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1. OBIIIASI XAPAKTEPUCTUKA IPUMEPHOM PABOYEN TPOT PAMMBI
YYEBHOU JUCIHUATIJIAHBI
«OI1.06 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHU S

1.1. MecTo ucuMIVIMHBI B CTPYKTYPe OCHOBHOMH 00pa30BaTe/IbHOM NPOrpaMMbl
VYuyebHasg ucuMIUIMHA «/{oOKyMeHTalMOHHOEe o0OecreuyeHne YIpPaBICHUA» SIBIISETCS

oOs3atenpHOM  yacThio  OOmienpodeccuoHAIbHOTO LHMKJIA MPUMEpPHOM 00pa3oBaTeiabHON

nporpammel B cootBeTcTBUU ¢ @PI'OC CIIO 1o cneunaibHOCTH.
Oco0oe 3HaueHWEe [UCUUIUIMHA HMeeT Npu (OPMUPOBAHMM U PA3BUTHH OOIIKX
xomnereHuuit OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 07, OK 08, OK 09.

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

Y 3HaHUs
Kon YMeHus 3HaHud
IIK, OK
OK 01, IIpumeHATH Ha npaktuke | TepMuHOIOrMIO B obnactu
OK 02, roCyJ1apCTBEHHBIE CTaHJIapThl, | TOKYMEHTAlHOHHOTO obecrieueHus
OK 03, JIPYrUe HOPMATHUBHO-METOJIUYECKHE | YIIPABICHUS,
OK 04, JOKYMEHTBI,  pernameHtupyomue | HopmatusHbie JIOKYMEHTHI,
OK 05, OpraHM3alfi0 JOKYMEHTAIMOHHOTO | PErJaMEHTUPYIOIIUE  COCTaBJIEHHWE U
OK 06, o0ecrieueHus yrpaBIeHUS; oopmIIeHHE NOKYMEHTAllUU U TMOPSI0K
OK 07, CocraBiAaTh u MPaBWIBHO | €€ 00paboTKH;
OK 08, opopMIIATH OCHOBHbIE Bunbl | [IpaBuiia cocraBieHus ¥ OQOpPMIICHUS
OK 09, OpraHU3alOHHO- OpraHU3aL[MOHHO-PACIOPSAAUTENbHBIX
K 1.2, pacnopsAUTENbHBIX TOKYMEHTOB; JIOKYMEHTOB, BXOSIINX B
K 1.3. OdopmisaTs nH(pOpMAITMOHHO- | YHU(DHUITIPOBAHHYIO CUCTEMY
CIPaBOYHYIO JOKYMEHTALHUIO; OpraHU3al[MOHHO-PACIOPSAAUTENbHBIX
OdopmnsaTth KaJIpOBYIO | TOKYMEHTOB, YHUPUIITPOBAHHYIO
JOKYMEHTAIHIO; CUCTEMY NEPBUYHON Y4ETHOU
Odopmitsath MIPETEH3UOHHO- | JOKYMEHTAIIMH B YACTU JOKYMEHTAIUH 110
HCKOBYIO JIOKYMEHTALIHIO. yuery Tpyaa;
Ilopsnox  mpoBeneHUst  DKCIEPTU3bI

IIEHHOCTH JJOKYMEHTOB U TIOJITOTOBKH JICIT
K apXHBHOMY XPaHCHUIO.
TexHonoruto OpraHu3aluu
JTIOKYMEHTOO0OpOTa B

(YUpeKIeHUSX ).

OpraHU3aIMsIX




2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM U CIHUILIMHBI
2.1. O0beM yueOHOI JMCHMIIJIMHBI M BUABI Y4e0HOH padoThI

Bun yueOHo# padoThI O0bem B yacax
O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM JMCIHUIITHHBI 36
B T.4. B opMe NPAKTHYECKOH MOATOTOBKH 18
BT. 4.:
TEOpETHYECKOe 00yUeHne 18
IPAKTUYECKHUE 3aHSITUS 18
Camocmosmenvnas paboma * -
IIpomeskyTouHas aTTecTaAUMS

v Camocmosmenvnas paboma € pamkax 00pa306amMenbHOU NPOSPAMMBL  NAAHUPYEMCA  0OPA306AMENbHOI

opeanusayuei ¢ coomsemcmeuu ¢ mpedoganuamu PIOC CIIO 6 npedenax obvema yuebHOU OUCYUNTUHBL 8
KONuYecmee 4acos, HeoOX00UMOM Ol GbINOJHEHUs 3A0AHULl CAMOCMOAMENbHOU padomvsl 00yYAOUUXCA,
npeodyCMOMPEHHbIX MEMAMUYECKUM NIAHOM U COOEPICAHUEM YUeOHOU OUCYUNTIUHDL.



2.2. TeMaTuuyeCKMil IJIAH U COJAepPKaHMEe YUeOHON JUCUMIIIMHBI

O0beM, akaj.
g/
B TOM 4YHCJIE B

Koanl kommneTeHIuid,

HaumeHoBaHue Conep:xkanue yueOHOro Matepuasia u GopMbl OPraHu3amum ¢dopmupoBanuio
pa3/iesioB U TeM NAesITeIbHOCTH 00YYa0LIUXCS (bopme .. | KOTOPBIX cIOCOOCTBYeET
NPAKTHYECKOMH
3J1eMeHT NMPOrpamMMbl
NOATOTOBKH,
akaj. 4
1 2 3 4

Pazgen 1. OCHOBBI JOKYMEHTHUPOBAHMUSI YIIPABJIEHYECKOM JESATEJIBHOCTHU 512
Tema 1.1 IlonsaTne 0 | Cogep:kanue yueOHOro Mmarepuajia 1 OK 01, OK 02, OK 05,
AOKYMEHTAllMOHHOM | OCHOBHBIE CBOWCTBA JOKYMEHTOB M MX (DYHKIIMU B CHUCTEME YIpPaBICHUS. OK 09
odecrnedyeHuH [Tonstne nokymenra. WMudopmamuss u mokymeHnt. Kiaccudukanus IIK 1.2, 11K 1.3
ylnpaBJeHus, JOKYMEHTOB: MO BHUAY O(QOPMIICHHS;, IO COACPKaHHUIO; MO ¢Gopme; Mo
AOKyYMEHTe 1 MIPOUCXOXACHNUIO; IO cpeAcTBaM (UKCALMK; 10 CPOKaM XpaHEHMs. 1
cnocodax MatepuanbHble HOCUTEIN UH(pOpMALIUH.
noxkymentuposanus | [lonstue nokymeHTHpoBaHHUs. OCHOBHBIE CIOCOOBI JTOKYMEHTHPOBAHUS.

OCHOBHBIE COBPEMEHHBIE TEXHOJIOTMH, NPUMEHSEMBIE NIPU OpraHU3aLUuU

paboThI ¢ JOKYMEHTAaMH B OpraHU3alusAX (YUpeKICHUSX).
Tema 1.2 Coaep:xanue y4eOHOro MaTepuasa 1
HopmaTtusHo- HopMaTuBHO-IpaBOBBIE  aKThl, PETYJIHUPYIOIIHE JIOKYMEHTALMOHHOE OK 01, OK 02, OK 05,
npasosas 6aza oOecrnieueHre yrnpapiaeHUs. Y HUPUKAUSA U CTaHIapTU3AIUs] KaK OCHOBHbBIE OK 09
AOKYMEHTAIIMOHHOI0 | HAIPABJICHUS COBEPILICHCTBOBAHUSA JOKYMEHTOB U JOKYMEHTAILUOHHOTO IIK 1.3
obecneueHust o0ecrieyeHus yrpaBaeHUs.
ynpaBJIeHHUS IlepeyeHb OCHOBHBIX FOCYJapPCTBEHHBIX CTAHAPTOB HA YHU(DHUIIMPOBAHHBIE 1

CUCTEMBl JOKyMeHTauuu. (OCHOBHBIE TIOJIOKEHHUSI TOCYJapCTBEHHOMN

CHCTEMBl JIOKyMEHTAIllMOHHOTO obecrieueHus ymnpasieHus. CocraB

YHU(PUIUPOBAHHBIX CUCTEM JIOKYMEHTaIUU: OpraHU3aIOHHO-

pacrnopsAuTeNnbHas, OTYETHO-CTaTUCTHYECKas!, pUHaHCOBAs U JIp.

Coaep:kaHue yue0HOro MaTepuaa 3/2




Xapakrepuctuka, cocraB u cogepxkanue ['OCTa Ha cucremy

OpTraHU3aIOHHO-PACHIOPSIAUTEIBHON TOKYMEHTAUUU. YHUPUIIMPOBAHHASL

OK 01, OK 02, OK 03,

Tema 1.3 Cnoco0bl m | cucTEMA OpraHU3aIlMOHHO-PACIOPAIUTEIbHON JIOKYMEHTAIUH. 1 OK 04, OK 05, OK 06,
NPABHJIA CO3IAHUS TpeboBanust k odopmieHUIO TOKyMeHTOB. Dopmynsip-oopazen OPJI. OK 07, OK 08, OK 09
JOKYMEHTOB [TpaBuna opopmieHus peKBU3UTOB, periaameHTHpoBaHHBIX [[OCTowm. K 1.2, 11K 1.3

B TOM 4ymciIe NIPAKTHYECKUX 3aAHATHI 2

[Tpaktrueckoe 3anstue Nel. OdopmiieHre peKBU3UTOB Ha IOKYMEHTaX. 2
Pazpnen 2. OPTAHU3AIIUA CUCTEMbI JOKYMEHTALHUOHHOI'O OBECIIEYEHUSA 26/14
Tema 2.1 Conep:xanue yueOHOro MaTepuaJia 4/2 OK 01, OK 02, OK 03,
Odopmienue XapakTepucTuka M COCTaB CIPaBOYHO-MH(POPMAIIMOHHBIX JIOKYMEHTOB OK 04, OK 05, OK 06
HH(POPMATTHOHHO- (cmy>xe0HBIX TTUCEM, CIIPABOK, 3asBICHUH, aKTOB, IPOTOKOJIOB, TOKIaIHBIX 5 IIK1.2,1IK 1.3
CIPaBOYHOM U OOBSCHUTEIBHBIX 3alUCOK), TpeOOoBaHHA K UX OGOPMICHHIO.
AOKYMEHTAIlUH JIoKyMeHTUpOBaHUE AITETbHOCTH KOJUIETHAbHBIX OPTaHOB.

B ToM 4nciie npakTHYECKUX 3aHATHI 2

[Tpaktryeckoe 3anstue No2. Odopmienne nHGOPMAITIOHHO-CIIPABOYHON 5

JIOKYMEHTAIUH.
Tema 2.2 Coaep:xanue y4eOHOro MaTepuasa 6/2 OK 01, OK 02, OK 03,
Od¢opmienue OCHOBHBIE TpYMNIbl OPraHU3ALMOHHO-PACHOPAIUTEIbHBIX JOKYMEHTOB. OK 04, OK 05, OK 06,
OpPraHM3anMoOHHO- XapakTepucTUKa M COCTaB OPraHU3aLMOHHBIX JOKYMEHTOB (YCTaBa, OK 07, OK 08, OK 09
PACHOPAAUTEIBbHON | OJOXKEHUS,, MHCTPYKLUUHU, TOJKHOCTHOM HWHCTPYKLUH), TpeOOBaHMS K K 1.2,T1IK 1.3
AOKYMEHTAIUH odopmiieHnI0. XapakTepUCTUKa U COCTaB PACIOPAIUTENbHBIX IOKYMEHTOB

(mocTaHOBNIEHUs, TMpHKa3a, pEIIEHUs, pacHOPsHDKEHUs,  YKa3aHUs), 4

TpeboBaHUs K UX 0OPMIICHHUIO.

[loHsiTHEe NO/UIMHHUKA, KOMUHU, BBIMHUCKH, IyOnukata. Buasl komui

JTIOKYMEHTOB, OCOOCHHOCTH 3aBEPEHHUS KOMHUI U BBITUCOK HOTapUaTbHBIMU

KOHTOpaMU ¥ JTOJKHOCTHBIMHU JIUIIAMH OpTaHU3aIui.

B ToM 4mciie NpaKTHYECKHUX 3aHATHH 2

[Tpaktrueckoe 3anstue Ne3. OdopmieHne opraHu3aMOHHO- 5

pacmopsAIUTENbHON JOKYMEHTAINY.




Tema 2.3 | CoaeprxaHue yueOHOIr0o MaTepuaa 6/4 OK 01, OK 02, OK 03,
Odopmiaenue 3asBrIeHMs U PUKA3bI 110 JUYHOMY cocTaBy. JImunast kapTouka Gpopmsl T-2 5 OK 04, OK 05, OK
Ka/IPOBOH U JINYHBIE Jel1a 06,09
JAOKYMEHTAIlUHU B TOM 4ymciIe NIPAKTHYECKUX 3aAHATHI 4 [IK 1.3

[Tpaktrueckoe 3anstue Ned. OdopmieHre KaapoBoOi JOKYMEHTAIUH. 4
Tema 2.4 JloroBopHo- | Conep:xanue yueOHOro MaTepuaJjia 4/2 OK 01, OK 02, OK 03,
npaBoBast [TonsiTre noroBopa. OCHOBHBIE pa3ienbl JoroBopoB. [lopsaok opopmiieHus 5 OK 04, OK 05, OK 06
AOKYMEHTalusA TPYIOBOTO AOT0OBOPA, AOTOBOPA ITOCTAaBKH, 10IOBOPA KYIUIM-IIPOAAKH. I[IK1.2,1IK' 1.3

B TOM umMciIe IPAaKTHYeCKUX 3aHATHI 2

[IpakTuyeckoe 3ansatue Ne5. OdopmiieHue 10roBOPOB. 2
Tema 2.5 | Copep:xkanmne yueOHOro MmaTepuajia 6/4 OK 01, OK 02, OK 03,
IIperen3zuonHo- OCHOBHBIE PEKBU3UTHI U TMOPAAOK O(OPMIICHUS MPETEH3UI, OTBETOB Ha OK 04, OK 05, OK 06,
HCKOBas nperensuto. fOpunmyeckas cnyx0a, BBIIOJHAIOMAS TPETEH3MOHHO- OK 07, OK 08, OK 09
AOKYMEHTalus HCKOBYIO paboTy Ha npeanpusatuu. KypHan peructpaiuu npeTeH3uil. 2 [K 1.2, 11K 1.3

ITopsimox odopmieHHsI HMCKOBBIX 3asBICHUH M IPEACTaBIEHUE HX B

ApOUTpaKHBIi CyI.

B ToM 4mciie NPaAKTHYECKUX 3aHATHIA 4

[Ipaktnueckoe 3anstue Ne6. OdopmieHue NpeTeH3MOHHO-UCKOBOM 4

JTOKYMEHTAIHH.
Pazngen 3 OPTAHU3BALIUA PABOTHI C JOKYMEHTAMMUM B OPTAHU3ALUSX 5/
(YYPEXKAEHUSX)
Tema 3.1 Coaep:xanue yueOHOro MaTepuasa 1 OK 01, OK 02, OK 03,
Texnonorns VYnpasieHne W Jenonpou3BoAcTBO.  OpraHuzalvoHHbIE  (HOPMBI OK 04, OK 09
OpraHM3anuu nenonpousBoAcTtBa.  Ciyxx6a  JOKYMEHTAlMOHHOTO  oOecredyeHus I[IK1.2,1IK 1.3
AOKYMEHT0000pOoTa B | YIpaBJICHHUs, OCHOBHAas 3ajgada, (YHKIUH, THIOBBIE CTPYKTYPHI, 1
OpPraHu3auMsIxX JOJDKHOCTHOM cocTaB. PermamenTtanus pabotsl ciry:x061 IOY. [IpumepHoe
(YupexneHusix) MOJIOXKEHHUE O CITy>KOe JTOKYMEHTAllMOHHOTO OOecreueHusl yNnpaBieHUs U

TOJKHOCTHBIE HHCTPYKITUH.

Coaep:xanue yueOHOro MaTepuaa 3/2




[Tonatus mpeanoxeHust, 3asBiIeHUS W KajnoObl. [lpmem u perucrpanus

Tema 3.2 MHCEM IpaxkaaH. PaccMoTpeHue u pa3pelieHue nuceM, CpoK pacCMOTPEHUS.
OcobeHHocTHn AHau3 nucem rpax/iaH. OK 01, OK 02, OK 03,
JeJIONPOU3BOACTBA Koudunenmmansnoe aemonpon3BoacTBo. ['pud orpannyenust gocryma K 1 OK 04, OK 05, OK 06,
1o o0pameHusiM JIOKYMEHTY. ABTOMAaTHU3MPOBAHHBIE CHCTEMBI PaOOTBI C JOKYMEHTaMH. OK 07, OK 08, OK 09
Irpa:kaaH u CpencrBa W3TrOTOBJICHMS, KONHUPOBAHUS W Pa3MHOXKEHUSA JTOKYMEHTOB. K 1.2, IIK 1.3
Konduaennuaabuoro | Opranusanus pabo4nux MecT.
JeJIONPON3BO/CTBA B ToM yHc/ie MPAKTHYECKUX 3aHIATHH 2

[TpakTuueckoe 3ansarue Ne7. OdopmiieHre oOpameHnid Tpax/IaH. 2
Tema 3.3 Conep:xanue yueOHOro MaTepuasa 1 OK 01, OK 02, OK 03,
Cucremarmn3anus [TonsTne  moxkymeHTtooOopoTa. OOImMe  MPUHIMIBI  OpPTaHU3ALUU OK 04, OK 09
JAOKYMEHTOB, JOKYMEHTO00O0pOTa, €ro OCHOBHBIE 3TaIlbl: MPUEM U IiepBUYHas 00paboTka K 1.2, TIIK 1.3
(¢opmMupoBaHue UX B | TOKYMEHTOB; pacIpelieleHHe MOCTYNUBIINX JAOKYMEHTOB; PETrUCTpalUs
AeJia U mepeaayva B JOKYMEHTOB M IMPEABAPUTEIBHOE HX PACCMOTPEHHUE; PACCMOTpPEHUE
apXMB OPraHM3alMH | JIOKYMEHTOB PYKOBOJACTBOM OpraHu3aiuu (yu4peKJaeHHs ) U HallpaBJIEHUE UX 1

Ha MCIOJIHEHUE; UCIIOJIHEHUE W KOHTPOJb 32 HUCIOIHEHUEM JIOKYMEHTOB;

TEKyIllee XpaHEHHE TOKYMEHTOB.

Homenkinarypa nen. O6paboTka fesn uisi TOCIeayIOIIero XpaHeHus.

DKcnepTu3a HEHHOCTH TOKYMEHTOB, O(hopMIIeHUE J1eTI, COCTaBICHHE

omuceit. Cnada fien B apXuB.
[TpomexyTouHas aTTecTalus
Bcero: 36




3. YCJIOBHUA PEAJIN3AIIMA YYEBHOW TUCIUATIINHBI

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

Kabuner  «JloKyMEHTallMOHHOTO obecriedeHUsT  YIpPaBICHUY, OCHAILICHHBIN
B COOTBETCTBUHU C 1. 6.1.2.1 oOpa3oBaTeIbHON MPOrpaMMBbl IO CHICITUATBHOCTH.

3.2. UndopmanmonHoe odecneyeHne peaau3anun NporpaMmmbl

Jiga peanuzanuu MporpaMMbl OUOIHOTEUHBIH (GOHI 00pa3oBaTeNbHON OpraHu3aliu
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
HMXXC IICYAaTHBIX I/ISIIaHI/Iﬁ n (I/IJII/I) SJICKTPOHHBIX I/I3[[aHl/Iﬁ B Ka4C€CTBC OCHOBHOIO, IMpHU 3TOM
CIIUCOK MOXET OBITh JJOTIOJIHEH APYTUMHU U3JaHUSMHU.

3.2.1. OcHOBHBIE T€YATHDBIE H3TAHUS
1. 1. Ky3Hnernos, . H. JlokymMeHTanmoHHoe oOecrieuenue
yrpapieHus. JJOKkyMEeHTOOOOPOT U JEIONPOU3BOACTBO | YUCOHUK H MPAKTUKYM
s cpenHero npodeccuonansHoro obpasosanus / U. H. Kysnenos. — 4-¢ u3g.,

nepepab. u jgom. — MockBa: WM3parensctBo IOpaiit, 2023. — 545c¢. —
(ITpodeccuonanproe oopazosanne). — ISBN 978-5-534-16004-8.

2. bacakos, M. U., JlokymeHTallmoHHOE oOecrieyeHue yrnpaBieHus (C
OCHOBaMH apxHuBOBeleHHUs) : yueOHoe mocodue / M. U. bacakoB. — Mocksa :
KuoPyc, 2023. — 216 c¢. — ISBN 978-5-406-11367-7. — URL:
https://book.ru/book/948724 (nmara oOpamenus: 26.06.2023). — Tekcr
3IIEKTPOHHBIM.

3.2.2. OcHOBHbIE 3JIEKTPOHHbIE U3IaHHUS

1. Bapmynn, B. B., JlokymeHTalmoHHOE oOecrieueHue yrnpaBieHUs :
yueOHuk / B. B. Bapmyna. — Mocksa : FOctunus, 2022. — 271 ¢. — ISBN 978-
5-4365-8902-2. — URL: https://book.ru/book/942707 (nara oOparieHus:

26.06.2023). — TeKcT : DIeKTPOHHBIIA.

2. Kopnees, U. K. JlokymeHTanimoOHHOE OOECTIeYeHUE YIpPaBICHHS
y4eOHUK ¥ MPaKTUKYM JUIS CPEIHEro mnpogecCHOHAIBHOro obOpa3oBaHus /
. K. Koprees, A. B. ITmenko, B. A. Mamypres. — 3-¢ u3., nepepad. u 101, —
MockBa : WsmarensctBo IOpaiit, 2023.— 438 c.— (IIpodeccronanproe
obpaszoBanme). — ISBN 978-5-534-16002-4. — Tekct : dIEKTPOHHBIA //
Oo6pa3oBarenbHas wiatdopma IOpaiit [calT]. — URL:
https://urait.ru/bcode/523611 (maara obpamenus: 26.06.2023).

3. Ky3uenos, . H. JlokymMeHTaImmoHHOE OOECIieYeHHEe YIpPaBICHHS.
JIOKyMEHTOO0OPOT U JETONMPOU3BOACTBO : Y4EOHUK M MPAKTUKYM JUIS CPEIHEro
npodeccuoHanbHOro obOpazoBanusi / WM. H. Ky3nenos. — 4-e uzz., mepepad. u
non. — Mocksa : U3pgatensctBo IO0paiit, 2023. — 545 ¢. — (IIpodeccuonanbroe
obpasoBanue). — ISBN 978-5-534-16004-8. — Tekct : oanekTpoHHbid //



O6pazoBaTenbpHas maTdopma Opaiit [caiT]. — URL:
https://urait.ru/bcode/523613 (mara obpamenus: 26.06.2023).

4. Kysnenona, . B. JlokymeHTanimonHoe o0ecriedyeHue ynpaBiaeHus :
yuebHoe nocobue mis CITO / U. B. Ky3uenora, I'. A. XauatpsiH. — 2-¢ u31. —
Caparos : [IpodobpazoBanue, Aii [Tu Op Menua, 2019. — 166 c. — ISBN 978-5-
4486-0404-1, 978-5-4488-0216-4. — TekcT : SIEKTPOHHBIA // DIEKTPOHHBIN
pecypc mudpooii odpazoBarensHoit cpeapl CIIO PROFoOpa3oBanue : [caiiT]. —
URL.: https://profspo.ru/books/80326

5. [llysanosa, H. H. JlokymeHTaIlimoHHOE 0OeCrieYeHUE yIPaBICHHUS !

y4eOHMK M TPAKTHKYM JUIS CpPEIHEro MpogecCHoHAIBHOro obOpa3oBaHus /
H. H. lllyBanoBa. — 3-e u3x., mepepad. u qorn. — Mocksa : M3parensctBo FOpaiir,
2023. — 247 c. — (IIpodeccuonanbuoe obpazosanme). — ISBN 978-5-534-
16538-8. — Tekcr : anexTponHsIii // OOpa3oBarenbHas miatdopma FOpaiir [cait].
— URL: https://urait.ru/bcode/531240 (mata obpamieHus: 26.06.2023).

3.2.3. JlonoJtHUTEIbHbIE HCTOYHHKH

1. AJbOOM TIEpBUYHBIX TOKYMEHTOB: JekTpoHHas kaura (1 CD).- M.:
NJ1 «PaBuoBecue».- (Cepus JlenoBbie TOKYMEHTBI», BHIIL. 6).

2. PrrxakoB A.I1. OOpa3iibl TOKYMEHTOB AJisi TPaXAaH: DJIEKTPOHHAS
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4. KOHTPOJIb U OHEHKA PE3YJIbTATOB OCBOEHUA

YYEBHOM JUCIHUILINHBI
Pe3syabTaTsl Kpurepum ouenkn MeToabl OLlEeHKH
00yuyeHusi

[lepeuens 3HaHUH, OCBAaNBAEMBIX B PAMKAaX TUCITUTLIAHBI

TepMuHosorus B | - ohopMIIeHNE TOKYMEHTOB U pEIIEHHE | - SKCIIEPTHOE HAOII0ICHNE

obnactu MPAKTUIECKIX CUTyaIui C | BBITIOJTHEHUS

JOKYMEHTAI[MOHHOTO HOPMAaTUBHBIM MIPABOBBIM | MIPAKTUYECKUX 3aaHUH,

obecrniedeHus 000CHOBaHUEM; - OIEHKa TI0 WTOram

yIIpaBJICHUS; - UCTIOJIb30BAHUE Pa3IMYHBIX | YCTHOTO orpoca

HOpMaTI/IBHBIe HCTOYHHKOB, BKIJIIOYas OSJICKTPOHHBIC CTYJICHTOB,

JIOKYMEHTHI, pecypchl, Menua pecypenl, IHTepHeT- | | yagmonenne mo mroram

PETIAMEHTHPYIOIIHE pecypcbl, IepUOIUYECKUe U3TAHUS 110 TeCTHPOBAHE,

CHEIUATBHOCTH JUTST perieHus

COCTaBJICHHE 1 | [1podeccHoHATBHBIX 3314 - OLIEHKa B Tpolecce

opopmiteHHE - JICMOHCTpAIHs OTBETCTBEHHOCTH 3a | L POBCACHHA

AOKYMCHTallUH U | npunHsThIC pelienns, 000CHOBAaHHOCTD HPOMEIRYTORHOR
aTTEeCTaIlNN.

MOPSIZIOK €€ 00padoTKH;
[IpaBuna cocTtaBieHUS
u odopMIIeHUS
OpraHu3aIOHHO-
pacnopsAUTENbHBIX
JTOKYMEHTOB, BXO/ISIINX
B YHUDUIUPOBAHHYIO
cUCTEMY
OpTraHU3aIMOHHO-
pacropsIuTeIbHBIX
JOKYMEHTOB,
YHU(DUITUPOBAHHYIO
CHUCTeMYy  NEepBUYHOMN
Y4ETHOM
JTOKYMEHTAI[MH B 4acTH
TOKYMEHTAITUH
yUeTy Tpyna;
[Topsimox  mpoBeneHus

Io

OKCIICPTU3BI
HAOKYMCHTOB
IIOATOTOBKHU

LIEHHOCTHU

U

Jen K
apXMUBHOMY XpPaHEHHUIO.

Texnonorus
OpraHu3au
JOKYMEHTO000poTa B
OpraHM3aIusIxX
(Y4pexIeHHUsX).

camoaHaln3a u KOPPEKIHSI
pe3yJIbTaToOB COOCTBEHHOH pabOTHI;

- MCIIOJIb30BaHME 3aKOHOJATEIbHBIX H
HOPMAaTHBHO-IIPABOBBIX ~aKTOB  TPHU
TUIAHUPOBAHUH
HpEANPUHUMATEIILCKON IS TeIbHOCTH
B ipodeccuoHanbHOM chepe;

- JIEMOHCTpalus 3HaHUW B OO0JACTH
(MHAHCOBOW TPAMOTHOCTH;

- KOHCTPYKTHBHOCTb B3aUMOACUCTBUS
C 06y‘IaIOH_[I/IMI/IC$I, nmpenoaaBaTeiIIMu
B X0I€ 06yquI/1${, PYKOBOAUTCIIAMU

y4eOHOM M MPOU3BOJCTBEHHOH
MIPaKTHUK.
-co0JII0/IeHNe HOpM

poeCCHOHAIBHON ATUKU;
MOCTPOCHHUE TMPOQPECCUOHATBHOTO

o0IIeHUsT ¢ y4eTOM  COIMaJIbHO-
npogecCuoHaIbHOTO cTaryca,
CUTyallMd OOIIeHUs, OCOOEHHOCTEH
TPYIIIIBI u WH/IUBUTyaTbHBIX
ocobeHHocTel Y4aCTHUKOB
KOMMYHHKAITIH;

- TPaMOTHOCTh YCTHOM M MUCHMEHHOM
peun;

- odopmieHHe  JIOKYMEHTOB B
cootBeTcTBHH ¢ 'OCToMm;

- SCHOCTh

dbopMynupoBaHus U

H3JI0KCHUA MBICJICI‘;I;




- TpOSIBIICHHE TOJEPAHTHOCTH B
mporecce OOIIeHUs;

- CcOOJII0JICHWE HOPM TIOBEJCHHS BO
BpeMsl YUEOHBIX 3aHSTUI;

- coOuroIcHHe CTaHJapTOB
AQHTUKOPPYIIIUOHHOTO MOBEJICHHUS;

- CcOOJI0AaeT HOPMBI HKOJIOTHYECKOM

0e301acHOCTH;
— orpeenserT HaIpaBJICHUS
pecypcocoepexeHus B pamKax

po(hecCHOHATILHON JIEATEIBHOCTH T10
CHEIHUATBHOCTH;

- 9(QQeKTUBHOCTh  HCIOIH30BAHUS
cpencTB (HU3MYECKOW KYJIBTYPBI LIS
COXpPaHEHHSI U YKPETUICHHS 3/10POBbI B
nporiecce npodeCCHOHATLHON
JeSITeIbHOCTH u TOI/ICPKaAHUS
HEOOXOUMOT0 YpOBHS (U3HUECKOM
MOJITOTOBJICHHOCTH;

- 3 PEeKTUBHOCTh HCIIOJIb30BAaHUS B
npoeCCUOHATLHON JEeSITeTbHOCTH
HEOOXOIUMOW JOKYMEHTAllui, B TOM
YHCJIC HA HHOCTPAHHOM SI3BIKE

HepequL YMCHHﬁ, OCBAMBACMBIX B PaMKaxX JUCHUITIJIMHBI

IIpumMeHATH Ha
MPaKTUKE
rocyJapCTBEHHBIC
CTaHIapTHI, Ipyrue
HOPMaTHUBHO-
METOANYECKUE
JIOKYMEHTBHI,
periiaMeHTHPYIOLIe
OpraHu3aIHIo
JIOKYMEHTAIMOHHOTO
o0ecrnieyeHus
YIpaBIIEHUS;
CocraBnATh u
MPaBIWIBHO O(QOPMIISATH
OCHOBHBIE BH/IbI
OpraHU3alMOHHO-
pacropsiIUTETbHBIX
JIOKYMEHTOB;
OdopmsaTs
MH(OPMAaLIMOHHO-
CIIPaBOYHYIO
JIOKYMEHTAIUIO;

- opopmIIeHHE TOKYMEHTOB U PELICHHE

HpaKTI/I‘-IeCKI/IX CI/ITyaHI/Iﬁ C
HOpMaTI/IBHI)IM Hp ABOBBIM
000CHOBaHHEM;

- HCIIOJIb30BaHHE Pa3TMYHBIX

WMCTOYHUKOB, BKJIIOYAs JIIEKTPOHHBIE
pecypcel, Menua pecypcsl, MHTepHeT-
pecypchl, IEpUOINYECKUE U3/1aHus 110
CHEeHUATBHOCTH JUTst perreHus
npodecCHOHATBHBIX 3aa4

- JIEMOHCTpAIUsi OTBETCTBEHHOCTH 3a
NPUHATBIE PelIeHHs, 0O0CHOBAHHOCTh
camoaHaimn3a u KOPPEeKIUs
pe3yNbTaTOB COOCTBEHHOM PabOTHI;

- HMCIIOJIb30BaHME 3aKOHOJATEIBHBIX H
HOPMAaTUBHO-TIPABOBBIX ~ aKTOB  IPHU
TUTAHUPOBAHHUA
NPEINPUHIMATEIBCKON e TeTLHOCTH
B IipodeccuoHanbHoO chepe;

- JIEMOHCTpaIus 3HaHWW B OO0JACTH
(buHAHCOBOW TPAMOTHOCTH;

- KOHCTPYKTUBHOCTh B3aMMOJICHCTBHS

C 06y‘{aIOI_I_II/IMI/IC$I, npenoaaBaTeIsIMU
B X0I€ O6y‘lCHI/I$I, PYKOBOIHUTCIIAMHA

- OKCIICPTHOC Ha6J'IIO,I[CHI/Ie
BBITIOJTHCHH A
IMPAKTUYCCKUX SaHaHHﬁ,

- OIEHKAa TII0 HTOram
YCTHOTO orpoca
CTY/ICHTOB,

- HaOJNIOJEHUE II0 MTOraM
TECTUPOBAHUS,

- OIICHKa B
MPOBEICHUS
MIPOMEKYTOYHOU
aTTeCTallHH.

nporecce




OdopmisATs KaapOBYIO
JOKYMEHTAIHIO;
OdopmnsTh
MIPETEH3UOHHO-
HCKOBYIO
JTOKYMEHTAIHIO.

y4yeOHOM M MPOU3BOJICTBEHHOMN
MPaKTHK.
-cobmroienne HOPM
po(hecCHOHATLHOM ATUKH;

— TmocTpoeHHe TNPO(HEeCCHOHATBHOTO
OOIIEHUsT C YYEeTOM  COIMaJbHO-

pohecCHOHATLHOTO cTaryca,
CUTyalluu OOIIeHusl, OCOOCHHOCTEH
TPYIIIBI 51 WHIMBUTYJIbHBIX
oco0eHHOCTEH YYaCTHUKOB
KOMMYHHKAITIH;

- TPaMOTHOCTb YCTHOM M IIMCBMEHHOH
peuu;

- odopmieHHE  JIOKYMEHTOB B
cootBercTBUM ¢ 'OCTowMm;

- SCHOCTb  (OpPMYJIMpPOBAHUA H
U3JI0’KEHUS MBICIIEH;

- MpOSIBIEHWE TOJIPAHTHOCTH B
rpoliecce OOIIeHHUS;
- coOiro/leHe HOPM IIOBEJICHHSI BO

BpCM:1 y‘I66HLIX SaHHTHﬁ;

- co0ntoieHue CTaH/IapTOB
AQHTUKOPPYMIIMOHHOTO MTOBEACHUS;
- coOyoaeT HOPMBI HKOJOTHYECKOM

0e301acHOCTH;

— ornpezenser HaIpaBJICHUs
pecypcocOepexeHus B pamKax
npoecCHOHANBHOM JESTEIBHOCTH T10
CICIUATLHOCTH;

- 9] QeKTUBHOCTh  HCMOIH30BAHUS
CpencTB (U3MYECKON KyJIbTYphI IS
COXpaHEHHUsSI U YKPETIJICHUS 37J0POBBS B
nporecce npodeccrnoHaTbHON
JESITEIbHOCTH u MO P>KaHUS
HEOOXOUMOTO YpOBHS (U3HUECKOMN
MOJITOTOBJICHHOCTH;

- 9(peKTUBHOCTh HCIOIB30BAHUS B
npodeccHoHaNbHOM JeSITENbHOCTH
HEOOXOAUMOM JTIOKYMEHTAllUh, B TOM
Yrclie HA MHOCTPAHHOM SI3BIKE







