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1IMTACIIOPT PABOYEM ITPOIr'PAMMBI YUEBHOM JTUCIUITIUHBI
JJoxkymMeHTalIMOHHOE o0ecnevyeHre ypaBJjieHusl
1.1 Ob6aacts npuMeHeHUs1 padoyeil MporpaMmel
Pabouass mporpamMma y4eOHOIl AMCHUILIMHBI SBIISETCS YacTbO IMPOTPaMMbI IMOATOTOBKH
CIEIHUAIMCTOB cpeaHero 3BeHa B coorBercTBUM ¢ @DI'OC mo cnemmansHoctu 40.02.04

IOpucnpynenuust
1.1 Mecrto yueonoii aucuunauebl B crpykrype IIICC3: OOGmenpodeccnoHanbHbIi

UK
1.3 Hean W 3agauyM JUCHUIUIMHBI — TPe0OBaHHUS K Ppe3yJbTaTaM OCBOCHUSA
AUCIHHUIIMHBI:

Ocoboe 3HaueHMe qUCUUIUIMHA UMeeT npH popmupoBanuu u pazsutuun OK 01, OK 09,

1.2. He.]'lb H INIAHUPYEMBIC PE3yJabTaThbl OCBOCHUA JUCIHUIIIMHBI:
B paMKax IporpaMmbl y‘le6H0ﬁ JAUCHHUITIIMHBI O6y‘IaIOH_II/IMI/IC$I OCBAUBAKOTCA YMCHMUSA
" 3HaHUA

VYMmenus

3Hauusd

NPUMEHSTH Ha PAKTUKE
rOCyJapCTBEHHBIE CTAaHAAPTHI,
Jpyrue HOPMaTHBHO-METOINYECKHUE
JOKYMEHTBI, pETJIAMEHTUPYIOIINE
OpraHHU3aLHIo TOKYMEHTAllMOHHOTO
o0OecrnievyeHus ynpaBIeHUs;

TCPMHUHOJIOTUIO B obnacTu
AOKYMCHTAIIMOHHOT' O o0ecIieueHus
YIIpaBJICHUA,

COCTAaBJIATH U IPABUJIbHO O(I)OpMJ'ISITL
OCHOBHBIC BU/Ibl OpTaHHU3allMOHHO-
pacnopsAauTCIbHBIX JOKYMCHTOB,

HOPMAaTUBHBIE TOKYMEHTHI,
periIaMeHTHPYIOIINE COCTABICHUE U
odopmIleHHEe JOKYMEHTAIMH U TTOPSIOK ee
00paboTKu;

oopMIATH HH(POPMALIMOHHO-
CTIPaBOYHYIO JOKYMEHTAIHIO;

MIpaBUJIa COCTABJICHUS U 0(OPMIICHUS
OpraHU3alMOHHO-PACTIOPAAUTENBHBIX
JOKYMEHTOB, BXOJAIINX B YHU(PUIUPOBAHHYIO
CUCTEMY OPTaHU3aLHOHHO-PACIIOPSANTEIIBHBIX
JIOKYMEHTOB, Y HUGHUIIMPOBAHHYIO CUCTEMY
IIEPBUYHOMN YYETHOM TOKYMEHTAllUH B YaCTH
JOKYMEHTAIUU 110 YYETY TPYIa;

0(QOpMIISITH KaJIpOBYIO
JIOKYMEHTALUIO;

MOPSAJIOK TIPOBEACHUSI SKCTIEPTU3bI LIEHHOCTH
JOKYMEHTOB U IOATOTOBKH JIEN K ApXUBHOMY
XpaHEHHUIO.

0(OPMIISITh IPETECH3NOHHO-UCKOBYIO
JIOKYMEHTAIHIO.

TEXHOJIOTHIO OpraHU3allu JOKyMEHT0000poTa
B OpraHu3anusax (yuUpexJIeHusx).

Opuct nomkeH 061anaTh OOIMMH KOMIETEHIMSIMHU, BKIIOUAIOIIMMHU B CE0s1 CTIOCOOHOCTD:

OK'1 BsiOupare cnocobbl  pemeHuss 3agad  Opo(EecCHOHATBHOW  JIESTENbHOCTH
IIPUMEHHUTEIBHO K Pa3IMYHBIM KOHTEKCTaM;

OK 02. Hcnosp30oBaTh COBPEMEHHBIE CpEACTBA IIOMCKA, aHAIM3a W HWHTEPIPETALNA
uHpopMaud U HMH(OPMAIIMOHHBIE TEXHOJIOTUH Ul BBINOJHEHHS 3a/1ad NpodecCHOHATBHON
JeSITEIbHOCTH;



OK 3 IlnanupoBaTh M peaM30BBIBATH COOCTBEHHOE MPO(ECCHOHATBHOE M JIMYHOCTHOE
pasBUTHE, NPEANPUHUMATENBCKYIO ACATEIbHOCTh B INpodeccHoHanbHOM cdepe, HCIoIb30BaTh
3HaHUA M0 (PUHAHCOBOM rPaMOTHOCTHU B Pa3JIMYHBIX )KU3HEHHBIX CUTYaIUSX;

OK 4 DddexTuBHO B3aUMOICHCTBOBATh U Pa0OTaTh B KOJJICKTHUBE U KOMAH/IE;

OK 5 OcymiecTBasTh YCTHYIO U MUCBMEHHYI0 KOMMYHHUKAIIMIO HA TOCYAapCTBEHHOM SI3bIKE
Poccuiickoit @denepanuu ¢ yueToM 0COOEHHOCTENW COLIMAIBHOTO U KYJIbTYPHOI'O KOHTEKCTA;

OK 6 IIposiBiaTh TpakJaHCKO-MATPUOTUYECKYIO MO3UIUIO, IEMOHCTPUPOBATH OCO3HAHHOE
MIOBEJICHHE HAa OCHOBE TPAJAMIIMOHHBIX OOIIEUENIOBEUYECKUX IEHHOCTEH, B TOM YHUCIE C y4ETOM
rapMOHM3AlUU MEXKHAIIMOHAIBHBIX M MEXPEIUTHO3HbIX OTHOLIEHUH, MPUMEHSTh CTaHAapPThI
AHTUKOPPYILIUOHHOIO IOBE/ICHUS;

OK 09 Ilonw3oBarbest mpodeccCHOHATBLHON JOKYMEHTAIlMEH Ha TOCYIapCTBEHHOM H
MHOCTPAHHOM $I3bIKaX.



2 CTPYKTYPA U COJEP)KAHUE YUYEBHOM JJUCIATLIIMHBI

Bup yueOHoii padoThbl O0bem yacoB
MakcumanbHas yyeOHass Harpy3ka (Bcero) 40
O0si3aTe/IbHASI Ay TUTOPHAN YUeOHAsT HArpy3Ka (Bcero) 40

B TOM YHCJIC:

JabopaTopHbIC PAOOTHI -

IIPAKTUYECKUE 3aHITHS 20

KOHTpOJIbHAs paboTa -

KypCOBOM MPOEKT -

CaMocTosiTe/IbHasi pa6oTa 00y4awmerocsi (He NpexycMOTPEHO) -

[Tpomexyrounas atrectanus: B popme nuddepeHImpoBaHHOro 3auera




2.1 TemaTnuyeckuii MJIaH M coJiep:KaHue YUeOHOM TMCHMIUIHHBI JIOKYyMeHTalMOHHOE o0ecnieyeHue YpaBjaeHusl

Kosn4yecTBo OcBauB
. 4yacosB aemMble | YpoBe
Ne HaumeHoBaHue 3aHATHI, JIJa0OpATOPHBIE U = TpeOoBaHue K pe3yJbTaTaM 0CBOEHHS SeMeH HE
3aHAT NMPAKTUYCCKUEC 3aHATUHA, CAMOCTOATEIbHAA paﬁoTa E E = ’E ? JUCHHUIIJIMHBI TBI 0CBOE
us 00yuaroImxcs S 5 £ E 3 N
a : 2 = L§ IZ(I){MHeuT HUA
5 Mt
1 2 3 4 5 6 7
Pa3nes 1. OcHOBBI JOKYMEHTHPOBAHHUSA YIIPABJICHYECKOI g 2mp
OECATECJIBbHOCTHU
1 Tema 1.1 [lonaTne o JOKyMEHTAIIMOHHOM OOECIEYECHUU 2 3HaTh: OCHOBHBIE CBOMCTBa JOKYMEHTOB U MX (yHkuuu | OKO01,
yIIpaBJICHUS, TOKYMEHTE U CIIOCO0axX JIOKyMEHTHPOBAHUS B cucreme  ympapienms.  Ilomsmne  noxymenra. | 02, 03,
Nudpopmanns u JIOKYMEHT. Knaccuduranus | 04,05,06,0
JIOKYMEHTOB: 110 BU/Y O(QOPMIICHHS; IO COACPIKAHUIO; 110 9
dbopMe; 0 MPOUCXOKICHHIO; TI0 CPEICTBaM (UKCAIIHH; 2
MO0 CpoKaM XpaHeHWs. MarepuaibHble HOCUTEIH
nadopmanuu.Ilonstue nokymeHTHpoBaHUs. OCHOBHBIE
CrocoObl MOKyMeHTHpoBaHkst. OCHOBHBIE COBPEMEHHBIE
TEXHOJIOTHH, TIPUMEHSIEMBIE TIPH OPTraHU3aIMy paboTHI C
JIOKYMEHTaMH B OpraHu3aiusx (yIpexIecHusx).
2 TeMma 1.2 HOpMaTI/IBHO-HpaBOBaﬂ 6asa 2 3narb: HopmartuBHO-npaBoBble akThl, perynupytomue | OK 01,
JOKYMCHTAHUOHHOI'O oOecrieueHus yIpaBIICHUS JOKYMEHTALHOHHOE obecrieuenue ynpasienus. | 02, 03,
Vaudukanms w craHgaptuzanms kak  ocHoBHbIe | 04,05,06,0
HAMpaBJICHUs]  COBEPIICHCTBOBAHUS  JOKYMEHTOB u | 9
JIOKYMEHTAI[HOHHOT'O 00ECTIeYCHUSI YIIPABIICHUSL.
[epeueHb OCHOBHBIX TOCYJAPCTBEHHBIX CTAHIAPTOB Ha 2
YHAPHUIMPOBAHHBIE CHCTEMBI JTOKyMeHTaul. OCHOBHbIE
MOJIOKEHUS rOCyIapCTBEHHON CUCTEMBI
JIOKYMEHTAIMOHHOTO obecreueHus ymnpasienus. Coctas
YHUPHUIIMPOBAHHBIX CHCTEM JOKYMEHTAIMH:
OpraHU3aIHOHHO-PACTIOPSIIUTEIbHAS, OTYETHO-
CTaTHUCTHYECKAs, (UHAHCOBAS M JIP.
3 Tema 1.3 CriocoOsI 1 TTpaBMIIa CO3AaHUS JOKYMEHTOB 2 3uare: Xapakrepucruka, coctas u coxepxanne 'OCTa | OK 01,
Ha cucTeMy opraHu3aloHHO-pacnopsauresnsHoit | 02, 03,
JIOKyMEHTaLUH. YHudunupoBaHHas cuctema | 04,05,06,0
OpraHU3alHOHHO-PACIIOPSAAUTEILHOW  JIOKyMeHTanuu. | 9 2
TpeboBanust Kk 0QOPMIICHHIO JOKYMEHTOB. DopmyIisp-
obpazerr OPJl. IlpaBmna odopmileHHS pEKBH3HUTOB,
permamenTupoBaHHBIX [OCTom.
4 [TpakTuaeckoe 3ansatue Nel. OdopmieHrne peKBU3UTOB Ha 2 2np VYMeTb:IPUMEHATh  HAa  MPAKTHKE TOCYJAapCTBEHHBIC 2




JOKYMEHTAX. CTaHIapTHl, Ipyrue HOPMAaTHBHO-METOINYECKUE
JOKYMEHTBI, PperiaMeHTHPYIOLIHNE OpraHU3aIHUIo
JIOKYMEHTAIIMOHHOTO 00CCIICUeHNS! YIIPABICHUS;
Paznen 2. Oprasumsanusi CcHCTeMbl JOKYMEHTAIMOHHOTO 24 14np
obecreyeHus
5 Tewma 2.1 Odopmierne nHGOPMAITMOHHO-CITPABOYHON 2 3Harb:-  XapakTepucThka M cocraB  cmpasoyHo- | OK 01,
JOKYMCHTALHH WHPOPMAIMOHHBIX JOKYMEHTOB (ciayxeOHBbIX mmcem, | 02, 03,
CIPaBOK, 3asBJICHUH, aKTOB, NMPOTOKOJOB, HokiagHex u | 04,05,06,0
OOBSCHUTENIFHBIX ~ 3aliCOK), TpeboBamma K ux | 9
opopmiteHnio.  JIOKyMEHTHPOBaHHE  JIESATEIBHOCTH
KOJUICTHAILHBIX OPTaHOB.
6,7 | IlpakTryeckoe 3ausitue Ne2. OdopmireHne 2 4mp Ymers:0dpopmiaTs HH(pOpMaLOHHO-crpaBounyto | OK 01,
UH()OPMAIIMOHHO-CIPABOYHON JTOKYMCHTAIIHH. 2 AOKYMCHTALIMIO; 02, 03,
04,05,06,0
9
8 Tema 2.2 O(bopMneHHe OpraHu3alMOHHO- 2 3HaTh: OcHoBHBIE TPYIIIBI opranuzainuonno- | OK 01,
PACIIOPSIUTEIIBHON JOKYMCHTALHH pacnopsiITeNIbHBIX  AOKyMeHTOB. Xapakrepuctuka u | 02, 03,
COCTaB  OpPraHM3allMOHHBIX  JOKyMeHTOB  (ycrama, | 04,05,06,0
MOJIOKCHHUS, MHCTPYKIMH, JOJDKHOCTHOM WHCTpPYyKIwmu), | 9
TpeGOBaHUS K OPOPMIICHUIO. XapaKTepPUCTHKA W COCTaB
pacCTIOpSMUTENBHEIX ~ JTOKYMEHTOB  (TIOCTAHOBJICHHS,
NpHKa3a,  pENICHHs,  PACIOpPSUKEHUS,  YKa3aHus),
TpeOOBaHUS K X 0(OPMIICHHIO.
[MoHsTHE TOJJMHHUKA, KOIMH, BBITIUCKH, JyOJIHKaTa.
Bumel Kommit JOKYMEHTOB, OCOOEHHOCTH 3aBEpPEHHS
KOIIMA U BBINHUCOK HOTapUAJIbHBIMHU KOHTOpaMu U
JOJDKHOCTHBIMU JIMITAMHU OpFaHH3aHHﬁ.
9,10 [TpakTrueckoe 3ausTue No3. O(bOpMJIeHI/IC 2 2mp YMeTh:cOCTaBIATh U MpaBWIbHO O0dopmitsaTs ocHoBHBIE | OK 01,
OpFaHI/I3aHHOHHO-paCHOpHI[HTeHBHOﬁ JIOKYMEHTALIHH. 2 BUIBIOPTaHU3AI[MOHHO-PACTIOPSIUTEIbHBIX JoKyMenToB; | 02, 03,
04,05,06,0
9
11 Tema 2.3 OdopmieHue KaapoBoil JOKyMEHTAIIUU 2 3uaTh: 3asBIeHMs M HPHKA3hl [0 JIMYHOMY cocTaBy. | OK 01,
Jlrgnas xaptouka Gopmer T-2 1 TH4HBIE ena 02, 03,
04,05,06,0
9
12 | Ilpaktuueckoe 3ansatue Ned. OpopmiieHre KaapoBOi 2 2np YMeTb:0OpMIIATE KaJpOBYIO JOKYMEHTALIHIO; 002K (())?}
JOKYMCHTAaIUH. 04.05.06,0
9
13 Tema 2.4 JloroBopHO-TIpaBOBasi TOKYMEHTAIIHS. 2 3uate: Ilomarme gorosopa. OcHoBHble pasgensl | OK 01,02,
TIpeTeH3NOHHO-HCKOBas! JOKyMEHTALIHS nmoroBopoB. ITopsimok odopmienus TpymoBoro morosopa, | 03,04,05,0
JIOTOBOpa  MOCTaBKM, JOroBopa  Kymmd-npomaxu. | 6,09




OCHOBHBIE ~ PEKBM3UTBl M  TOPSAAOK  OQOpMIICHHS
NpeTeH3ui, OTBETOB Ha mpereH3uto. IOpuanueckas
ciry>k0a, BBITIOJHSIONMIAS MIPETEH3NOHHO-UCKOBYIO padoTy
Ha npeanpuatuu. JKypHasl perucTpaluuy NpeTeH3uM.

Iopsimox  odopMiIeHHS  WCKOBBIX  3asfBICHHH |
MIpeJICTaBICHNE X B ApOUTPaXXHEIH Cy/I.
14 [TpakTiaeckoe 3austue No5. OdopmiieHrne J0roBOpoB. 2 2np VYMeTh:IPUMEHATE  HA  NpakTHKe —rocyaapcrsenssie | OK 01, 2
CTaHJAPTHI, Ipyrue HOopMatuBHO-MeToamdeckue | 02, 03,
JIOKYMEHTEI, perIaMeHTHPYIOIIHE opraamzaruio | 04,05,06,0
JIOKYMEHTAI[HIOHHOTO 00€CTIeYeHNUS YIIPABICHUS, 9
15,16 | IIpaktuueckoe 3ansaTue Ne6. OdopmiieHne 2 4np Ymerb:0popmisiTh IpeTeH3MOHHO-HCKoBY0 | OK 01, 2
MIPETEH3UOHHO-NCKOBOH IOKYMEHTAIIUH. 2 AOKYMCHTALHIO. 02, 03,
04,05,06,0
9
Pazpgen 3. Opranmszanusi padorbl ¢ JOKYMEHTaMH B 10 2np
opraHusaumsx (y4pexxIeHusix)
17 Tewma 3.1 TexHONOTHS OpraHU3aluy JOKYMEHTO000pOTa B 2 3HaTh: VYrpasnenue u aenonpoussozctso. | OK 01, 1
OpraHM3aLusIX (y‘Ip@)K,Z[eHI/I}IX) Opraamzannonssie Gpopmel genomnpousBonactea. Ciyxba | 02, 03,
JIOKYMEHTaIMOHHOTO o0ecrieueHus ynpasienus, | 04,05,06,0
OCHOBHasi 3a/1a4a, (QYHKUUH, THUIOBBIE CTPYKTYpHI, | 9
JIOJDKHOCTHOM cocTaB. PeryiameHTanust paboThl CITy>KObI
J0V. IIpumepnoe MOJIOKEHUE o ciyxo6e
JIOKYMEHTAI[HOHHOTO ~ OOECIHEYEHUs]  yIpaBieHUs |
JIOJKHOCTHBIE HHCTPYKIIHH.
18 | Tema 3.2 OcoOGeHHOCTH JAENONMPOM3BOJACTBA IO 2 3uatk: - [IOHATHS NpeUIoKEHNs, 3asBieHns u kanobsl. | OK 01, 1,2
0GpalLeHISIM rpaIaH U KOH(HICHIIHATBHOTO [Mpuem u peructpanus nucem rpaxian. Paccmorpenne u | 02, 03,
paspenieHre mIceM, Cpok paccMoTpenns. AHanms nceMm | 04,05,06,0
ACJIONIPOU3BOACTBA
rpaxaan. KonunenunanpHoe nenonpousBoactso. ['pug | 9
OrpaHUYECHUS JoCTyTa K JIOKYMEHTY.
ABTOMATH3UPOBAHHEIE CHCTEMBI paboThI c
nokymenTamu. CpeicTBa U3rOTOBJIEHHS, KOTUPOBAHUS H
pasMHOKEHUs TOKyMeHTOB. OpraHu3arus pab. MecT.
19 | IIpaktuueckoe 3austre Ne7. Odopmiienue oOparieHHU 2 2mp YMeTb:IpUMeHsTh  Ha  TpakTHke  rocyzaapcrsenneie | OK 01,
rpaiaH CTaHIaPTHI, Ipyrue HOopMatuBHO-MeToAn4eckue | 02, 03,
JIOKYMEHTBI, peraMeHTHPYOIIHE oprauusaiuio | 04,05,06,0
JIOKYMEHTAIIMOHHOTO 00ECTICUeHNS! YIPABICHUS, 9
20 | Tema 3.3 Cucremaru3anus JOKyMEHTOB, (hopMUpOBaHHE 2 3uars: lonstue gokymeHroobopora. O6ume npunumnsl | OK 01, 2
VX B JIe/Ia U [Iepeiaya B apXHB OpraHu3aLii OpraHu3aIiK JOKYMEHT0000poTa, ero ocHoBHbIe dTambl: | 02, 03,
npueM W IepBuuHas ~ obOpaborka  jokymentos; | 04,05,06,0
pacrpezeneHue MOCTYMUBIIHX JIOKyMEHTOB; | 9
perucTpalysa JOKyMEHTOB W IPEJBAPHTEIBHOE HX
paccMoTpeHue; paccMoTpeHue JIOKYMEHTOB




PYKOBOJCTBOM OpraHu3aIu (yupexneHus) u
HanpaBjeHHWE WX Ha WCIOJHEHWE; WCIOJIHEHHE U
KOHTPOJIb 32 HCIOJHEHHEM JOKYMEHTOB; TEKyIlee
XpaHeHHe TOoKyMeHTOB. Homenkmatypa men. O6paboTka
oel AN HOCHEAYIOUIEro  XpaHeHWs.  ODKCIepTH3a
[ICHHOCTH JOKYMEHTOB, O(OpMIICHHE eJl, COCTaBJICHUE
onmceil. Cayua J1e B apXuB.

Bcero

40(207+201p)

*J17151 XapaKTEepUCTUKU YPOBHSI OCBOEHUS y4eOHOTr0 MaTepuaa UCIOJIb3YIOTCA CIeIyIoIe 0003HaYCHUS:

1 — o3HakOMUTENBHBIN (y3HaBaHUE PaHEE U3YUYEHHBIX OOBEKTOB, CBOMCTB);

2 — penpoAYKTUBHBIN (BBIIIOJIHEHUE AEATEILHOCTH MO 00pa3ily, MHCTPYKIUU WIH MOl PYKOBOJICTBOM);
3 — IPOAYKTUBHEIH (TUTAHUPOBAHUE U CAMOCTOSTEIILHOE BBITTOJIHEHUE JICATEIbHOCTH, PEIICHHE TPOOJIEMHBIX 33]1a4).




3 YCJIOBUSA PEAJIM3AIIAA ITIPOTPAMMBI YYEFHOM JTUCIATLIIMHBI

3.1 Ina peanu3alii MPOrpaMMbl y4eOHOH AMCIUIUIMHBI JOJDKHBI OBITh HPEIYCMOTPEHBI
CJIEYIOLINE CIIEHUAIIBHBIE TIOMEILCHHUS:

Kabuner «/lokyMeHTallMOHHOTO OOECIeUeHus yIPaBICHHs», OCHAIIEHHBI B COOTBETCTBUU C
m. 6.1.2.1 oOpa3oBarenbHOI NPOrpaMMBbl MO CHEIUATBHOCTH.

3.2. UudopmanmoHHoe odecnevyeHHe peaju3anun NporpaMmmbl

Jlnst peanu3anui IporpamMMbl OMOIHOTEUHBIH (OHI 00pa30BaTEIbHOW OpPraHU3aIMH JIO0JDKCH
UMETh T[I€YaTHbIC W/WJIM DJCKTPOHHBIE OO0pa3oBaTelbHblE W WH(POPMAIMOHHBIE PECYpPCHI,
JUIL WMCIIONIb30BaHMs B oOpazoBaTenbHOM Imporecce. [Ipu ¢dopmupoBanun OubamoTeuHoro Qonaa
o0pa3oBaTeNbHON OpraHu3anuell BRIOMpaeTcs HE MEHEe OJHOTO M3JaHUs M3 MEPEUYHCICHHBIX HIDKE
IIe4yaTHbIX I/I3I[aHI/II71 n (I/IJ'II/I) SJICKTPOHHBIX I/IS,[[aHI/Iﬁ B Ka4C€CTBC OCHOBHOI'O, IIPX 3TOM CIIMCOK MOXCT
OBITH JOIIOJIHEH HOBBIMHU U31aHUAMU.

3.2.1. OcHoBHbIE MeYaTHLIE U3IAHUSA

1.  Kysnuenos, U. H. JlokymeHTalmoHHoe obecnieueHne ynpasieHus. JJoKkyMeHTO000pOT U
JICTIONIPOM3BOCTBO . YUYEOHHK M TPAKTHKYM Ui CpeaHero mnpodecCHoHaNbHOro obOpasoBaHus /
U. H. Ky3neuoB. — 4-e u3z., nepepad. u non. — Mocksa : U3gatensctBo IOpaiit, 2023. — 545 ¢c. —
(ITpodeccuonanproe oopazosanne). — ISBN 978-5-534-16004-8.

2.  KyzuenoB, W.H. JlokyMeHTaMOHHOE OOCCIICUCHUE YIPABICHHUS TIEPCOHAIIOM !
y4eOHHMK M TPAaKTUKYM Ui cpenHero mnpodeccruoHansHoro obpaszoBanus / W. H. Ky3nenos. — 2-e
u3M., rnepepad. u gon. — Mocksa : M3narensctBo Opaiit, 2023. — 393 c. — (IlpodeccuonansHoe
obpazoBanue). — ISBN 978-5-534-16749-8.

3.2.2. OcHOBHBIE YJIeKTPOHHBbIE U3IaAHUS

1. Bapmynn, B. B., JlokymeHnTannoHHoe oOecrnieueHue ynpaieHus :@ ydeOHuk / B. B.
Bapmyan. — Mocksa : HOctumms, 2022. — 271 c¢. — ISBN 978-5-4365-8902-2. — URL:
https://book.ru/book/942707 (nata obpamenus: 22.06.2023). — TeKcT : 37IeKTPOHHBII.

2. Kopnee, U.K. JlokymeHTannoHHOEe oOecrieueHue YOpaBieHUs : Y4eOHUK U

INPaKTUKyM s cpenHero mnpodgeccuoHanbHoro obOpaszosanusa / U. K. Kopnuees, A. B. [lmenko,
B. A. MamypuieB. — 3-e u3f., nmepepad. u qorn. — Mocksa : M3aarensctBo FOpaiit, 2023. — 438 ¢. —
(ITpoceccuonansHoe ob6pazoBanue). — ISBN 978-5-534-16002-4. — Tekcr : 3IeKTpOHHBIA //
Oo6pazoBatenpHas 1iatgopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/523611 (nmara
oOpamenus: 22.06.2023).

3. KysnenoB, W.H. JlokymMeHTanMoOHHOE oOOecleyeHne YIpaBlIeHUs I[EPCOHAIIOM :
y4eOHHK M TPAaKTUKYM Ui cpemHero mnpodeccroHansHoro obpaszoBanus / WM. H. Ky3nenos. — 2-e
u3J., rmepepad. u jgon. — Mocksa : M3narensctBo Opaiit, 2023. — 393 c. — (IlpodeccronansHoe
obpazoBanue). — ISBN 978-5-534-16749-8. — Tekcr : oanekrtponHbiii // OOpa3oBarenbHas
matdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/530256 (nata o6pamenus: 22.06.2023).

4. Kysznenos, U. H. [lokymeHTanimoHHOe obecriedeHne ynpasieHus. JJokyMeHTo000poT 1
JIETIONPOM3BOACTBO | YYEOHUK M TPAKTHKYM Ui CPEeTHEro mpodeccCHOHANbHOrO obOpa3oBaHus /
H. H. Ky3nenoB. — 4-e u3a., nepepad. u gon. — Mocksa : U3narensctBo KOpaiit, 2023. — 545 ¢. —
(ITpoeccronansnoe obpazoBanue). — ISBN 978-5-534-16004-8. — Tekcr : 3IeKTpOHHBIA //
OO6pazoBarenbHast miaargopma HOpaiit [caiit]. — URL: https://urait.ru/bcode/523613 (nara
obpamenus: 22.06.2023).
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5. Kysznenosa, W. B. JlokymeHTanmoHHOE oOecrieueHue yrnpapieHus : ydeOHoe mocooue
s CITO / U. B. Ky3nenosa, I'. A. Xauatpsan. — 2-e u3a. — Caparos : [IpodoOpasosanue, At I1n
Op Memma, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — Tekcr :
AIIEKTPOHHBIHN // DIEKTPOHHEIN pecypc 1 poBoit odpazoBarensHoil cpeapl CIIO PROFob6paszoBanue :
[caiit]. — URL.: https://profspo.ru/books/80326

6. CokomnoBa, O. H., JIokyMEeHTallMOHHOE OOCCIICYCHHE YIPABICHUS B OpraHU3AIMH :
yaeonoe nocodbue / O. H. Cokonosa, T. A. Akumoukuna. — Mockga : KaoPyc, 2022. — 192 ¢. —
ISBN 978-5-406-08827-2. — URL.: https://book.ru/book/942520 (mara obpamenus: 22.06.2023). —
TeKCT : AIEKTPOHHBIH.

1. [llysanmoBa, H.H. JlokymeHTanmmoHHOEe OOCCIICYCHUE YIPABICHUS . YUYCOHHK U
NPaKTUKYM JUISL cpeiHero npodeccuonanpuoro oopazosanus / H. H. lllyBanoBa. — 3-e u3j., mepepad.
u jon. — Mocksa : U3natenbctBo HOpaiit, 2023. — 247 ¢. — (IIpodeccronansHoe 00pa3oBaHue). —
ISBN 978-5-534-16538-8. — Texkcr : anektponHsiii / OOpa3oBarenbHas miargopma FOpaiit [caiit].
— URL: https://urait.ru/bcode/531240 (nata obpamienus: 22.06.2023).

3.2.3. JlonoJIHUTEIbHbIE HCTOYHUKH

1. bacakos, M. U. JlenonpousBoactso [[lokyMeHTallMOHHOE OOecrieyeHre ynpaBieHus| :
yuebnuk / M. U. Bacakos, O. U. 3ampikoBa. — Pocros-na-Jlony : ®ennkc, 2014. — 376 ¢. — ISBN
978-5-222-23063-3. — TeKcT : 3MeKTPOHHBIH // DAEKTPOHHBINA pecypc nuppoBoil 00pazoBaTeIbHOMN
cpeapt CITO PROFo6pa3osanue : [caiit]. — URL: https://profspo.ru/books/59345

2. PoxusitoBckast, M. P. JlokymeHTanmonHoe obecriedenue : ydebHoe mocoome / M. P.
PoxxusitoBckas. — Cumdeponoss : YHUBEPCUTET SKOHOMUKH U yrpasienus, 2016. — 104 c. — ISBN
2227-8397. — Tekcr : 2IeKTPOHHBIN // DNEKTpOHHBIA pecypc HuppoBOH 00pa3zoBaTENbHON Cpebl
CIIO PROFoGpa3oBanue : [caiit]. — URL: https://profspo.ru/books/73265

3. I'OCT P 7.0.97-2016. Haunonanwhusbiii cranmapt Poccuiickoit deneparnuu. Cucrema

CTaHJApTOB MO UHpOpManuu, OHOIMOTEYHOMY U H3JaTeNbCKOMY Jeny. OpraHu3alMoOHHO-
pacnopsauTenpHas JoKyMeHTauus. TpeOoBaHUs K 0pOPMIIEHUIO JOKYMEHTOB.

4. AnpOOM TIEpBHYHBIX JOKYMEHTOB: OnekrponHas kuura (1 CD).- M.: H]]
«PaBHOBecue».- (Cepust JlenoBbie TOKYMEHTBI», BHIIL. 6).

S. PeoxakoB A.I1. OOpasisl JOKyMEHTOB sl Tpaxaan: DnekrponHas kaura (1 CD).- M.:
NJ1 «PaBHOBECHEY.

6. CrpaBouHO-TIpaBoBas cucremMa «l apanT.

1. CrnpaBouHno-nipaBoBas cucrema «Koncynbrantllmtocy.
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https://profspo.ru/books/80326
https://profspo.ru/books/59345
https://profspo.ru/books/73265

4. KOHTPOJIb H OIEHKA PE3VJbTATOB OCBOEHHMS YYEBHOMH

JUCIHUIIVINHBI

KOHTPOHL H OLEHKA PC3YJIbTATOB OCBOCHUSA NUCHHUIUIMHBI OCYHICCTBIIACTCA IMPCIIOAaBaTCICM

B IIPOLECCE yKa3aTh.

Pe3ysnbTarnl 00yyeHus

Kpurepum ouenku

MeToabI OLIEeHKH

3HaTh:

TEPMUHOJIOTHIO B 00JaCTH
JOKYMEHTAITMOHHOTO 00eCTIeUeHHS
yIpaBJICHUS;

HOPMAaTHBHBIEC JOKYMEHTHI,
periiaMeHTUPYIOLIE COCTABICHUE U
odopmIeHre JOKYMEHTAIIMH U TIOPSIIOK
ee 00paboTKH;

IpaBUjIa COCTABJICHUS  0(OPMIICHUS
OpraHU3alMOHHO-PACHOPSIUTEIBHBIX
JOKYMEHTOB, BXOJISIIIIHX B
YHUPULIUPOBAHHYIO CUCTEMY
OpraHU3alMOHHO-PACIOPSAIUTENbHBIX
JIOKYMEHTOB, Y HU(GHUIIMPOBAHHYIO
CUCTEMY IIEPBUYHON YUETHOU
JOKYMEHTAIUH B YaCTU JTOKYMEHTAlUU
10 Y4eTy TpY[a;

HOPSI0K IPOBEIEHUS SKCIIEPTU3bI
LIEHHOCTU JOKYMEHTOB U MTOJITOTOBKU
JIe1 K apXMBHOMY XPaHEHHUIO.
TEXHOJIOTHIO OpraHu3aluu
JIOKYMEHTO000pOTa B OpraHu3alusix
(Y4pexIeHusx).

- IEMOHCTpaIHs OTBETCTBEHHOCTH 32
MPUHATBIC PEHICHUs, 000CHOBAaHHOCTh
caMoOaHaJN3a U KOPPEKIHUs
pe3yIbTaTOB COOCTBEHHON PabOTHI;

- CTIIOJIb30BAHNE 3aKOHOAATEIbHBIX U
HOPMAaTHBHO-TIPABOBBIX aKTOB IIPU
TUTAHUPOBAHUH MPEANPUHUMATEITHCKON
NEeSITEIbHOCTH B IPO(PECCUOHATIBHON
cdepe;

- IEMOHCTpaIMs 3HaHUil B 001acTH
(UHAHCOBOW TPAaMOTHOCTH.

- KOHCTPYKTUBHOCTh
B3aMMOJICHCTBHS C O0YJIarOIIUMHUCH,
MPEToIaBaTelI MU B X0/ 00yUeHUs,
PYKOBOJUTEIISIMU y4eOHOU U
MIPOU3BOJICTBEHHOM MPAKTHK.
-co0JIt0IeHEe HOPM
poheCCHOHATLHON ITUKH;

— MOCTpOeHue MPO(hecCHOHATEHOTO
OOIIEHUS C YYETOM COIHAIIBHO-
po¢eCCHOHATIBHOTO CTaTyca,
CUTYaIluu OOIIEHUS, 0COOCHHOCTEH
IPYIIBI U HHAXBUAYATbHBIX
0COOEHHOCTEH yUaCTHUKOB
KOMMYHHKAITUH.

- TPAaMOTHOCTb YCTHOM M MUCbMEHHOM
peuwu;

- ohopMIIEHHE TOKYMEHTOB B
cootBeTcTBUH ¢ I'OCToM;

- ICHOCTh ()OPMYITUPOBAHUS U
HU3JI0KSHHS MEICIICH;

- TMPOSBIIEHUE TOJIEPAHTHOCTHU B
rporecce O0IIeHuS.

- cOOMI0/IEHUE HOPM TTOBEACHHUSI BO
BpeMs yUEOHBIX 3aHITUH;

- coOJII0/IeHNe CTaHIapTOB
AHTUKOPPYIIIMOHHOTO MTOBEICHUSI.

- COOTFOJaeT HOPMBI DKOJIOTHUECKOM
0e30IMacHOCTH;

— OmIpeeNsieT HalpaBICHUS
pecypcocOepexeHus B paMKax
npo¢eCCUOHATBHON IEATETHHOCTH 110
CHEIHATbHOCTH.

- 9 heKTUBHOCTH UCTIOJIL30BaHUS
CpencTB GU3UYECKON KYIbTYPHI AJIs
COXPAHCHHUS U YKPETUICHUS 370POBbS B

- OKCIIEPTHOE
HaOJIFOeH1E
BBIIIOJITHEHUS
MPAKTUIECKUX
3aJIaHUMH,

- OILIEHKA T10
UTOTaM yCTHOTO
orpoca
CTYJCHTOB,

- HAOJIFOAIEHYE 10
ATOTaM
TECTUPOBAHUS.
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nporecce mMpodeccuoHaTbHON
NESTENLHOCTH U TIOJIICPKAHS
HEO0OXOUMOTO YPOBHS (pU3NUECKON
MMOATOTOBJICHHOCTH.

- 3(eKTUBHOCTH MCTIOJIB30BAHUS B
npodeccrnoHaBbHOMN IeATEIBHOCTH
HEOOXOUMOM JOKYMEHTAINH, B TOM
YHCIIe HA HHOCTPAHHOM SI3BIKE.

YMersb:

MPUMECHSTh Ha TIPAKTHKE
rOCYJapCTBEHHBIC CTAaHIAPTHI, APYTHUE
HOPMAaTUBHO-METOIUYCCKUE
JIOKYMEHTBI, PETJIAMEHTUPYIOIIHE
OpPTraHU3aIHI0 JOKYMEHTAIIHOHHOTO
o0ecrieYeHUs yIpaBIICHHS,
COCTaBIISITh M MPABUIHLHO OPOPMIISTH
OCHOBHBIC BH/JIbI OPIaHU3aI[HOHHO-
pactopsANTENbHBIX JOKYMEHTOB;
odopMIIATh HHPOPMAITHOHHO-
CIIPABOYHYIO TOKYMEHTAIIUIO;
0OpMIIATH KaJIPOBYIO TOKYMEHTAIIUIO;
0(pOPMIISITh IPETCH3NOHHO-HCKOBYIO
JIOKYMEHTAITHIO.

- oopMIIEHHE TOKYMEHTOB U pElICHHE
[IPAaKTUYECKUX CUTyaluH C
HOPMAaTUBHBIM NPAaBOBBIM
000CHOBAHHUEM;

- IEMOHCTpAIIs HaBBIKOB PabOTHI C
HOPMATUBHBIMH MTPABOBBIMU aKTaMH, B
T.4. C HCTIOJb30BAaHUEM
MH()OPMAIIMOHHO-KOMITBIOTEPHBIX
TEXHOJIOTHIA.

- 000CHOBAaHHOCThH IIOCTAHOBKH IICIIH,
BBIOOpA U TPUMEHEHUS METOJIOB U
CII0CcO0O0B peIIeHUs
npodeccnoHanbHbIX 3a1a4;

- HCTIOJIb30BaHME PA3JIMYHBIX
HMCTOYHUKOB, BKJIIOYAsl 3JICKTPOHHBIE
pecypcesbl, meaua pecypesl, THTepHeT-
pecypchl, IEpUOAUYECKUE U3TAHUS 110
CHEIMAILHOCTH TSI PEIICHUS
npodeccHoHabHBIX 3aad.

- IKCIIEPTHOE
HaOJI0IeHUE
BBIIIOJTHEHUS
MPAKTUIECKUX
3aJIaHuH,

- OLEHKa IIO
UTOTaM  YCTHOTO
orpoca
CTYICHTOB,

- HaOJIIOACHHE 110
HATOTaM
TECTUPOBAHUS
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