFHOTO craryca,
CUTyallud OOILIeHHs, OCOOCHHOCTEH
TPYIIITBI u WHIMBUIYATbHBIX
ocoOeHHoCTeH YYaCTHUKOB
KOMMYHUKAITHH,

- TPaMOTHOCTh YCTHOM W NHCbMEHHOU
peuw;

- odopmieHHE  JIOKYMEHTOB B
cootBeTcTBUH ¢ 'OCToM;

- scHOCTh  (OpPMYJIHPOBAHHUA U

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

- OLEHKa IO HTOram
YCTHOTO orpoca
CTY/ICHTOB,

- HaOJIOIEHUE [0 HMTOraM
TECTUPOBAHUS,
- OLEHKa B
IIPOBEICHUS
IIPOMEKYTOYHON
aTTECTallH.

nporecce
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HU3JI0KEHMS MBICTICH;

- TpOSIBJICHHE  TOJEPAHTHOCTH 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 TI0
CTCIUATBHOCTH;

- 3¢¢deKTUBHOCTh  HCIOJIb30BAHUS
cpeAcTB (PHU3UYECKOW KYJIBTYPBI IS
COXPAaHCHHUS U YKPEIUICHUS 37J0POBBS B
nporecce npoeCCUOHATHLHON
NEeSATSIHOCTH " Ol PIKAHUS
HEO0OXOIMMOTO  YPOBHSI  (pU3UYECKOM
MTOATOTOBJICHHOCTH;

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

HepequL yMeHHﬁ, OCBAMBACMBIX B paMKaX OTUCIHUIIJIMHBI

[IpumenaTH Ha
NPaKTHUKE
rOCyJapCTBEHHBIE
CTaHJapTHl, apyrue
HOPMAaTHUBHO-
METOANYECKHE
JIOKYMEHTHI,
periIaMeHTHPYIOIINE
OpraHu3aINIo
JOKYMEHTAI[HOHHOTO
obecrnieueHus
yIpaBJICHUS;
CocraBnAaTth u
NpaBUIBHO O(GOPMIISATH
OCHOBHBIE BU/IBI
OpraHu3aIOHHO-
pacropsaAnTeTbHBIX
JIOKYMEHTOB;
OdopmnsaTs
UH(POPMAaIMOHHO-
CIPaBOYHYIO
JIOKYMEHTAIUIO;

- ohopmiIeHHE TOKYMEHTOB M PEIICHUE
HpaKTI/IquKI/IX CI/ITyaIH/Iﬁ C
HOpMaTI/IBHI)IM HpaBOBI)IM
000CHOBaAHHUEM;

- HCIIOJIb30BaHHUE Pa3TUYHBIX
WMCTOYHUKOB, BKIIOYasl OJIEKTPOHHBIC
pecypcel, Meaua pecypcwl, MHTEpHET-
pecypchl, MEepHOIUYECKHe H3JaHHs MO
CITEIIMATbHOCTH JUIST pelieHus
npodeccnoHaNbHBIX 3a7a4

- JIEMOHCTpAIlMsl OTBETCTBEHHOCTH 3a
MIPUHSATHIE pEIIeHUs, 0O0OCHOBAHHOCTH
caMoOaHaln3a u KOppEeKIUs
Pe3yJIbTaTOB COOCTBEHHOH pabOTHI;

- HCIIOIL30BaHUE 3aKOHOJATEIBHBIX U
HOPMATHUBHO-TIPABOBBIX ~ aKTOB  TIPH
TUTAHUPOBAHUM TIPEIITPHHUMATETHCKOM
NEeSTeNbHOCTH B TPO(ecCHOHATBHOM
cdepe;

- JEMOHCTpalus 3HaHWA B 00JIaCTH
(hMHAHCOBOW TPaMOTHOCTH;

- KOHCTPYKTHUBHOCTH B3aWMOJICHCTBUS

C O6yanOHlHMHCﬂ, npenoaaBaTeJIsIMUu

- OKCIICPTHOC Ha6J'IIO,I[eHI/Ie
BBITIOJIHCHU A
MPAKTUYCCKUX 3aI[aHHI>i,

- OIEHKAa IO WTOraM
YCTHOTO orpoca
CTY/ICHTOB,

- HaOJNIOJEHUE II0 HMTOraM
TECTUPOBAHUS,
- OIGHKa B
MPOBEACHUS
IIPOMEKYTOYHON
aTTeCTaIluH.

nporecce
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OdopmIATE  KagpOBYIO
JOKYMEHTAIHUIO;
OdopmisTs
PETEH3UOHHO-UCKOBYIO
JOKYMEHTAIHIO.

B XoJZie OOydYeHUs, PyKOBOAMTEISIMHU
yueOHOI U IIPOU3BOJCTBEHHOM
NPaKTHUK.

-co0uroieHne HOpM
npoecCHOHATLHOM ATUKY;

— TMOCTpoeHHe MpOo(ecCHOHATHLHOTO
OOIIEHUS C  y4eTOM  COIHAIBHO-

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

- TPaMOTHOCTb YCTHOW M MUCBMEHHOU
peuu;

- odopmiieHHME  JIOKYMEHTOB B
cootBercTBUH ¢ I'OCToM;

- scHOCTh  (OpMYJIMpOBaHUS U
HU3JI0KCHHS MBICIICH;

- NpOSIBJIEHHE  TOJEPAHTHOCTU B
rpolecce O0IIeHuUs;

- coOMIoiecHHe HOPM TIOBENEHHUS BO
BpeMs y4EOHBIX 3aHITHI;

- coOnrofieHe CTaH/1apTOB
AHTUKOPPYIIIMOHHOTO TTOBEJICHUS;

- coOJIIOJTaeT HOPMBI 3KOJIOTHYECKOMN

0e30IMacHOCTH;
- orpeenser HarpaBJICHUS
pecypcocOepexeHus B pamMKax

popeCCUOHAIBHONU JIEATEILHOCTH 10
CHEIHAbHOCTH;

- 3(}QexTUBHOCTh  HCIOIB30BAHUS
cpencTB (pu3M4eckord KyabTyphl s
COXpaHEHHS U YKPEIUICHHUS 370POBbS B
poruecce npodeccuoHaIbHON
JeSITeTbHOCTH " TTOJI/ICPIKAHUS
HE0O0XOAUMOro ypoBHs  (puznueckon
MOJITOTOBJICHHOCTH;

- 9(h(}eKTUBHOCTh UCMONB30BaHUS B
npodecCuoHATBHON NeATeTbHOCTH
HEOO0XOAUMOW JTOKYMEHTAllUH, B TOM
qrcJie HA HHOCTPAHHOM SI3BIKE
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