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1. OBIIAS XAPAKTEPUCTUKA PABOYEN ITPOI'PAMMBI YUEBHO! JJUCLUITIJINHBI

1.1. MecTO IMCUMIJIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOI MPOrpaMMbl
VYdeOHas TUCHMILIMHA «J{OKyMEHTAIIMOHHOE OOCECIICUCHUE YIIPABICHUS SIBIISICTCS 00s3aTEIBHON YacThIO
OobmenpodeccnoHanTpHOTO MHUKIA 00pazoBaTenbHON Tporpammel B cooTBerctBur ¢ PI'OC CIIO mo
cnenuanbHocTy 40.02.04. YOpucnpynennus
Ocoboe 3HaYeHne JUCUUIUIMHA UMEeT TpU (popMupoBaHuy U pa3Butuu o0mmx komnereniuii OK 01, OK 02,

OK 03, OK 04, OK 05, OK 06, OK 07, OK 08, OK 09.

1.2. I_[e.m, U IINIAHUPYEMBIE PE3YJbTATHI 0OCBOCHUSA TUCHUIIJIMHBI:

B paMKax MmporpamMmbl yqe6H0171 JUCHUITIIMHBI 06y‘laIOH_[I/IMI/IC${ OCBAaMBAKOTCAd YMCHUA U 3HAHHA

OdopMisaTe NMPETEH3NOHHOUCKOBYIO

JIOKYMEHTAIHUIO.

Kon Ymenus 3HaHusA
IIK, OK
OK 01, [IpumeHATH Ha IIPAKTUKE TepmunoOrNIO B obsactu
OK 02, rocyJapCTBEHHbIE CTAHJAPTHI, | JOKYMEHTAIIMOHHOIO 00eCIeueHus
OK 03, Apyrue HOPMAaTUBHO-METOAMYECKHUE |  yIIPaBIICHHUS,
OK 04, AOKYMCHTBI,  PCrIIaMCHTHUPYIOIIHC HopmaruBHbIE JOKYMCHTHI,
OK 05, Opranusanuio JOKYMCHTAllMOHHOI'O periiaMeHTUPYIOLIHUEC COCTaBJICHHEC
OK 06, 00eCIICUCHHS yIIPABICHHS; U opopmileHHE TOKYMEHTALUU U
OK 07, CocraBiATth u NPAaBUIBHO |  [opsimoK ee 06paGOTKH;
OK 08, OOPMIIATE OCHOBHBIE BUJIBI [IpaBuiia cocTaBieHus ¥ 0QOPMIIEHHUS
OK 09, OpratHusaltMoOHHO- OPraHU3alMOHHO-PACTIOPSAIUTENBHBIX
K 1.2, PacCTOPSITENBHBIX IOKYMEHTOB; | 1oxvvenTOB, BXOISIIIIAX B
K 1.3. Oq)OpMHﬂTB I/IH(bOpMaIII/IOHHO- yHI/I(I)I/IHI/IPOBaHHyIO CUCTEMY
CIIPABOYHYIO NOKYMCHTAIIHIO, OpTraHU3alMOHHO-PACHOPIANTCIbHBIX
OdopmitsTs KaZpOBYKO |  NOKYMEHTOB, YHU(DUIIUPOBAHHYIO
JOKYMEHTAIUIO; CUCTEMY  NEPBUYHOM  YYETHOU

JOKYMEHTAIMU B YaCTH JTOKYMEHTAIUH
10 YYETy TPYyaa;

Ilopsimok  mpoOBENEHUsS SKCHEPTU3bI
LIEHHOCTU JOKYMEHTOB H ITOATOTOBKH
JIeJI K apXUBHOMY XPAaHEHUIO.

TexHomoruto OpraHu3anuu
JIOKYMEHTO00OopoTa B
oprau3anusx (yUpexaeHusx).




2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIUILIAHBI

2.1. O0beM yueOHOI JMCHUIIJIMHBI M BH/ABI Y4eOHOH 1eTeJIbHOCTH

Buj yueOHoii padoThl O0bem B yacax
. " 42
O0Bem 00pa3oBaTeJIbHOM MPOrPpaMMbI Y4eOHOM TUCIATIIIMHBI
BT. Y..
24
TEeopeTu4ecKoe o0ydyeHue
18

MPAKTUYCCKUC 3aHATUA

CamocTosrenbHas paboTta -

IIpomexyTouHas aTTecTAUMA (Oupdhepenyuposannwvlii 3auem) 6 mom
yucne




2.2. TemaTn4yeckni IJIAH U coJepKaHNe YUeOHON TUCHUNIMHBI

O0beMm, akaj. Kol
y/ KOMIIeTEHIHIA,
B TOM 4YHCJ€E B (¢popmupoBanuro
HauMenoBaHHE PA3IEOB 1 TeM Conep:kanue yueOHOro marepuasa u Gopmsl dbopve KOTOPBIX
OPraHU3alNHU AeATeJbHOCTH 00y4YaloIuXcs .
NPAKTHYEeCKOH cnocodcTByeT
MOAr0OTOBKH, JJIEMEHT
aKaj. u NPOrpaMmbl
1 2 3 4
Pasznea 1. OCHOBBI JOKYMEHTHUPOBAHMUS YIIPABJEHYECKOM JESATEJIBHOCTH 8/2
Tema 1.1 IlonsiTue o Coaepixanue yueOHOIro MaTepuasa 2 OK 01, OK 02, OK
JIOKYyMEHTAIIMOHHOM o0ecneYeHun OcHoBHbBIE CBOICTBa JOKYMEHTOB U HUX (YHKIUU B 05,
yIpaBJIeHus1, JOKyMeHTe H Crocodax cucreme ynpasienus. [lonstue nokymenta. Madopmarnus OK 09
AOKYMEHTHPOBAHUSA u JokyMeHT. Krnaccugukanus TOKYMEHTOB: 1O BHIY K 1.2, IIK' 1.3
opopMIieHUs; 1O COJAEpKaHHIO; 10 ¢opMme; TI0
MIPOUCXOXACHNIO; TI0 CpelcTBaM (PUKCALUK; 10 CpOKaM )
XpaHeHus. MarepuaibHble HOCUTENN HHPOPMAIUH.
[lonsitTue  noxymeHtupoBaHus. (OCHOBHBIE  CHOCOOBI
JIOKYMEHTUPOBaHUS. OcHOBHbIE COBpEMEHHbBIE
TEXHOJIOTUH, TPUMEHSIEMBbIE NPU OpraHu3aluu padoThl ¢
JIOKYMEHTaMH B OpraHu3aIusax (YIpeKIeHUsX ).
Conep:kanue y4e0OHOIro MaTepuaa 2




Tema 1.2

HopMmaTuBHonpaBoBas 6a3a
AOKYMEHTALIHOHHOT0 00ecreyeHus

ylpaBJieHUs

HopmaruBHO-TIpaBOBBIE aKTBhl, peryJIupyromme
JOKYMEHTAL[MOHHOE obecrieyeHne YIIPABJICHMUS.
YHudukauus W cTaHAapTU3alus Kak  OCHOBHBIC
HAIIPABJICHUs  COBEPLICHCTBOBAHUsS  JOKYMEHTOB U
JOKYMEHTAIMOHHOTO 00ECTICUeHUS yIIPaBICHHS.
[lepeyeHb OCHOBHBIX T'OCYJAPCTBEHHBIX CTaHAAPTOB Ha
YHU(PUIUPOBAHHBIE CUCTEMBI JOKyMeHTauu. OCHOBHBIE
M1OJI0KEHUSA roCyJ1apCTBEHHOM CHCTEMBI
JOKYMEHTAI[MOHHOTO oOecrieueHusi ynpasieHus. Cocras
YHUPUIITPOBAHHBIX CUCTEM JOKYMEHTALHU:
OpPraHu3alMOHHOPACTIIOPAIUTENbHAS, OTYETHO-
cTaTHCTUYecKasi, pUHAHCOBAas U JP.

OK 01, OK 02, OK
05,

OK 09
IIK 1.3

Tema 1.3 Cnoco0b1 1 npaBuJia
CO31aHMS JOKYMEHTOB

Coaep:xxanue yueOHOro MaTepuaJia

4/2

Xapakrepuctuka, coctaB u coaepxkanue ['OCTa Ha
CHUCTEMY OpPraHu3alMOHHO-PACTOPSAUTENBHON
JIOKYMEHTALUH. YuudunupoBanHas cucrema
OpPraHU3ALMOHHO-PACTIOPAIUTENBHON JTIOKYMEHTAIUH.
TpeboBanust k odopmiieHHI0 JOKYMEHTOB. Dopmynsp-
obpazer; OPJI.

[IpaBuna opopMieHus: pEKBU3UTOB,
pernamenTrpoBaHHbBIX ['OCTom.

B ToM 4unciie NPpaAKTHYECKUX 3aHATHH

[Tpaktuyeckoe 3anstue Nel. OdopmiieHre peKBU3UTOB Ha
JIOKYMEHTaX.

OK 01, OK 02,
OK 03,
OK 04, OK 05,
OK 06,
OK 07, OK 08,
OK 09

[IK 1.2, IIK 1.3

Paznea 2. OPTAHU3ALIIUA CUCTEMbBI JOKYMEHTAIIMOHHOI'O OBECIIEYHEHUA

24/12

Tema 2.1

Coaep:xanue yueOHOro MaTepuaJia

4/2




Odopmienue XapakTepucTUKa U COCTaB CIPABOYHO-UH(POPMAIITOHHBIX OK 01, OK 02,
HHGOPMALMOHHOCIIPABOYHOM JOKYMEHTOB (CITy>KEOHBIX TIHCEM, CIPABOK, 3asBICHHIA, OK 03,
AOKYMEHTalu aKTOB, IIPOTOKOJIOB, JOKJIAJHBIX U 00BICHUTEIHLHBIX OK 04, OK 05,
3aMMCOK), TPEOOBaHMS K UX 0(hOPMIICHHIO. 2 OK 06
JlokyMEeHTHUpOBaHUE ESITEILHOCTU KOJUJIETHATIbHBIX K 1.2, I[IK 1.3
OpTaHOB.
B Tom unciie npakTHYECKHUX 3aHATHH 2
[TpakTuueckoe 3austue No2. OdopmiieHue
WH(OPMAIMOHHO-CIIPABOYHON JIOKYMCHTAIIHH. 2
Tema 2.2 Conepixanue y4yeOHOro MaTepuasa 6/2 OK 01, OK 02,
Odopmienne OcHOBHBIE IPYIIIBI OPraHU3ALUOHHO-PACIOPAIUTENBHBIX OK 03,
OpFaHI/ISaHI/IOHHOPaCHOPHI[HTeJIBHOﬁ JIOKYMEHTOB. XapaKTepI/ICTI/IKa u COCTAaB OK 04, OK 05,
AOKYMEHTAllHH OpraHM3allMOHHBIX JOKYMEHTOB (yCTaBa, MOJIOKEHUA, OK 06,
WHCTPYKIUH, JOJDKHOCTHON MHCTPYKIIMH), TPEOOBaHUS K OK 07, OK 08,
oopMIIeHHIO. XapakTepucTuKa Hu COCTaB OK 09
pacnopsIUTENbHBIX TOKYMEHTOB K 1.2, TIK 1.3
(mocTaHOBNEHUS, TMpHKa3a, PEIICHUs, PaCHOPSIKECHHUS, 4
yKa3aHusd), TpeOOBaHUs K UX 0()OPMIIEHUIO.
[lonsiTie MOMIMHHUKA, KOMHH, BBIMUCKU, IyOJMKaTa.
Buapsl xomuii JOKYMEHTOB, OCOOCHHOCTH 3aBEPEHHUS
KONMUA ¥ BBINUCOK HOTApUAIbHBIMM KOHTOpaMH H
JIOJKHOCTHBIMHU JIMIIAMH OPTaHU3alUH.
B ToM 4nciie NpaKTHYECKUX 3aHATHH 2
[TpakTraeckoe 3austue Ne3. Odopmiienue
OpraHU3aIlMOHHO-PACHOPAIUTEIbHON TOKYMEHTALIUH. 2
Tema 2.3 Conep:xxanue yueOHOro MaTepuaJia 6/4




Odopmienue KaJApoBOii| 3asBICHMS U NPUKA3bl IO JUYHOMY cOCTaBy. JInuHas OK 01, OK 02,
AOKYMEHTAIlUH KapTouka (hopMel T-2 1 IMUHBIE €A 2 OK 03, OK 04,
B ToM uHcIe NPAKTHYECKHX 3aHATHI 4 OK 05, OK
[Tpaktuueckoe 3ansatue Ned. OdopmieHue KaapoBon 4 06,09
JIOKYMEHTAIWH. [IK 1.3
Tema 2.4 JloroBopHonpasoBasi Coaep:xanue yueOHOro MaTepHaJia 4/2 OK 01, OK 02,
AOKYMEHTanus [Tousitue noroBopa. OCHOBHbBIE pa3jeibl JIOTOBOPOB. OK 03,
[Topsinox OQ)OpMHeHI/Iﬂ TPYZOBOIO I0I'0OBOpa, JOTOBOpa 2 OK 04, OK 05,
IIOCTaBKH, JOrOBOpa KYILIU-IIPOJAKH. OK 06
B ToM 4nciie npakTHYECKHUX 3aHATHH 2 MK 1.2, TIK 1.3
[TpakTiaeckoe 3ansTue NeS. OdopmiieHre J0roBOPOB. 2
Tema 2.5 Coaep:xxanue yueOHOro MaTepuaJia 6/4 OK 01, OK 02,
IpeTen3HOHHOUCKOBAS OCHOBHBIE  PEKBH3UTBI W  IOPSAOK  odopMiIcHUS OK 03,
OKyMeHTALHsI IpETeH3Hil, OTBETOB Ha IpeTeH3uro. IOpuaudeckas OK 04, OK 05,
Cc1y*0a, BBINONHAIONAsA TIPETEH3HOHHOUCKOBYIO PaboTy 5 OK 06,
Ha npennpusatun. JKypHan perucrpalvyd IPETEH3UH. OK 07, OK 08,
[Topsmox  odopmiieHuss  MCKOBBIX  3asBICHUM U OK 09
IpeJICTaBIeHUE UX B ApOUTpaxHBIN CY/I. IK 1.2, TIK 1.3
B Tom unciie npakTHYECKHUX 3aHATHH 4
[IpakTuueckoe 3aHATHE No6.  Odopmiienue
MPETEH3MOHHO-UCKOBOM JTOKYMEHTAIIHH. 2
Paznen 3 OPTAHU3AILIUSA PABOTHBI C JOKYMEHTAMMU B OPITAHU3AIIUAX 8/2
(YYPEXJIEHUSAX)
‘ Conep:xanue yueOHOro MaTepuaJia 2




Tema 3.1 TexHo10rusi OpraHu3annu VYrpanenue u n1enonpousBoAcTBO. OpraHu3alOHHbIE OK 01, OK 02,
AOKYMEHT0000pOoTa B OPraHU3aIuUsIX dbopMbI JIEJI0NIPOU3BO/ICTBA. Cmyx0a OK 03,
(Yupe:xaeHusx) JOKYMEHTAllMOHHOI'O obecrniedeHus yIpaBIeHUS, 5 OK 04, OK 09
OCHOBHAs 3ajada, (YHKIMH, THUIOBBIE CTPYKTYPHI, K 1.2. TIK 1.3
JIOJDKHOCTHOM cocTaB. PernmameHTanus paOboOThl CIyXObI ’
HOYVY. Ilpumepnoe
MOJIOKEHUE O CITy)k0e TOKYMEHTAllMOHHOTO 00eCTIeUueHUs
YIPaBICHUS U TOJPKHOCTHBIC HHCTPYKIIHH.
Tema 3.2 OcobeHHocTH Coaep:xxanue yueOHOro MaTepuaJia 4/2 OK 01, OK 02,
JIeJIONPOM3BO/ICTBA MO 00PALIEHUSIM [ToHsATHS TIPEIOKECHHMS, 3asIBICHUS | KaIoO0bl. [Ipuem u OK 03,
IrPaKIaH U KOH(UIEHUHAILHOTO perucTpanys IMUCEM TIpaxkgaH. PaccMoTpenue u OK 04, OK 05,
ACTONPOU3BOACTEA pas3pelieHue muceM, CpoK pacCMOTpPEeHHs. AHAIIN3 MHCEM OK 06,
rpaiaH. OK 07, OK 08,
KonduaenuuansHoe JIEIIONPOU3BOJICTBO. I'pud 9 OK 09
OTpaHUYEHUS JOCTyTa K JOKYMEHTY. NK 1.2, TIK 1.3
ABTOMaTH3UPOBAHHBIE CUCTEMBI PaOOTHI C JOKYMEHTaMH.
CpencTBa M3rOTOBJICHUS, KOITMPOBAHUS U PAa3MHOKCHUS
JIOKYMEHTOB.
Opranuzanus pabo4nux MecT.
B ToM YHc/Ie MPAKTHYECKUX 3aHATHH 2
[TpakTrueckoe 3austue No7. Odopmiienue odpaiieHui 2
rpaXKaaH.
Tema 3.3 Conep:xxanue yueOHOro MaTepuaJia 2 OK 01, OK 02,
Cucremaru3anms 10KyMEHTOB, [Tonstue  pokymeHToobopora. OOmMe  MPUHIUIBI OK 03,
¢popmupoBaHHe UX B JeJ1a U OpraHu3aIu TOKYMEHTOO00POTa, €Tr0 OCHOBHBIE JTaIIbI: OK 04, OK 09
nepeaava B apxus opraHusaliuv npueM W TepBuyYHas ~ 00paboTka  JIOKYMEHTOB; 2 MK 1.2, 1IK 1.3




pacupeneneHue IMOCTYIUBIIMX JIOKYMEHTOB;
perucTpanus JOKYMEHTOB U IMPEABAPUTEIBHOE UX
paccMOTpEeHHE; paccMoOTpeHue JIOKyMEHTOB
PYKOBOJICTBOM OpraHu3aluu (yupexxaeHus) u
HalpaBJieHUE MX HA WCIOJHEHUE; UCIOJHEHHEe U
KOHTPOJIb 32 HCIIOJIHEHHWEM JIOKYMEHTOB; TEKYIIee
XpaHEHUE JIOKYMEHTOB.

Homenknarypa nen. O6paboTka aes Jyisi HOCIeAyIOIIeTo
XPaHCHUA. 3KCHCpTI/I3a HECHHOCTH JOKYMCHTOB,
odopmiieHue nen, coctaBienue onuceil. Cnava nen B
apxus.

[Tpomexxyrounas arrecrauus /audQepeHpoBaHHbIN 3a4eT

Bcero:

42

11



3. YCJIOBUSA PEAJIMZALIMU ITPOT'PAMMBI U CHUIIJINHBI

3.1. TpeOoBaHusi K MHHUMAJIBHOMY MAaTEePUAJbLHO-TEXHUYECKOMY 00ecrneYyeHHuIo
Peanuzanust mporpamMmbl JUCHUIUIMHBL TpeOyeT Hanmuuusi ydeOHoro kabunera «/{oxymeHTalmoHHOE
obecrieuenue ynpasieHus». O0opyaoBaHue y4eOHOT0O KaOuHeTa:
- IOCa/I0YHbIE MECTA 110 KOJIMYECTBY 00YUAIOIIUXCS; -
pabodee MecTo MpernogaBaTes.
TexHuveckue cpeacTBa 00yUeHHS:
-HOYTOYK C JTUIEH3UOHHBIM IIPOrpaMMHBIM 00ecIiedeHHEM
- MYJbTUMEMA IPOECKTOP C ayIUOCUCTEMOM.

3.2. UudopmanuonHoe odecrieueHne o0y4eHust
[lepeuenp pekOMeHIyeMbIX y4eOHBIX u3/1anuil, UHTepHeT-pecypcoB, JOMOIHUTENBHON JIUTEPATYPHI
3.2.1. OcHOBHbIE NIeYaTHbIE U3JAHUSA

1. KysnenoB, M. H. JlokymeHTanmmoHHOE oOecrieueHre ymnpaBieHus. J[OKyMeHTOO00pOT u
JICIIOTIPOU3BOJICTBO : YYEOHHK M MPAKTUKYM JUIsl cpeiHero mpodeccnoHanbsHoro odpasosanus / M. H.
Ky3nenoB. — 4-e usn., nepepab. u gon. — MockBa : MznatensctBo Opaiit, 2023. — 545 ¢. —
(ITpodheccronanpHoe 0Opa3zoBaHue).

2. Ky3snenos, M. H. JlokyMeHTalMOHHOE OOCCIICYCHUE YIPABICHHS IEPCOHAIIOM : YYCOHUK U
MPAaKTUKYM JJIsi cpeHero npodeccuonansHoro oopazoBanus / . H. Ky3nenos. — 2-e u3n., nepepad. u
nomn. — Mocksa : U3parensctBo FOpaiit, 2023. — 393 ¢. — (IIpodeccuonansHoe odpazoBanue). — ISBN
978-5-534-16749-8.

3.2.2. OcHOBHBIE JIEKTPOHHbIE U3AHMS

1. Bapmynn, B. B., JlokymeHTammoHHoe oOecrieueHue ymnpasieHus : yueOnuk / B. B.
Bapmynn. — MockBa : FOcrtunms, 2022. — 271 c¢. — ISBN 978-5-4365-8902-2. — URL:
https://book.ru/book/942707 (nata obopamenus: 26.06.2023). — TeKCT : 3EKTPOHHBIH.

2. Kopuees, . K. JlokymeHTannoHHOE 0OecrieueHNe YIPaBICHUS : YICOHUK M MPAKTHKYM

i cpenHero npodeccuonanbHoro oopasosanus / M. K. Kopuees, A. B. ITmenko, B. A. Mamypues. — 3-
e u3a., nepepad. u gon. — Mocksa : M3narensctBo Opaiit, 2023. — 438 c. — (IIpodeccuonanbroe
obpazoBanue). — ISBN 978-5-534-16002-4. — Texkcr : snekTpoHHBIH // OOpa3oBaTensHas miatdopma
FOpaiit [caiiT]. — URL: https://urait.ru/bcode/523611 (gara obpamenus: 26.06.2023).

3. Kysnenos, 1. H. [lokymeHTanmoHHoe oOecrnieueHue yrpasieHHs. JJOKyMeHTO0O0pOT u
JIeTIOTIPOU3BOCTBO : YYEOHUK M MPAKTHKYM JUIsl CpeHero nmpodeccuoHaabHoro obpaszoBanus / M. H.
KysnenoB. — 4-e uszn., mepepadb. u mgon. — MockBa : UsmarensctBo FOpaiit, 2023. — 545 c. —
(ITpodeccronanproe obpazoBanme). — ISBN 978-5534-16004-8. — Tekct : 21IeKTpOHHBIN //
Oo6pazoBatenbHas miatdopma FOpaitt [caiit]. — URL: https://urait.ru/bcode/523613 (mara obpaienus:
26.06.2023).

4. Kysnenosa, 1. B. JlokymeHTaninoHHoe obecredeHre yrnpasieHus : ydeOHoe nmocooue ais
CIIO / U. B. Ky3nemnosa, I'. A. Xauarpsita. — 2-e u3a. — Caparos : [IpodobOpazoBanne, At [In Op Menua,
2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-

0216-4. — TeKcCT : ANEeKTPOHHBINA // DNEKTpOHHBIA pecypc nudpoBoit obpazoBarenbHOi cpeabl CIIO

PROFob6pa3zoBanue : [caiit]. — URL: https://profspo.ru/books/80326
5. [lyBanosa, H. H. JlokymMeHTalimoHHOE 00CCIICUCHUE YITPABICHHS | YICOHHUK U MTPAKTUKYM

I cpenaHero npodeccnonansHoro odpaszosanus / H. H. lllysamoBa. — 3-e 3., mepepad. u jom. —
Mockga : M3narensctBo FOpaiit, 2023. — 247 ¢. — (IIpodeccnonansroe oopazoBanue). — ISBN 978-5-
12


https://profspo.ru/books/80326
https://profspo.ru/books/80326

534-16538-8. — Texkcr : snextpoHHblid // OOpasoBarenbHas mmiardgopma HOpaiir [caiit]. — URL:
https://urait.ru/bcode/531240 (nara obpareHus:
26.06.2023).
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(Cepust lenoBbie JOKYMEHTBD», BBIIL. 6).

2. PepkakoB A.I1. OOpasubl JOKYMEHTOB Ui rpaxkaaH: dnektponHas kaura (1 CD).- M.: U]
«PaBHOBecCHEY.

3. CnpaBouHo-nipaBoBas cuctema «I apanty.

4, CnpaBouHo-nipaBoBas cuctema «Koncymbrantl[mrocy.

5. I'oCT P 7.0.97-2016. HaumonanbHbiii ctangapt Poccuiickoit ®denepanuu. Cucrema

CTaHJIapTOB 0 UH(OpMALNK, OUOTMOTEYHOMY U U3/1aTEIbCKOMY JIENy.

OpranuzalioOHHO-pacopsIuTeNbHas JoKyMeHTalus. TpeboBanust K O(QOPMIIEHHIO JOKYMEHTOB. 6.
Poxustosckas, M. P. JlokymentaunonHoe obecneuenue : yuebnoe mocooue / M. P. PoxxuaroBckas. —
Cumdeponons : YHHUBEpCUTET IKOHOMUKHU U yrpaienus, 2016. — 104 c. — ISBN 2227-8397. — Tekcr
: QIIEKTPOHHBIN // DNeKTpoHHBIN pecypc 1udppoBoii obpazoBarenbHoil cpensl CIIO PROFob6pa3zoBanue :
[caiir]. — URL.: https://profspo.ru/books/73265

7. bacakos, M. U. [lenonpousoactso [JlokymeHTaninoHHOE o0ecnieueHue ynpasienus| : yueonuk / M. H.
Bacakos, O. U. 3ambinikoBa. — PocrtoB-na-Jlony : ®enukc, 2014. — 376 ¢. — ISBN 978-5-222-23063-3.
— Tekcr : 2nekTpoHHBIA // DNEKTPOHHBIA pecypc mudpoBoil obOpazoBarenbHON cpensl CIIO
PROFo6pa3zoBanue : [caiit]. — URL: https://profspo.ru/books/59345
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4. KOHTPOJIb M OLIEHKA PE3YJIbTATOB OCBOEHMSI YUEBHOM JUCIATLIMHBI

Pe3yabTarsl 00yyeHus

Kpurepum ouenku

MeToabI OIIeHKH

HepequL 3HaHI/II71, OCBAanNBACMBIX B paMKax JUCHUIIJIMHBI

Tepmunomorus B
o0JacTu JOKYMEHTAIMOHHOTO
o0ecrnieueHus yrpaBIeHUS;

HOpMaTI/IBHBIe JAOKYMCHTEI,

periIaMEeHTHP YOS
COCTaBJICHHUE u
odopmiieHue

JTOKyMEHTAIHH u

MOPSZIOK €€ 00paboTKH;

[IpaBuna cocraBneHus u

odopmMIIeHUs
OpraHU3aIOHHO-
pacnopsIAUTENbHBIX I0OKYMEHTOB,
BXOJSIINX B

YHUPUIIMPOBAHHYIO CUCTEMY
OpraHU3aIOHHO-
pacnopsIAUTENbHBIX I0OKYMEHTOB,
YHUPUIIMPOBAHHYIO CUCTEMY

IIEPBUYHON YYETHOMN
JOKYMEHTAIMU B YaCTH
JOKYMEHTaluu 10 y4eTy Tpyaa;

ITopsimok TPOBENEHMST DKCIEPTU3BI
LIEHHOCTHU JIOKYMEHTOB u
MIOATOTOBKA J€ K apXMBHOMY
XPaHEHHUIO.

TexHonorus opranuzanuu
JIOKYMEHTO000poTa B
OpraHu3aIMIX
(YdpexneHusx).

- oopmiIeHHE JTOKYMEHTOB
U peIIeHHEe  MPAKTUYCCKHUX
CUTyalluid ¢  HOPMAaTHBHBIM
IPaBOBBIM
000CHOBAHHEM;
- WCTIOJIb30BAHUE
Pa3InIHBIX HCTOYHHUKOB,
BKJIFOUAs DJICKTPOHHBIE PECYpPCHI,
mMenua  pecypcel,  VHTepHer
pecypcehl, HEPUOAMYCCKUC
U3JJAHUS 110 CIICIUATBLHOCTH IS
peuieHus
npoeCCHOHATILHBIX 3314
- JIEMOHCTpAIIHs
OTBETCTBEHHOCTH 33 TIPUHSTHIC
penieHus, 000CHOBaHHOCTH
camoaHalin3a U KOPPEKIIUs
pe3yabTaTOB COOCTBEHHOM
padoTHI;
- UCIIOJIb30BaHHE
3aKOHOJIATEIIbHBIX u
HOPMATHUBHO-TIPABOBBIX ~ aKTOB
NpY TUTAHUPOBAHHUU
MPEIPUHUMATEITBCKON
JeATSIILHOCTH B
npogeccuoHanbHOU cdepe;
- JIEMOHCTpAILMsl 3HAHUN B
o0nactu (uHaHCOBOM
IrPaMOTHOCTH; -
KOHCTPYKTUBHOCTh
B3aUMOJICVCTBHS C
oOyuaronumucs,
MPENOaBaTeNIIMUA B XOJIC
00y4eHUsI, PyKOBOIUTEISIMU
yaeOHOU u
MPOU3BOJICTBEHHO MPAKTHK.
-coOroieHne HOPM
npodeccHoHaNbHON STUKY;
- MIOCTPOCHHE
npodeccHoHaTBEHOTO  OO0IIeHUs
c y4eTOM
COIMATBHONPO(PECCHOHATEHOTO
cTaTyca, CHUTYyallMll OOIICHHS,
ocoOeHHOCTEH  Tpymnmbsl U
WHUBUIYATbHBIX
0COOEHHOCTEH yUaCTHUKOB
KOMMYHHUKAITHH,

- OKCIICPTHOC

HaOJIIOEHUE BBIIOJIHEHUS

IMPAKTUYCCKUX SaﬂaHHﬁ,

- OLICHKA o
UTOTaM yCTHOTO
orpoca

CTY/ICHTOB,

- HaAOJIFOIEHUE 110
HUTOraM TECTUPOBAHHS,

- OLICHKA B
pouecce
IIPOBEJCHUS
IIPOMEKYTOUYHON
aTTECTaLUU.
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- rpaMOTHOCTbH YCTHOM U
IIACbMEHHOU peuy;

- oopmIIeHHE [TIOKYMEHTOB
B cootBercTBHH ¢ 'OCToMm;

- SICHOCTh
dbopmynupoBaHus U
W3JIOKCHHS MBICIICH;

- MIPOSIBIICHUE

TOJICPAaHTHOCTH B TIpoIiecce

OOIICHUS,

- coOuroienue HOPM

MOBEJICHUS BO BpeMs Yy4eOHBIX

3aHATHI,

- COOJIFOJICHHE CTaH/IapTOB

AHTUKOPPYMIIUOHHOTO
IIOBEICHUS, - coOmomaer
HOPMBI 9KOJIOTUYECKOM
0e30I1aCHOCTH;
—  OIpeIeNseT HarpaBJICHHUSI
pecypcocOepekeHrsl B pamMKax
npodeCcCHOHATLHON
JEeSATSIIEHOCTH 1o
CICIUATBHOCTH;

- 3¢ (HEeKTHBHOCTH

UCIIOJIb30BaHUS CPEIICTB

(U3HYECKON KYIbTYPBI JUIS

COXPaHEHHSI U YKPCILICHHSI

3JI0POBBS B IIPOIIECCE

poQecCUuOHATBHOM

JESITSIIbHOCTH u

MOIIePIKAHUS

HE00XOUMOT0 YPOBHS

bu3nYeCcKOil MOArOTOBIEHHOCTH;

- 3¢ PeKTUBHOCTH

HCIIONIb30BaHUs B

npoQeCCHOHAIBHON

JeSTeNIbHOCTH

HEO0OXOMMON TOKYMEHTAIlUH, B

TOM YHUCJI€ HA THOCTPAHHOM

SI3BIKE
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Hepeqem, yMeHHﬁ, 0CBaAMBACMbIX B paMKaxX JTUCHHUIIJTHHBI

[IpumensaThH Ha

IIPAKTUKE TOCYJapCTBEHHbIE
CTaHAApThI, APYTHe HOPMATUBHO-
METOJINYECKUE TOKYMEHTBI,
PErIaMEHTHPYIOIIHME OPraHU3alUIo
JOKYMEHTAI[MOHHOTO 00ecreyeHus
YIIPaBJICHHUS,;

CocTaBisTh U NIPaBUIIbHO
0(hOpMIISITH OCHOBHBIE
OpraHU3aIMOHHO-
PacHopsITUTEIbHBIX JOKYMEHTOB;

BU/JIBI

- odopmIIeHHE JOKYMEHTOB
U peIIeHHE  TMPaKTHYEeCKUX
CHUTyalldii ¢  HOPMAaTHBHBIM
HPaBOBBIM
000CHOBAHHUEM;
- UCIIOJIb30BAHUE
Pa3IUYHBIX HCTOYHHKOB,
BKJIIOYas AJICKTPOHHBIE PECYpPCHI,
Meaua  pecypesl,  MHTepher
pecypcsl, HNepHOANYECKIE
U3aHUs 110 CIEIHATbHOCTH JUIS
penieHus
npoecCUOHANBPHBIX 3a/1a4
- JEMOHCTpAIHs
OTBETCTBEHHOCTH 3a MPUHSITHIC
peuieHus, 00OCHOBaHHOCTh
caMOaHaJIn3a U KOPPEKIIHSI
pe3ynbTaToB COOCTBEHHON
paboTHI;
- MICTIONIb30BAHUE
3aKOHOJIATEIIbHBIX u
HOPMAaTHBHO-TIPaBOBBIX  aKTOB
IpH IJTAHUPOBAHUH
IPEANPUHUMATEILCKON

JACATCIIBHOCTH B

npodeccuoHaIbHOU chepe;

- 9KCIIEPTHOE
HaOJIIOEHUE BBIIOJIHEHUS
PaKTUYECKKX 3aJaHui, -

OLICHKA o
UTOTaM yCTHOTO
orpoca

CTY/ICHTOB,

- HaOJI0/ICHUE 110
UTOraM TECTUPOBAHMUS,
- OIICHKA B
nporecce
IPOBEJICHUS
MIPOMEKYTOUHOM
aTTeCTallUU.

OdopmisaTe HTHPOPMALTUOHHO-
CIPaBOYHYIO JOKYMEHTALHIO;

OdopMIATh KaApOBYIO
JOKYMEHTAIHIO;

OdopmitsaTh IPETEH3NOHHO-
HCKOBYIO IOKYMEHTAIIHIO.

- JIEMOHCTpauus 3HAaHUH B
obyactu (¢brHaHCOBOM
IPaMOTHOCTH; -
KOHCTPYKTUBHOCTH
B3aUMOJICVCTBHS C
o0yJaroImuMucs,
MIPETIoIaBaTeNs MU B X0O/IE
00y4YeHHs, PyKOBOAUTEISIMU
yaeOHOMU u

MPOU3BO/ICTBEHHOH MPAKTHK.
-coOroieHne HOPM
npodeccHoHaNbHON STUKY;
- MIOCTPOCHHE
npodeccnoHaNIbHOTO OO0IIeHUs
c y4eTOM COLIMATBHO-
npoeCCHOHAIBHOTO ~ cTaTyca,
CUTyallu oO1eHus,
ocoOeHHOCTEH  Tpymnmbsl U
WHIUBUIYaTbHBIX
0COOEHHOCTEH yUaCTHUKOB
KOMMYHHUKAITHH,

- IrPaMOTHOCTh

IIACbMEHHOW peyy;

YCTHOM H
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- oopmIIeHHE JOKYMEHTOB

B cooTBeTcTBHH ¢ ['OCToMm;

- SICHOCTb

dbopMynHpOBaHUS  H
HU3JI0KEHHS MBICIICH;

- IPOSIBJICHUE

TOJIGPAHTHOCTH B TIpoOIecce

OOIIIEeHH;

- colOuroieHne HOPM

MOBEJICHUST BO BpeMs Yy4eOHBIX

3aHATHI;

- COOJIIOJICHHE CTaHIIApPTOB

AHTUKOPPYIIIHOHHOTO
MOBEJCHHs, -  COOJIoJaeT
HOPMBI JKOJIOTUYECKON
0€e30I1aCHOCTH;
— OmpeneNseT  HaIlpaBJICHUS
pecypcocOepekeHusT B paMKax
npodeccnoHaTbHOM
JeSITeIbHOCTH o
CHEIHATLHOCTH;

- 3¢ PeKTUBHOCTH

UCTIOJIb30BaHUS CPEICTB

(bU3NUECKOil KYIbTYphI IS

COXPAHCHHUS U YKPCTUICHUS

3JI0POBbS B TIpOIIECCE

po(hecCUOHATLHOM

JeSITeIIbHOCTH u

TOIICPIKAHUS

HEO0XO0IUMOTO YPOBHS

(U3HYECKOI MOATOTOBICHHOCTH;

- 3¢ (HEeKTUBHOCTH

HCIIOJIb30BaHUS B

npodeccuoHaNbHOM

JESATSIIEHOCTH

HEOOXOIMMOM JOKYMEHTAIINH, B

TOM YHUCJIC HA THOCTPAHHOM

SI3BIKE
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