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1. IACIIOPT IMIPOI'PAMMBI YYEBHOM JTUCIHUITLINHBI
OI1.06 ToxyMeHTALIMOHHOE O0ecTIeYeHe YIIPABJICHUS

1.1. MecTOo AUCUMILIMHBI B CTPYKType OCHOBHOH 00pa3oBaTe/IbHOM
NMPorpaMmbl
VYuebnasa nucuuminHa «J{okyMeHTaIllMOHHOE OOEeCIeUeHUE YIpPaBICHUS
ABIIsIETCSL 00s13aTeNIbHOM yacThio OO1IenpohecCHOHaTBPHOTO KA TPUMEPHOU

00pa30BaTEeNbHOM  MPOTPAMMBI

CIICOUAJIbHOCTH.

coorBerctBUU ¢ PI'OC CIIO mo

Ocob6o¢e 3HaueHHE NUCHUIUIMHA UMEET Mpu (OPMHUPOBAHUU U Pa3BUTHUU
oomux kommnereHimi OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09.

1.2. lleqb U NVIaHUPYeMBbIE Pe3yJbTATHI OCBOCHUS TN CIUNIMHBI:

B pamkax mnporpamMMmbl y4eOHOM  JUCHUUILIMHBI  OOYyYarOIIMMUCS
OCBaMBAIOTCS YMEHHUS
1 3HAaHUA
Kox YMmenus 3HaHHuA
IIK, OK
OK 01, [IpumensaTs Ha npaktuke | TepMuHONMOTHIO B 00JACTH  JOKYMEHTAI[HOHHOTO
OK 02, rOCy1apCTBEHHbIE CTaHAapThl, | 0OecreyeHusl ypaBieHus;
OK 03, Ipyrue HOpMaTuBHO- | HopMaTuBHBIE JAOKYMEHTBI, pPETJIAMEHTUPYIOLIUE
OK 04, METOAUYECKHE JOKYMEHTBI, | COCTaBlIeHHEe M OQOpMIIEHHME JOKYMEHTaluud U
OK 05, pETIIaMEHTHPYIOIINE OPTaHHU3AIHIO | TOPSIOK ee 00paboTKH;
OK 06, JOKyMEHTalmoHHoro obecneuenus | [IpaBuia COCTaBJICHUS U oopmienus
OK 09, yIpaBJICHUS; OpraHU3alMOHHO-PACIOPSAIUTENbHBIX  JOKYMEHTOB,
IIK 1.2, CocraBiATh u MIPaBUJILHO | BXOASAIIMX B YHU(UIMPOBAHHYIO CUCTEMY
K 1.3. OQOpMIISITH ~ OCHOBHBIE  BHJIbl | OPraHU3ALIMOHHO-PACTIOPSIAUTENbHBIX  JTOKYMEHTOB,
OpraHu3alMOHHO- YHU(DUIUPOBAHHYIO CUCTEMY MEPBUYHON Yy4eTHOU
pacnopsAUTENbHBIX JOKYMEHTOB; JOKYMEHTallud B 4YacTU JOKYMEHTAlMu IO Y4YeTy
Odopmisate MH(POPMALIMOHHO- | TPYAR;
CIPAaBOYHYIO JOKYMEHTALUIO; [lopsmox  mpoBeneHHs  DKCHEPTU3bl  LEHHOCTHU
OdopmisaTe KaJ[pOBYIO | JOKYMEHTOB M TIOATOTOBKM /€1 K apXUBHOMY
JOKYMEHTAIUIO; XPaHEHUIO.
OdopmisaTe MIPETEH3UOHHO- | TEXHOJIOTHIO OpraHu3ali JOKYMEHTOOoO0OpoTa B
VICKOBYIO JIOKYMEHTALIHIO. OpraHu3aiusax (yUpexIeHusX).

1.3.PexomMeHyeMoe KOJIM4YECTBO YaCOB HA OCBOEHHE TPOrPaMMbl y4eOHO M

AUCIHHUIIJINHBI

MaKCUMaJIbHOW y4eOHOM Harpy3ku oOydaroierocsi 38 4acoB, B TOM YHCIIE:
- 00513aTeNbHOM ayIMTOPHON yueOHOU Harpy3ku oOyyatoierocst 30 4acos;
- CaMOCTOSITEILHOM paboThI oOyyaroiierocs 4 Jaca.

- IPOMEKYTOYHAs aTTecTanus - 4 yaca.



2.CTPYKTYPA U COAEP KAHUE JUCHUITJIMHBI
2.1. O0bem yueOHOH JUCHUIIMHBI U BUbI Y4eOHOH padoThl

Bun yueOHo# padoThI

O0BeM 4acoB

MakcumaJjibHasi ydyeOHas HArpy3Ka (Bcero)

38

O0s3aTesqibHAsI Ay IUTOPHAsA YueOHas1 Harpy3Ka (Bcero)

30

B TOM YHCJIC:

JICKITMOHHBIC 3aHATHUA

10

1ab0paTOPHBIE 3aHATUS

MPAKTUYCCKUC 3aHATUA

20

KOHTPOJIbHBIE PaOOTHI

KypcoBasi pabota (IIpOeKT) He npedycmMompeno

CamocrosiTesibHasi padoTa 00y4yaronerocs

B TOM YHCJIC:

caMOCTOsITeNIbHAsi paboTa HaJl KypCOBOM paboTo (ITPOEKTOM)

- cHUcTeMaTH4ecKasl mpopadoTKa KOHCIIEKTOB 3aHATUI, YICOHOU 1
CHeIMaIbHOM JTeparypbl (MO BompocaM K maparpadam, TiiaBaMm
y4eOHBIX TOCOOMH, COCTABIICHHBIM IIPETO/IaBaTEIEM);

- MOJTOTOBKA K MPAKTHYECKUM paboTaM C WCHOJIb30BAHHEM
METOJAMYECKUX PEKOMEHIAIIHH;

- m3ydeHne u npocMoTp umHpopmanuu B CMMU, MHTepHET, Hay4YHO-
MONYJISIPHBIX CTATHSX;

- MIOMCK JIOKYMEHTOB C MCIOJb30BaHUEM KOMIIBIOTEPHBIX CIIPABOYHO-
[IPaBOBBIX CUCTEM,;

- IOKJIaJbl U pedepaTsl.

- KOHCYJIbTalluA

IIpomescymounas ammecmauus 6 chopme ougpgpepenyupoeannozo
3auema




2.2. TemaTu4eckuii nJ1aH u coaep:xxkanue yuyeoHoii nucuunauabl OI1.06 «lokyMeHTAIMOHHOE 00ecnieyeHne YIpaBJieHus»

Oo0bem
Yacos
HaumenoBanue Conep:kanue y4yeOHOro MaTepuaJa, 1ad0paTopHble U MIPaKTHYeCKHe PadoThl, CAMOCTOATEIbHASA YPpoBeHb
pa3/iesioB M TeM padora o0y4aromuxcs OCBOCHHS
1 2 3 4
Pa3nen 1. OCHOBBI JOKYMEHTHUPOBAHMS YIIPABJEHUYECKOM JESATEJTbHOCTH 10
Tema 1.1 Conep:kanue y4eOHOT0 MaTepuaJia 1
ITonsiTue o 1. |OcHOBHBIE CBOWCTBa JOKYMEHTOB M WX (YHKIIMM B CHCTEME YyIpaBieHus. [lOHATHE JOKyMEHTa.
AOKYMEHTAIlHOHHOM Nudopmanusa u gokymeHT. Knaccuduxamus JokyMeHTOB: 10 BUAY OGOPMIICHHS; MO COJEPKAaHUIO; TIO
olecreyeHNH (dopme; TI0 TPOUCXOKACHUIO; IO CpeAcTBaM (UKCAINH; II0 CPOKaM XpaHeHusl. MaTepuaabHble HOCUTEIH 9
ynpaBJieHus, nH(bOpMaIINU.
JAOKyMeHTe M cnocodax | 2. [[Toustre mokymeHTHpoBaHusl. OCHOBHBIE CIIOCOOBI JOKYMEHTHPOBaHHsI. OCHOBHBIC COBPEMEHHBIC
AOKYMEHTHPOBAHUS TEXHOJIOTHH, IPUMEHsIEMbIE TIPU OPTaHU3aIMi pabOThI C JOKYMEHTAMH B OPraHu3alusaxX (YUpEKICHUSX).
[IpakTH4yeckue padoThl 2
1. IHOHSITI/IG 0 TJOKYMEHTAIlMOHHOM OOECII€UEHUH YIIPaBJIECHUs, JOKYMEHTE U CII0cO0ax JOKYMEHTUPOBAHHUS
KonTposabHble padoThl -
CamocrosiTeibHasA padoTa 00y4yalommMxcst -
Tema 1.2 Copepxanue yueOHOro MaTepuasa 1
HopmarusHo-npaBoBasi(1. [HopmaTuBHO-TIpaBOBbIE aKThl, PErYJIMPYIOINIME JOKYMEHTAlMOHHOE OOECreueHue yrIpaBieHUs.
0aza Yuudukanus U cTaHAapTH3alUs KaK OCHOBHBIC HAMpPaBIEHHUS COBEPIICHCTBOBAHUS IOKYMEHTOB H
AOKYMEHTAIlHOHHOI0 TOKYMEHTAIlMOHHOT'O 00eCrieueHH s yIpaBICHUS.
ob0ecrieveHust [lepeueHb OCHOBHBIX TOCYAAPCTBEHHBIX CTAHAAPTOB Ha YHU(PHUIIMPOBAHHBIE CHCTEMBI IOKYMEHTAIIUH. 2
ylpaBJieHUS OCHOBHBIE TIOJIO’KEHUS TOCYJAPCTBEHHOM CUCTEMBI IOKYMEHTALMOHHOTO 00eCneYeHts yIpaBIeHUs.
CocTaB yHU(UIIUPOBAHHBIX CUCTEM JIOKYMEHTAIIMU: OPTaHU3AI[MOHHO-PACTIOPSAIUTENbHAS, OTYETHO-
CcTaTHCTUYECKas, GUHAHCOBAs U JP.
[IpakTH4yeckue padoThl 2
1. |OcHOBHbIE COBpEMEHHBIE TEXHOJIOTUH, IPUMEHSIEMBbIE ITPU OpraHU3alluu padoThl C JOKYMEHTaMU B
OpraHu3aiusax (YUYpexaeHMsIX).
KonTpoJsbHas padora -
CamocrosiTe/ibHasi padoTa 00y4YaloUIUXCsi: 1

MpopaboTKa KOHCIIEKTOB 3aHATHH, yueOHOI uTepaTypsl (110 BollpocaMm K naparpadam, riaBaM y4eOHbIX




MOCOOMIA, COCTaBJICHHBIM IPEIMOAABATEIIEM );
BBITIOJTHCHUEC AOMAIIHUX SaIIaHI/If/’I.

Tema 1.3 Copnepxxanue yueOHOIro MaTepuaJia 1
Cnoco0b1 m mpaBuiia | 1. [Xapakrepucrtuka, coctaB u coaepxkanne ['OCTa Ha cucteMy opraHU3allMOHHO-PACTIOPSATUTETHHOM
CO3/1aHMS JOKYMEHTOB TOKyMEHTAIuH. Y HU(PHUIMPOBAaHHASI CUCTEMa OPTraHU3AI[IOHHO-PACTIOPSAUTEIBHON JOKYMEHTAIUH.
TpeboBanus K 0opMIIEHUIO TOKyMEHTOB. Dopmyiisip-oopazer; OP /1.
2. [llpaBuia opopMieHUs: pEeKBU3UTOB, perinaMmeHTHpoBaHHBIX 'OCTom.
IIpakTHyeckune padorTsbl 2
1. IOq)opMneHHe PEKBU3HUTOB HAa JOKYMEHTaX
KonTpoJsbHas padora -
CamocrosiTesibHass padoTa 00y4YaIuXCcst -
Pa3nea 2. OPTAHU3ALIUA CUCTEMBI JOKYMEHTAIIMOHHOI'O OBECIIEYEHUA 16
Tema 2.1 Coaep:xaHue y4eOHOIro MaTepHuaJia 1
Od¢opmirenue 1 [XapakrepucTuka 1 cOCTaB CIIpaBOYHO-UH(POPMAIIMOHHBIX JOKYMEHTOB (CIIyKEOHBIX ITUCEM, CIIPABOK,
HH(OPMALIMOHHO- 3asBIICHUH, AKTOB, TPOTOKOJIOB, TOKJIAIHBIX U OOBSICHUTEIHHBIX 3AIIMCOK), TPEOOBAHUS K UX
CIIPABOYHOM opopmiieHno. JIoOKyMEHTUPOBaHUE IEATEIbHOCTH KOJIJIETHAIbHBIX OPTaHOB.
AOKYMEHTAIlUH IIpakTnyeckue padoThl 2
1. ‘O(bOpMJ‘IeHI/Ie MH(OPMALIMOHHO-CITPABOYHON JOKYMEHTAIIHH.
KonTtpoJsbHas padora -
CamocTrosiTesibHast padoTa 00y4alOUIMXCH: 1
popabOTKa KOHCIIEKTOB 3aHATHH, yueOHOM auTepaTypsl (110 BollpocaM K naparpadam, riiaBaM y4eOHbIX
10COOMI, COCTaBJIEHHBIM ITPENOJaBATEIIEM);
BBITIOJTHEHUE JOMAITHUX 33JaHUM.
Tema 2.2 Conep:xaHue yueOHOro MaTepuaJia 1
Odopmaenue 1. |OcHOBHBIE TpYIIBl OPraHU3ALMOHHO-PACTIOPAJUTEIBHBIX JOKYMEHTOB. XapakTepUCTHKa U COCTaB
OpPraHu3alMOHHO- OpraHU3aI[MOHHBIX JTOKYMEHTOB (yCTaBa, IIOJIOKEHMS, HHCTPYKIHMH, JOJDKHOCTHON WHCTPYKLHUN),
pacnopsiAuTeIbHOMI TpeGoBaHuUs K 0)OPMIICHUIO.
AOKYMEHTAIlUH 2. |llonsiTHE TO/UIMHHWKA, KOMHUH, BBIMUCKH, TyOinkara. Buasl Komwid JOKYMEHTOB, OCOOEHHOCTH
3aBEpEHUs] KONUI U BBIITMCOK HOTAPHAJIBHBIMA KOHTOPAaMH U TOJDKHOCTHBIMHU JIMIIAMH OpraHU3alui.
IIpakTH4eckune padoThl 2




1. |OdopMmiIeHNE OpraHU3aOHHO-PACIOPSIUTENBHOM JOKYMEHTALUHI

CamocrosiTesibHasg padoTa 00y4arOIIMXCs

Tema 2.3 Copep:kaHue y4eOHOTro MaTepuaa
Od¢opmiaenue kagposoii (1. |3aSIBHeHI/ISI U TIPUKA3bl 110 JUYHOMY cocTaBy. JInunast kapTouka popmsl T-2 u 1uuHbIe qena
AOKYMEHTAIlUH IIpakTnyeckue padoThl
1. ‘O(l)OpMJ‘IeHI/Ie KaJIpOBOM JIOKYMEHTAIIHH.
KonTpoJsbHas padora
CamocTosiTesibHasi padoTa 00yYarommXxcst
Tema 2.4. Conep:xaHue y4eOHOro MaTepuasa:
JorosopHo-npaBoBas 1 [Tonsitue norosopa. OcHOBHBIE pa3zAeibl JoroBopoB. [opsiiok opopmiieHus TPYAOBOTO A0rOBOpA,
AOKyMeHTalusl 10r0BOpa MOCTaBKH, JOrOBOpa KYIJIU-IIPOIAXKHU.
I[IpakTuyeckue padoTol
1. IOQ)opMﬂeHHe JIOTOBOPOB.
KoHTpoJsibHbIE padoThI
CamocTrosiTe/ibHAst paboTa 00y4aOUIMXCH: IPopaboTKa KOHCIIEKTOB 3aHATHH, yueOHOU uTepaTypsl (1o
BOIIpOcaM K maparpadam, riaaBaM yaeOHbIX TOCOOUH, COCTaBICHHBIM IIPEMOIaBATEIIEM);
BBITIOJTHEHUE JJOMAITHUX 3aJaHUil.
Tema 2.5 Conep:xanue yueOHOro Marepuasia B popMe NPaKTHYECKOr0 3aHATHS
IIperen3suonHo-uckoBas|l. loq)opMneHHe IIPETEH3MOHHO-UCKOBON JOKYMEHTAIIMH.
JAOKyMEHTaIUsl KonTpoabnbie padoTsl

CamocTosiTeJabHas paﬁoTa oﬁyqalonmxca

Paznen 3 OPTAHU3AIIUSA PABOTHI C JOKYMEHTAMMUM B OPTAHU3ALUAX (YUPEXKJIEHUSX)

Tema 3.1
TexHnoorus
OpraHM3anuu
JOKYMEHT0000poTA B
OPraHMu3anMsAX
(y4pesKaeHusIX)

Conep:kaHue y4eOHOT0 MaTepHAJIAa:

'YrpasneHnue u Aenonpou3BoAcTBo. Opranuzanronnbie Gopmbl fAenonpon3BoacTBa. Cioyxoa
TOKYMEHTAIMOHHOT0 00ecIieyeH s yrpaBlieH!s, OCHOBHas 3a/1aua, (YHKIUH, TUIIOBbIE CTPYKTYPBI,
TOJKHOCTHOM cocTaB. PernmamenTtanus padotsl cinyx0s1 JIOY. [IpumepHoe nosioxeHue o ciyxoe
JTOKYMEHTAIIMOHHOT0 00eCIeYeH s yIIPaBJIeH!Us U JOPKHOCTHbIE MHCTPYKIIUH.

IIpakTHyeckne padboThl

1. |[Ympasnenue u aenonpous3BoaAcTBO. OpraHu3anroHHbie GOPMBI AeTONPOU3BOICTBA. PernamenTarus
paboThl ciryx661 IOY

KonTposabHbIe padoThI




CamocTosiTesibHasi padoTa 00yYaromMXxcst

Tema 3.2. Coaeprxanue yueOHOIro MaTepuaJia
Ocobennoctu [TonsiTust mpeuIoKeHusl, 3asiBiIeHUs U >kano0bl. [Ipuem u peructpauus nuceM rpaxaan. Paccmorpenue u 1
AeJIONPOU3BOACTBA 110 pa3peleHue N1UceM, CPOK pacCCMOTPEHUS. AHAIN3 MCEM I'PaX/1aH.
oOpamenusam rpaxnan 1. [KonduaenuuaabHoe NeIONPOU3BOACTBO. I'prd orpaHndeHus 10CTyna K T0KyMEHTY.
U KOH(HIECHIIHAJIBHOIO ABTOMAaTHU3UPOBAHHBIE CUCTEMBI paboTHI ¢ JoKyMeHTaMu. CpeacTBa N3rOTOBJICHHUS, KOIMPOBAHUS U
JAeJI0NPOU3BOACTBA pa3MHOXKeHHUs JoKyMeHToB. Opranu3anus pabo4ynx MecT.
IIpakTHyeckune padoThl 2
1 ‘O(l)OpMJ‘IeHI/Ie oOparnieHul rpaxaaH.
KoHTpoJsibHbIE padoThI -
CamocTosiTesibHasi padoTa 00y4YaroMXcst
Ananu3 HopMm @3 «O06 oxpane okpyxaromiei cpeab», Jlecnoro Kongexca PO. ]
Tema 3.3 Conep:xanue yueOHOro MaTepuasia 1
Cucremaruzauust | 1. [[TonsiTie JOKyMEHTOOGOPOTA
AOKYMCHTOB, 2. |O01Iue MPUHIIMITEI OPraHU3alUU TOKYyMEHTO000pOTa, €r0 OCHOBHBIC ATAllbl: IIPUEM U TICPBUYHAS
$opmuposanue ux 00paboTKa JOKYMEHTOB; PACIpPENEIeHHE MOCTYIIMBUINX JOKYMEHTOB; PETUCTPALHS JOKYMEHTOB U
jlena unepejata b [IpEIBAPUTENILHOE UX PACCMOTPEHHUE; PACCMOTPEHUE IOKYMEHTOB PYKOBOJICTBOM OpPIraHU3alNU
APXUE Opratusat (yupex/eHus) 1 HalpaBJIeHUE UX HA UCIIOJHEHHUE; UCIIOTHEHUE U KOHTPOJIb 32 UCIIOJTHEHUEM
TOKYMEHTOB; TEKYI[e€ XpaHEHHE JOKYMEHTOB.
3. [Homenknarypa nen. O6paboTka el AJisl MOCJIEAYIONIEro XpaHEeHHUsI.
4 |9xcrnepTu3a LEHHOCTH JOKYMEHTOB, 0pOpMIIEHHE JIell, cocTaBIeHue onuceil. Crava e B apXuB.
KoHTpoJsibHbIE padoThI -
CamocTrosiTesibHas padoTa 00y4arOIIMXCH: 1
popaboTKa KOHCIIEKTOB 3aHATHI, y4eOHOM JIUTepaTypsl (110 BOIpocaM K naparpadam, riaBam y4eOHbIX
0coOuii, COCTaBICHHBIM MIPEIOIaBaTeNeM);
BBITIOJTHEHUE JJOMAITHUX 3aJaHuil.
IIpome:kyTouHas arrectauus B Bujae q(uddepeHIMPOBAHHOIO 3a4eTa 4
38

Bcero




JI71st XapaKTepuCTUKK YPOBHSI OCBOCHUS Y4eOHOI0 MaTepuaia UCIOIb3YIOTCS CIEayIoe 0003HaAYEHUS:
1. - 03HaKOMMTEIIbHBIN (Y3HaBaHUE PaHEE U3yUECHHBIX OOBEKTOB, CBOMCTB);

2.
3.

- PENPOYKTUBHBIN (BBIMOJHEHUE ACSITEIBHOCTHU MO 00pa3Ily, MHCTPYKIUHU UM O] PyKOBOJICTBOM)
- IPOAYKTUBHBIN (IIJITAHUPOBAHKUE U CAMOCTOSITEIbHOE BBITIOJIHEHUE JEATEIbHOCTH, PEIICHHE MPOOJIEMHBIX 3a/1a4)

10



3.YCJOBUS PEAJIM3AIIMN YUYEBHOM JJUCHOUTLIAH

3.1. TpeGoBaHusA K MUHUMAJIbHOMY MaTE€PHAJIbHO-TEXHUYECKOMY
o0ecneyeHn 1o

Peanuzamust y4eOHON JOUCHMIUIMHBI TpeOyeT Haimuyus Yy4eOHOro KaOHHeTa
«/lokyMeHTamOHHOro0 00eCeYeHUs YIIPABICHUD)
OobopynoBanue yueOHOro kaduHera:
- TOCaJ0YHBIE MECTA M0 KOJIMYECTBY O0Yy4AIOIINXCS;
- pabouee MeCTo MpernoaaBaTes;
- y4eOHO-HaIJISIIHbIE TOCOOUS
TexHuveckue cpeacTsa 00y4eHus:
- HHTEpaKTHUBHAs J0CKA C JUIEH3UOHHBIM IPOrPaAMMHBIM 00ECTICUEHUEM U
MYJIbTUMEIHANPOEKTOD;
- TEpPCOHAIbHBIE KOMITBIOTEPHI;
- TIPUHTED U CKaHEp.

3.2. MupopmanuoHHOe oOecnedeHne peau3anu NporpaMmmMbl

Jist peanuzanuu mporpaMMbl  OMOIMOTEUHbIH (OHA 00pa3zoBaTEILHOM
OpraHu3alliy J0DKEH UMETh MeYaTHbIE W/ WK JIEKTPOHHBIE 00pa3oBaTelIbHbIC U
UHGOPMAIIMOHHBIE PECYpPCHI I WCIOJIb30BaHUA B 00pa30BaTEIHLHOM IpOIIECcCe.
[Ipu dopmupoBanun OubMHOTEUHOrO (HoHAA O0OpA30BATEIBHOM OpraHu3anuein
BBIOMpaEeTCsl HE MEHee OJHOTO M3JaHHUs W3 TMEePEUYUCICHHBIX HIDKE TMEeYaTHBIX
U3JIaHUI U (WJIK) 3JIEKTPOHHBIX M3JaHUHA B KaYECTBE OCHOBHOTO, MPU 3TOM CIIHCOK
MOKET OBITh JIOMOJIHEH IPYTUMU U3JIaHUSAMH.

3.2.1. OcHOBHBIC TEYATHHIC N3IAHUA

1. Kysnenos WM. H. JlokyMeHTanOHHOE oOOecreyeHue YIpaBiIeHUs.
JIOKyMEHTOOOOpOT U JETONPOU3BOJCTBO : YUYEOHUK U MPAKTHUKYM JJIsi CPEHETro
npodeccuonansHoro oopaszoanusi/ W. H. Ky3neuos. — 4-e u3a., nepepald. u
non. — Mocksa : U3marensctBo FOpaiit, 2023. — 545 ¢. — (IIpodeccuonanpHoe
obpaszoBanue). — ISBN 978-5-534-16004-8.

2. bacakoB M. W., JlokymeHTanMOHHOE oOecrieueHue yrpaBieHHs (C
OCHOBAMH apXuBOBeNleHUs) : ydeObHoe mocobue / M. WM. bacakoB. — Mocksa :
KnoPyc, 2023. — 216 c¢. — ISBN 978-5-406-11367-7. — URL:
https://book.ru/book/948724 (mara oOpamenusi: 26.06.2023). — Tekct
DIIEKTPOHHBIM.

3.2.2. OcHOBHBIE YJIEKTPOHHbIE U31AHUS
1. Bapmynn, B. B., JlokyMeHTanmoHHOe oOecrieyeHHe YIMpaBiICHUS :
yuebHuk / B. B. Bapmyna. — Mocksa : FOctunus, 2022. — 271 ¢. — ISBN 978-
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5-4365-8902-2. — URL: https://book.ru/book/942707 (mata oOpaieHus:
26.06.2023). — TekcrT : 31MeKTPOHHBIH.

2. Kopuee, U.K. JlokyMeHTanmoHHOE oOOecleueHue YIpaBJICHUS !
y4eOHHK W TIPAKTUKYM IS CpPEAHEro NPOQecCHOHATBHOrO 0Opa3zoBaHHs /
. K. Kopnees, A. B. [Tmenko, B. A. Mamypues. — 3-¢ u3., nepepad. u J10m. —
Mocksa : WznarensctBo HOpaiir, 2023. — 438 c.— (IIpodeccuonanbHoe
obpazoBanue). — ISBN 978-5-534-16002-4. — TekcT : dJIEeKTPOHHBIA //
Oo6pazoBaTenbHas maTgpopma Opaiit [calT]. — URL:
https://urait.ru/bcode/523611 (mata o6pamenwus: 26.06.2023).

3. Ky3nenos, M. H. [lokymeHTauMOHHOE OOECHEYEHHE YIPABICHUS.
JIOKyMEHTOOOOPOT U JAETOMPOU3BOACTBO : YUCOHHK M MPAKTUKYM JJI CPEIHErO
npodeccuonansHoro obpaszosanus / W. H. Kysnenos. — 4-e u3a., mepepad. u
non. — Mocksa : M3gatenbctBo FOpaiit, 2023. — 545 ¢. — (IIpodeccuonanbHoe
obOpazoBanue). — ISBN 978-5-534-16004-8. — TekcT : D2JIEKTpOHHBIN //
OO6pazoBaTenbHas miatgopma Opaiit [caliT]. — URL:
https://urait.ru/bcode/523613 (nara obpamenus: 26.06.2023).

4, Ky3nenoBa, U. B. [lokymeHTaumoHHOE OO€creyeHue YIpaBiICHUS :
yaeonoe nmocobue misa CIIO / U. B. Ky3nenosa, I'. A. Xauarpsa. — 2-e uzm. —
Caparog : [IpodobpazoBanne, Aii [Tu Op Menua, 2019. — 166 ¢c. — ISBN 978-5-
4486-0404-1, 978-5-4488-0216-4. — TekcT : 2JIEKTPOHHBIM // DIEKTPOHHBIN
pecypc mmudpoBoit obpazoarenbHor cpeapl CIIO PROFobOpa3oBanue : [caiiT]. —
URL: https://profspo.ru/books/80326

S. [ysanoBa, H. H. [loxymeHTanmoHHoe oOecreyeHue YIpaBieHUS :

y4eOHMK W TIPAKTUKyM IS CPEAHEro NpPOPECCHOHATBLHOrO 0o0pa3oBaHwMs /
H. H. IllyBanoBa. — 3-¢ wu3m., mepepad. u mom. — MockBa : HM3gaTenbcTBO
FOpaiit, 2023. — 247 c. — (IIpodeccuonanproe oOpa3oBanue). — ISBN 978-5-
534-16538-8. — TekcT : smekTpoHHbIN // ObOpa3oBarenbHas miatdgopma FOpait
[caiiT]. — URL: https://urait.ru/bcode/531240 (maTta obparmenus: 26.06.2023).

3.2.3. JlonoJiHUTEIbHbI€ HCTOYHUKH

1. ABOOM TEePBUYHBIX JOKYMEHTOB: DiekTpoHHas kuura (1 CD).- M.:
N ]I «PaBHOBecue».- (Cepus [enoBbie JOKYMEHTBI», BBIIL. 6).

2. PepkakoB A.Il. OOpasupl JOKYMEHTOB Ui TpaKIaH: DJIEKTPOHHAas
kuura (1 CD).- M.: U]1 «PaBHOBecue».

3. CrnpaBo4HO-TIpaBoBas cucreMa «l'apanT.

4, CnpaBouHo-tipaBoBas cucrema «Koncynbrantlmocy.

d. I'OCT P 7.0.97-2016. HauuonaneHbli ctangapt Poccuiickoit
®enepauuu. Cucrema cTaHgapToB 10 HHGOpMALMHM, OUOJIMOTEYHOMY H
u3areabckoMy  Aeny. OpraHu3almOHHO-paclopsSAUTENbHAs  JIOKYMEHTalHs.
TpebGoBanus Kk 0pOPMIECHUIO JOKYMEHTOB.
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https://profspo.ru/books/80326

6. Poxusarosckas, W. P. JlokyMeHTalmoHHOEe oOecreueHue : yueOHoe
nocobue / . P. PoxusitoBckas. — Cumdeponosns : YHUBEPCUTET 3KOHOMHUKU U
ynpasnenus, 2016. — 104 c. — ISBN 2227-8397. — Texkcr : 3neKTpOHHBIH //
DOnexTpoHHBIM  pecypc  mmdpoBoi  oOpaszoBarenpHOW  cpeast  CIIO
PROFo6pazoanue : [caiit]. — URL.: https://profspo.ru/books/73265

1. bacakoB, M. W. [enonpousBojactBo  [JloKyMEeHTallUOHHOE
oOecrieuenue ynpasienus| : yueOnuk / M. U. bacakos, O. WU. 3amsbirkoBa. —
PocroB-Ha-/lony : ®denukc, 2014. — 376 ¢c. — ISBN 978-5-222-23063-3. —
TexcT : 2neKTpOHHBIA // DAEKTPOHHBIA pecypc LU(POBON 00pazoBaTEIbHOMN
cpensl CI1IO PROFoo6pazoBanue : [caiiT]. — URL: https://profspo.ru/books/59345
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUSA

YYEBHOU JTUCIUIIJIMHBI
PesyibTaTsl Kpurepuun ouenku Metoasl
00y4eHust OLICHKH
[lepeueHb 3HaHUH, OCBaNBAaEMBIX B pPaMKaX JUCIUILIMHBI
Tepmunonorus | - opopmieHHe JOKYMEHTOB U PEIIEHUE PAKTUUYECKUX CUTyaluil | - SKCIEpTHOE
B 00JIaCTH | ¢ HOPMATHUBHBIM IIPABOBBIM OOOCHOBAHUEM; HabmroaeHne
JOKYMEHTAIlMOH | -  HCIIOJIb30BAaHUE  Pa3JIMYHBIX  MCTOYHUKOB,  BKJIIOYas | BBHIOJIHEHUS
HOTO JICKTPOHHBIC PECYPCHI, Meaua pecypebl, NHTEpHET-pecypcehl, | mpakTdyeckux
P — TEPUOJIMYECKUE H3NAHUA 10  CHCIMANBHOCTH JUIsl  PEMICHUS | 5o yipyris
) npodeCCHOHATBHBIX 3aa4
yIpaBJICHUS; - OIEHKa IO
- JIEMOHCTpalMsl OTBETCTBEHHOCTH 3a IPHUHATHIE PpELICHMUS,
HopmaruBHbie HATOTaM
00OCHOBAaHHOCTb CaMOAHAJIM3a M KOPPEKLUUS pPe3yIbTaToB
JIOKYMEHTHI, . YCTHOTI'O OIIpoca
COOCTBEHHOI paboTHI;
PETIaMEHTHPYIO CTYICHTOB,
- HCIOJb30BAaHUE 3aKOHOJATENBbHBIX M HOPMAaTUBHO-IIPABOBBIX
mye . - HaOJroneHue
aKTOB IIPU IJIAHUPOBAHUU IIPEINTPUHUMATEIBCKON 1E€ATEIbHOCTU
COCTaBICHUE U . 1o UTOram
B IpodeccuoHaNbHOM chepe;
oopmieHue . . TECTUPOBAHUS,
- IEMOHCTpalus 3HaHUH B 00:1acTH (PUHAHCOBOI IPaMOTHOCTH;
. - HK B
JOKYMCHTAIMHI | 1 oHCTpyKTHBHOCT — B3aMMOJGHCTBHS C  OOYYAIOIIHMHECS, OTCHKa
.. | mpouecce
U TOpSJIOK €€ 6 6
5 IpenojaBaTe/siMu B X0Jie 00y4eHMsI, PyKOBOAUTEISIMU yUeOHOM R —
00paboTKu; .
Moasmia Y TIPOU3BOJICTBEHHOM IPAKTHUK. [POMEKYTOUHO
P -co0roIeHne HOpM PO ECCHOHATBHOMN STHKH; i1 aTTecTanum.
COCTABICHUA M| _ pocrpoenne  nmpoecCHOHAIBHOTO OOGIIEHHS C  Y4EeTOM
opopmieHHs COLMATbHO-TTPO(ECCHOHAIBHOIO CTaTyca, CHUTYallid OOIICHUS,
OpPraHU3alUOHH | 0COOGHHOCTEW TIpymmbl M HHIUMBUAYaAJIbHBIX OCOOEHHOCTEH
o- Y4aCTHUKOB KOMMYHUKAIIHUH;
pacropsiauTens | - TPAMOTHOCTB YCTHOM M MMCBMEHHOU peyH;
HBIX - opopmiieHre J0KyMeHTOB B cooTBeTcTBUU ¢ [OCToMm;
JIOKYMEHTOB, - ICHOCTh ()OPMYJIMPOBAHUS U U3TIOKEHUS MBICIIEH;
BXOIAIIMX B | - IPOSIBJIEHHE TOJIEPAHTHOCTH B Ipoliecce OOIICHMUS;
yuubummposan | coOIr0IeHre HOPM MOBE/IEHUSI BO BpeMs YU€OHBIX 3aHSATHUM;
Hylo  cucremy | cO0JII0/IEHHE CTaHJapTOB HTHKOPPYTUMOHHOTO TIOBEACHHU,
- cOOJII0/IaeT HOPMBI HKOJIOTHUECKOH O€3011acHOCTH;
OpraHU3alMOHH
R — OIpeJeNsieT HaNpaBJICHUS PEecypcocOepekeHus: B paMKax
pohecCuOHANBHOM e TENIbHOCTH 110 CIIEUAIbHOCTH;
PacHOpAMTEIE | . gy hekTHBHOCT  HCMOJB30BAHHS  CPEACTB  (DM3MUECKOi
HBIX KYJIBTYpPBI Ul COXPAHEHUS U YKPEIUIEHUS 310pOBbs B IIpoLiEcCe
JIOKYMEHTOB, npodeccuoHaIbHON JEATENIBHOCTH U NOJEPKAHUSA
YHUQUIHEPOBAH | HEOOXOIMMOTO YPOBHS (DM3UYECKOM TOATOTOBIEHHOCTH,;
HYIO  CHCTEMY | 3(¢(HEeKTUBHOCTh HUCHOJB30BAaHUS B  NpOoecCHOHATbHOU
MepRHUHOH JeSITeIbHOCTH HEOOXOIMMOW JIOKyMEHTAalluM, B TOM 4YHCJE Ha
. MHOCTPAHHOM SI3bIKE
YUETHOM
JOKyMEHTaluu
B 4acTH
JOKyMEHTaluu
10 y4eTy Tpy/a;
[Topsnok
POBEJCHUS
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AKCTIEPTU3BI
IIEHHOCTH
JTOKYMEHTOB |
MIOATOTOBKHU JIE]I
K  apXUBHOMY
XpaHEHHUIO.

TexHonorus
OpraHu3aIu
JTIOKYMEHTOO00p
oTa B
OpraHu3aIUsIX
(Y4pexIeHusx).

Hepequb YMeHHﬁ, OCBAaMBACMbIX B paMKaX OUCIHUIIIIMHBI

IIpuMeHATH Ha 1T
paKTuKe
roCyJapCTBEHH
bIe

CTaH/aPThI, IPY
rue
HOPMaTHBHO M€
TOJIMYECKUE
JIOKYMEHTBI,
periiaMeHTHPYIO
e
OpraHHU3aLuIo
JOKYMEHTAIIUOH
HOTO
obecrieueHus
yIIpaBJICHUS;
CocraBnsith U
paBUIBHO
0hOopMIIATH
OCHOBHBIE BUJIBI
OpraHU3aIMOHH
o-
pacropsInTesb
HBIX
JIOKYMEHTOB;
OdopmitsaTs UH
dbopmMaIoHHO-
CIIPaBOYHYIO
JOKYMEHTAITHIO;
OdopmisaTh kan
pOBYO
JOKYMEHTAIHIO;
OdopmasaTs nipe
TE€H3UOHHO-
HCKOBYIO
JOKYMEHTAIHIO.

- ohopmIieHHE JOKYMEHTOB U PElIeHHE MPAKTUYECKUX CUTYalUii
C HOPMATHBHBIM ITPABOBBIM O0OCHOBAHUEM;

- HCIIOJIb30BaHUE pa3IMYHBIX HMCTOYHUKOB, BKJIIOYAst
AIIEKTPOHHBIE PECYpCHI, Meaua pecypchl, MHTepHeT-pecypchl,
NePUOANYECKHE U3JIaHUS 10 CHEHHATbHOCTU MJIs pPELICHUS
npohecCuOHANBHBIX 3aa4

- JEMOHCTpanus OTBETCTBEHHOCTH 3a TIPUHSATHIE PEUICHHUS,
00OCHOBAaHHOCTb CaMOAHAJIM3a W KOPPEKIHUS pPE3yJIbTaTOB
COOCTBEHHOM PabOTHI;

- HCIIONIb30BAaHHUE 3aKOHOJATEIBHBIX M HOPMATHBHO-TIPABOBBIX
aKTOB MPH IUITAHUPOBAHUU MIPEINTPUHUMATEIHCKON 1eATeTbHOCTH
B IpodeccuoHaIbHOM chepe;

- IGMOHCTpAanus 3HaHUH B 00;1acTH (HUHAHCOBOM IPaMOTHOCTH;

- KOHCTPYKTHBHOCTh B3aMMOJICHCTBHS C OOyYaroluMucs,
IPEnoIaBaTeNs MU B X0Jie 00yUeHHsI, PYKOBOJAUTEISIMHA y4eOHOM
Y TIPOU3BOJICTBEHHOMN MPAKTHUK.

co0uIro/IeHre HOpM NMPO(ecCHOHAIBHOW ATUKH;

— TIOCTpOo€HHE TMPOPECCHOHAIBHOTO OOMICHUS C Yy4eTOM
COLMAJIBHO-TTPO(ECCUOHANIBHOTO CTaTyca, CHUTyallud OOIIeHus,
0coOeHHOCTeHl TPYIIB ¥ WHIUBHTYATEHBIX
0COOEHHOCTEH yUaCTHUKOB KOMMYHHKAIIUH;

- TPaMOTHOCTb YCTHOH M MUCbMEHHOM peun;

- opopmieHre J0KyMeHTOB B cooTBeTcTBUU ¢ [OCToMm;

- ICHOCTh (POPMYJIMPOBAHUS M U3JIOKESHHS MBICIICH;

- IPOSIBJIEHUE TOJIEPAHTHOCTH B IpOLEcCce OOIIEHUS;

- co0JII0/IeHNE HOPM TTOBE/ICHUS BO BpeMsl yUeOHBIX 3aHATHH;

- COOJIIO/IEHNE CTAaHIAPTOB aHTUKOPPYIIIMOHHOTO TTOBE/ICHUS;

- COOJTIOAeT HOPMBI SKOJIOTHUECKOM 0€301acHOCTH;

— ONpeJeNisieT HaNpaBJICHUS PECcypcocOepekeHusi B paMKax
poeCCHOHATILHOMN e TETFHOCTH T10 CIIEIIHATbHOCTH,

- 2(Q@eKTUBHOCTb  HCIIOJIB30BAaHHUS  CPEACTB  (pU3HUECKOU
KYJbTYpbI Il COXPAHEHUS U YKPEIUIEHUS 3JI0pPOBbs B IIpoLiEcce
npodeccuoHaIbHON NEeATEIbHOCTH u MO JIepKAHUA

HE0OXOAMMOT0 YPOBHS (DU3NYECKON TTOATOTOBIICHHOCTH;

- 30hdexTUBHOCTh HUCHONB30BaHUSA B  MPO(HecCHOHATBLHOM
JeATeTLHOCTH HEOOXOIMMON JOKYMEHTAIlMH, B TOM YHCJIE Ha
MHOCTPAHHOM SI3bIKE

- 9KCIIEPTHOE
HaOJII0IeHUE
BBIIIOJIHEHUS
MPAKTUYCCKUX
3aJIaHuMH,

- OIEHKa II0
HATOraM

YCTHOTO OTIpoca
CTYJ/ICHTOB,

- HaOJIFOIeHUE
1o HATOTaM
TECTUPOBAHUS,

- OlEHKa B
npouecce
MPOBEICHUS
MIPOMEKYTOUHO
M aTTecTaruu.
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KoHTpoJIb U OLleHKa pe3yJbTaTOB OCBOCHHUS MUCIUIUTMHBI OCYIIECTBIISACTCS
MPErno/IaBaTesieM B MPOIECCe MPOBEACHUS MPAKTUICCKUX 3aHSATUH, TECTUPOBAHUS,
a TaK)Ke BBHITIOJHEHUS OOYYAIOMMMUCS WHIWBUAYATbHBIX 3aJIaHUN, IMPOEKTOB,
VCCIICIOBAHUM.

HTOroBbIM KOHTPOJIEM OCBOCHHS O0YUAIOIIMMHUCS TUCITUTUIMHEI SIBIISICTCS
nuddepeHIupoOBaHHBIN 3a4eT.

16



