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1. OBILIASI XAPAKTEPUCTHKA PABOYEM ITPOTPAMMBI YYEBHOI
JUCHUILINHDBI

1.1. MecTo AcHMILUINHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM IPOrpaMMBbI:

yaeOHas

JUCHUIIIIMHA

«/loxymeHTannonHoe

oOecrieyeHne  yIpaBIICHUS»

00513aTEIbHOM YaCThIO COIUAIFHO-TYMaHUTAPHOTO IIMKJIAa OCHOBHON 00pa30BaTeIbHON MPOrpaMMbI
B cootBercTBUU ¢ PI'OC no cnenunansroctu 40.02.04 FOpucnpynenuus

Ocoboe 3HaueHHne TUCIMIUINHA uMeeT npu GopmupoBanun u passurun OK 01, OK 02, OK
03, OK 04, OK 05, OK 06, OK 07, OK 08, OK 09.

1.2. llesb ¥ IuIaHUpYyeMble Pe3yJIbTAThI 0CBOEHU S JUCIUNJIMHBI:
B pamkax nporpaMmbl y4eOHOW MHUCHUIUIMHBI OOYYaIOIMMHCS OCBAaWBAIOTCS YMEHUSA H

3HAHUS
Kon Ymenust 3nanus
IIK, OK
OK 01, |- IIPUMEHSATH Ha MIPAaKTUKE - TEPMHUHOJIOT IO B obnactu
OK 02, | rocymapCTBEHHbIE CTaHAAPTHI, APYTUE | JOKYMEHTAIMOHHOTO obecrieueHus
OK 03, | HOpMAaTUBHO-METOIUYECKUE YIPABJICHUS,
OK 04, | 1OKyMeHTHI, perIaMeHTUPYIOIIIHE - HOPMATHBHBIC JTOKYMEHTBHI,
OK 05, | opraHu3anuio  JOKYMEHTAIIMOHHOTO | perjlaMeHTUPYIOIIUE COCTaBJICHUE |
OK 06, | obecnieueHus yrnpaBJeHHUS; opopMIIeHHE JOKYMEHTALUU U MOPSIIOK ee
OK 07, | - cocTaBisaTh ¥ mpaBUIBLHO 0hOPMIIATH | 00pabOTKH;
OK 08, | ocHOBHbIE BHJbl OpPraHU3aIMOHHO- - TIpaBUJIa COCTaBIICHUS M O(QopMIICHUS
OK 09, | pacnopsiaAuTENbHBIX TOKYMEHTOB; OPraHu3alMOHHO-PACTIOPSIANTETBHBIX
K 1.2, |- odopmisath  uUHGOPMAIMOHHO- | TOKYMEHTOB, BXOJIAIINX B
[IK 1.3. | cipaBOYHYIO TOKYMEHTAIIHIO; YHU(DUIIUPOBAHHYIO CUCTEMY
- 0pOpMIIITH KaJIpOBYIO | OPraHU3aLMOHHO-PACTIOPSAAUTEIBHBIX
JOKYMEHTALUIO; JTOKYMEHTOB, YHU(DUIIUPOBAHHYIO CUCTEMY

- 0(hOpPMIISATH MPETEH3UMOHHO-UCKOBYIO
JOKYMEHTAIHIO.

MEPBUYHOM YYETHOM JIOKYMEHTalluu B
YacTHU JOKYMEHTAIUH 10 y4YeTy Tpyaa;

- TOPAJOK TMPOBEIEHUS OSKCIEPTHU3BI
LEHHOCTU JOKYMEHTOB U MOATOTOBKH JI€N
K apXMBHOMY XpaHEHHUIO;

- TEXHOJIOTUIO OpraHU3aI|H
JOKYMEHTO000pOTa B OpraHU3aIUsAX
(YupexxIeHUsIX).

SIBJIICTCA




2. CTPYKTYPA U COJAEPKAHUE YUYEFHOU JUCITATLIAHBI

2.1. O0beM yueOHOM AUCHMIIMHBI M BUABI Y4eOHO#l padoThI

Bua yueoHoii paboTbl

O0BeM B yacax

O0beM 00pa3oBaTeIbHON MPOrpaMMbl Y4eOHOH JUCHUIJIMHBI 45
B T.4. B ()OpMe NMPAKTHYECKOIi MOATOTOBKH 39
BT. 4.

TEOpEeTUYECKOe 00yIeHNe 25
MIPAKTHYECKHUE 3aHATHS 14
CamocrosiTenpHas paboTta 6

IIpome:kyTOUHAS aTTeCTANMSA 13




2.2. TeMaTH4eCKHH IUIaH U coAep:KkaHue y4eOHou qucuuniannbl «Acropus Poccun»

O0beMm, akaj.

q/ Koabl koMneTeHIHid,
B TOM YHCJIe B (opMHpPOBAHMIO
HaumenoBanue Coaep:xanme y4e0HOro MaTepuasia 1 (pOpMbI OPraHU3aALUH AeATeJIbHOCTH
Pa3esioB U TeM 00yYAIOIUXCS (bopme . KOTOpBIX
NPAKTHYEeCKOM crnocodcTByer
NOArOTOBKH, | 3JIeMeHT IPOrpaMMbl
aKkai. 4
1 2 3 4
Pazgen 1. OCHOBBI JIOKYMEHTUPOBAHMUS YIIPABJIEHYECKOM JAEATEJIBHOCTHU 10/2
Tema 1.1 IousTue o | Conep:kanue yueGHOro MaTepuajia OK 01, OK 02, OK 05,
AOKYMeHTAalMOHHOM | OCHOBHbIE CBOMCTBa JOKYMEHTOB M UX (YyHKUMHM B cucreme ynpasieHus. llonsrue OK 09
ol0ecrnieyeHNH nokymenta. Wudopmanus u goxymenT. Knaccudukanuss TOKYMEHTOB: 1O BUAY K 1.2, IIK 1.3
ynpaBJieHus, 0(OPMIIEHHS; TIO COAEPKAHUIO; TI0 (POPME; IO MMPOUCXOKICHUIO; TI0 CPEACTBAM (PUKCAIINY;
JIOKYMEHTe M | 110 CPOKaM XpaHeHHs. MaTepuanbHble HOCUTENU HH()OPMALUH. 2
crnocodax [lonsitne pokymeHtupoBaHus. OCHOBHBIE CIOCOOBI JOKyMEHTHpOBaHHS. (OCHOBHBIE
JIOKYMEHTHPOBAHHUS | COBPEMEHHBIE TEXHOJIOTUM, IPUMEHSIEMBIE TIPU OPraHU3alUu PaboThl ¢ JOKYMEHTAMH B
oprau3anusax (yIpexaeHusx).
CamocTosiTesibHast padora 1
[ToaroToBKa A0KJIaaa 10 TEME: DTallbl PA3BUTHS IEIOTPOU3BOICTA.
Tema 1.2 | Conep:kanue y4eOHOro MaTepuaJa
Hopmartugno- HopMaTHBHO-IIPAaBOBBIE  AKThI, PETYIUPYIOIIME JOKYMEHTALMOHHOE OOECIEUeHUE
npaBoBast 0a3a | yypapienns.  YHudMKauMs W CTAHAAPTM3aUMA KAk OCHOBHBIE  HANPABIICHHS
JOKYMEHTAIUMOHHOTO | ¢opepiieHCTBOBAHUS JIOKYMEHTOB M JIOKYMEHTAI[MOHHOIO OOECHEYEHUs YIpABJICHUS. 2 OK 01, OK 02, OK 05,
odecnevyeHus! OCHOBHBIE TIOJIOKEHUS TOCYAapPCTBEHHON CHCTEMBI JOKYMEHTALMOHHOTO O0ECIEeYEHHMs OK 09
ynpasJIcHHs ynpasienusi. CocTaB  yHU(PHUIMPOBAHHBIX CHUCTEM JIOKYMEHTAIMH: OPraHW3allHOHHO- IIK 1.3
pacnopsMTesbHas, OTYETHO-CTATUCTUYECKAs, (PMHAHCOBAS U IP.
CamocrosiTesibHas padoTa
[ToArOTOBUTH KOHCIEKT 10 BONPOCY: IlepeueHb OCHOBHBIX FOCYIapPCTBEHHBIX CTAHIAPTOB 1
Ha YHU(DUIMPOBAHHBIE CUCTEMBI JIOKYMEHTAIIUH.
Tema 1.3 Cnoco6nl n | Coaep:kanue yueOHOro MaTepuajia 5 OK 01, OK 02, OK 03,

npaBuJjia co3aaHudA

XapaKTepI/ICTI/IKa, COCTaB MW COACPIKAHUC I'OCTa =na CUCTCMY OPTraHU3alIMOHHO-

OK 04, OK 05, OK 06,




AOKYMEHTOB

pacropsIuTEeTbHON JOKYMEHTAllMH. YHU(PHUIUPOBAHHAS CHUCTEMa OpraHU3alMOHHO-
pacmopsaUTeNbHON  JOKyMeHTaruu. TpeboBaHus K  O(QOpPMIICHUIO JOKYMECHTOB.
dopmymnsap-oopazenr OPJI. [lpaBuna odopmiieHHsS PEKBU3UTOB, PErIAMEHTHUPOBAHHBIX
I'OCTowm.

B Tom uncie MPAKTUICCKUX 3aHATHI

OK 07, OK 08, OK 09
I[IK 1.2, IIK 1.3

[Tpaktuyeckoe 3ansTre Nel. OdopmiieHne peKBU3UTOB HA JIOKYMEHTAX. 2
Pa3nea 2. OPTAHUM3ALIUA CUCTEMBI JOKYMEHTAIIMOHHOI'O OBECIIEYHEHUSA 27/10
Tema 2.1 | Conep:xanue y4eO0HOro MaTrepuaJia OK 01, OK 02, OK 03,
Odopmienue XapakTepucTUKa U COCTaB CIPaBOYHO-MH(MOPMAIIMOHHBIX JIOKYMEHTOB (CIIy>KEOHBIX OK 04, OK 05, OK 06
uHGOpPMALHOHHO- MHACEM, CMPaBOK, 3asBJICHUN, AaKTOB, TMPOTOKOJIOB, OKJIAJHBIX M OOBICHUTEIbHBIX 5 IIK1.2,1IK 1.3
CIIPaBOYHOM 3amMcok), TpeOoBaHUs K UX odopmieHuto. JIOKyMEHTUpOBAaHUE JIE€ATEIbHOCTH
AOKYMEHTalUH KOJUIETHAJIbHBIX OPTaHOB.

B TOM 4nciIe NPAKTHYECKHX 3AHATHH 5

[IpakTnueckoe 3anarue Ne2. Odopmienne nHHOPMaIMOHHO-CIPABOYHON JOKYMEHTAIIUH.
Tema 2.2 | Coaep:xanue yueOHOro MaTepuaJia OK 01, OK 02, OK 03,
Od¢opmirenune OCHOBHBIE TPYNIIBI OPraHU3AUOHHO-PACITIOPSIIUTEIBHBIX JOKYMEHTOB. XapaKTEPUCTUKA U OK 04, OK 05, OK 06,
OPraHM3alOHHO- COCTaB OPraHU3alMOHHBIX JIOKYMEHTOB (yCTaBa, MOJI0KEHUS], HHCTPYKIUH, JTOJKHOCTHOM OK 07, OK 08, OK 09
pacnopsuTe1bHOM WHCTPYKIUH), TpeOoBaHUs K 0(OpMIIEHUI0. XapaKTePUCTHUKA M COCTAB PACIIOPSIAUTEIbHBIX K 1.2, IIK 1.3
AOKYMEHTALUH JOKYMEHTOB (TIOCTaHOBJICHUS, IPHKa3a, PEIICHUs, PaCIOPSHKEHUs, YKa3aHUs), TpEOOBaHMS 4

K X 0()OPMIICHHUIO.

[lonsiTne mNOJUIMHHUKA, KOIMM, BBINMCKM, AyOnukara. Buasl Komuil JOKyMEHTOB,

OCOOEHHOCTH  3aBEpPEHUs KONMH M  BBIIMCOK HOTApUalIbHBIMM KOHTOpaMH U

JOJKHOCTHBIMHU JIMIIAMH OpraHu3alui.

B TOM 4nciie npakTHYEeCKUX 3aHATHI

[Ipaktnueckoe 3anstHe Ne3. OdopmiieHHE  OpraHU3aIMOHHO-PACIIOPSIUTEILHOMN 2

JOKYMEHTaLUH.

CamocrosiTesibHas padoTa

CocraBuTh rioccapuil: MOAJMHHUK (OpUTMHAI), KONMs, 3aBEpEHHas Komwus, AyOiMKar, 1

BBINKCKA U3 OPULHMAIBHOTO JOKYMEHTA, YePHOBHK, OTITYCK.
Tema 2.3 | Conepxanue y4eOHOI0 MaTepuasa OK 01, OK 02, OK 03,
Odopmiaenue 3asBIeHMS W TPUKa3bl MO JIMYHOMY cocTaBy. JluuHas kaprouka (opmel T-2 u nu4HbIe 4 OK 04, OK 05, OK
Ka/JpPOBOii nena 06,09




AOKYMEHTAIMU B ToM 4ucJIe NPAKTHYECKUX 3aHATHI I[IK 1.3

[Ipaktudeckoe 3ansTue Ne4. OcdopmiieHue KagapoBoil JOKYMEHTAIHH. 4

CamocrosiTesibHasi padora

PaboTta ¢ KagpoBBIMH JOKYMEHTaMH B TNpOo(ecCHOHAIBbHOW nesTenbHOCTH. COCTaBUTH 2

aBToOHorpaduio, pe3rome.
Tema 2.4 JloroBopHo- | Conep:xkanue y4eOHOr0 MmaTepuajia OK 01, OK 02, OK 03,
npasoBasi [onsitne noroBopa. OcHOBHBIE pa3nenbl H0TOBOPOB. Ilopsgok oGopmiieHHsT TPYIOBOTO 2 OK 04, OK 05, OK 06
AOKYMEHTalus JIOTOBOPA, I0TOBOPA MOCTABKH, JJOrOBOPA KYIUIM-TIPOIAXKH. K 1.2, 11K 1.3

B ToM yunciie NpaKTHYeCKHUX 3aHATHI 1

[Tpaktuueckoe 3ausitue NeS. OdopmieHue 10roBopos.
Tema 2.5 | Conepxanue yueOHOro MaTrepuaja OK 01, OK 02, OK 03,
IIperen3uonHo- OcCHOBHBIE PEKBU3UTHI U MHOPAIOK OGOPMIICHHUS TNPETEH3UH, OTBETOB HA MPETEH3HIO. OK 04, OK 05, OK 06,
HCKOBasl IOpuanueckas cimyx06a, BEIIOTHSIONIAS TPETEH3MOHHO-UCKOBYIO pab0OTy HA MPEINPUSTHH. 2 OK 07, OK 08, OK 09
AOKYMEHTalus Kypnan perucrpanuu NpeTeH3ui. K 1.2, IIK' 1.3

[Topsinox opopmileHNs: HCKOBBIX 3asBJICHUI U MPEJICTaBICHUE UX B ApOUTPaKHBIN CY/.

B TOM 4ncJiIe NPAKTHYECKHX 3AHATHH 1

[Tpaktrueckoe 3ansTue Ne6. OdopmieHne TPETCH3NOHHO-UCKOBOM TOKYMEHTAITUH.
Paszpen 3 OPTAHU3AIIUA PABOTHI C IOKYMEHTAMMU B OPTAHU3ALIIUAX (YUPEXKAEHUAX) 8/2
Tema 3.1 | Coagepxxanmne yueOHOro MaTepuaJjia OK 01, OK 02, OK 03,
TexHoJsiorus VYmpaBnenue u Aenonpou3BoAcTBO. OpraHu3anvoHHbIE (OPMBI  JCIOMPOU3BOCTRA. OK 04, OK 09
OpraHu3anuu Cnyx0a MOKYMEHTAIIMOHHOTO OOEeCredYeHHUsl YIpaBJCHHUsS, OCHOBHas 3ajada, (yHKIIUH, 1 K 1.2, IIK 1.3
AOKYMEHTO0000pOTa B | TUIIOBBIC CTPYKTYpHI, JTOJDKHOCTHOM cocTaB. Pernmamentanus pabotel ciyxObr J[OVY.
OpraHu3anusx [IpumepHoe moyoxkeHHe O ciayxk0e JAOKYMEHTAIMOHHOTO OOecleyeHHsl YIpaBlIECHUS U
(y4pexaeHusIx) JOJI’KHOCTHBIE MHCTPYKIUH.
Tema 3.2 | Cogepxxanue yueOHOro MaTepuaJjia OK 01, OK 02, OK 03,
OcobennocTn [TonaTus nmpeioxkeHus, 3asBiacHUS U kajaoObl. [IpueM m perucrparnus muceM TpakKIaH. OK 04, OK 05, OK 06,
AeJIONPOU3BOJACTBA PaccMoTpenue u pa3penieHue muceM, CpoK pacCMOTPEHHU. AHAIU3 MUCEM T'PaKIaH. 5 OK 07, OK 08, OK 09
no odpamenusam | KonpunenuuanbHoe OeNONPOU3BOJACTBO. ['pud orpaHuueHuss AoCTyma K JOKYMEHTY. K 1.2, IIK 1.3
rpakaaH M | ABTOMaTHU3UpPOBaHHbIE CHUCTEMBI paboOThl ¢ JokymMeHTamMu. CpeacTBa H3rOTOBICHHUS,
KOH(UICHINATBHOIO | KOMMMPOBAHUS U Pa3MHOXKEHHSI TIOKyMEeHTOB. Opranuzaius paboymx MecT.
AEJIONPOU3BOJACTBA B ToM ymnciIe NPAKTHYECKHX 3aHATHH 2

IIpaktrnyeckoe 3anstre Ne7. Odopmienue oOpaleHni rpax/iaH.




Tema 3.3
CucreMarusanus
JTOKYMEHTOB,
¢dopmupoBanue ux B

Conepxanue yueOHOro Marepuasa

[Tonsitue noxymenroobopora. OOmue NPUHLIUIBI OpraHU3alMK JOKYyMEHTO000pOoTa, €ro
OCHOBHBIC JTambl: NPHEM U TMepBUYHAS O00paboTKa JIOKYMEHTOB; pacHpeaeicHue
MOCTYNUBIIMX JOKYMEHTOB; pPETUCTpalus JOKYMEHTOB U IPEIBAPUTEIBHOE HX

OK 01, OK 02, OK 03,
OK 04, OK 09
I[IK 1.2, IIK 1.3

Jena M Imepelavya B | paCCMOTPEHHUE; pAaCCMOTPEHHE JOKYMEHTOB PYKOBOJCTBOM OPraHU3alUU (YUpPEXKJIEHUs) U 2
apXuB OPraHM3allMM | HAIPABJICHUE WX HA HCIIOJIHCHUE; UCIIOJIHEHUE U KOHTPOJIb 32 UCTIOJHEHUEM JOKYMCHTOB;
TEKyIllee XpaHEHHUE IOKYMECHTOB.
Homenknatypa nen. OOpaGoTka Aen Uit TMOCHEAYIOIIETO XpaHEHHS. ODKCIEePTH3a
LIEHHOCTH JJOKYMEHTOB, 0()OpMIIEHHE JIeJl, cocTaBlieHre onuceil. Crava Jien B apXuB.
CamocrosiTesibHasi padora 1
Odopmute onuck auunHoro aena. OgopmiaeHue HOMEHKIATYPHI JIeT.
[IpomexxyTouHast arrecranus
Bcero: 45




3. YCJIOBUS PEAJIM3AIINN YYEFHOU JUCHUTLIAHBI

3.1. Jlas peanm3anmu nporpaMmbl Y4eOHOH JMCHUILIMHBI IPeIyCMOTPEeHbI
cieayomue clenuaabHble IIOMEIeHHA:

Kabuner «JlokyMeHTallMOHHOTO O0ECIeUeHUs yIIPaBICHUSD): KOMIUIEKT MeOenu s
y4eOHOTo mporecca; 10cKa yueOHas; KOMIBIOTEpPHAs TEXHUKA; MYJIbTHMEANIHOE 000py10BaHUE
(IpoeKkTop, 3KpaH); HArJIsAHbIE TOCOOuSI.

3.2. UupopmannoHHOe o0ecnieyeHne peajn3aluy NporpaMMbl
3.2.1. OcHOBHBIE 3JIEKTPOHHbIE U31aHUS
1. 1. KysuenmoB, MW.H. [lokymeHTanmonHoe oOecreueHue  yIpaBICHUS.

JIokyMeHTOOOOpPOT W  JCJIONPOU3BOJACTBO : YYEOHUK U  MPAKTUKYM IS CPETHETO
npodeccuonanbHoro oopazoanus / . H. Ky3nenos. — 4-e u3n., nepepad. u gon. — Mocksa :
WznatenberBo HOpaiit, 2023. — 545 ¢. — (IlpodeccnonanpHoe oopazopanue). — ISBN 978-5-
534-16004-8.

2. bacakoB, M. U., JlokyMEeHTAaIlMOHHOE OOECTEYeHHE YIpaBieHUs (C OCHOBaMH
apxuBoBezieHUs) : yueOHoe nocodue / M. U. bacakoB. — Mocksa : KnoPyc, 2023. — 216 c. —
ISBN 978-5-406-11367-7. — URL: https://book.ru/book/948724 (nmara oOpameHus:

26.06.2023). — TeKCT : 3JEKTPOHHBIIA.

3.2.2. OcHOBHBIE JIEKTPOHHbIE U31aAHUS

1. Bapmynn, B. B., lokymeHTanmonHoe ooecrnieueHue yrnpasiieHus : yaeonuk / B. B.
Bapmynn. — Mocksa : HOcrtumus, 2022. — 271 ¢. — ISBN 978-5-4365-8902-2. — URL.:
https://book.ru/book/942707 (nata o6pamenus: 26.06.2023). — TeKcT : 37eKTPOHHBIH.

2. KopueeB, U. K. JlokyMeHTallMOHHOE OOCCIICUCHHE YIPaBJICHUS : YYCOHUK H
MPaKTUKYM IS cpeaHero mnpodeccuonanbHoro oopazoanus / U. K. Kopuees, A. B. ITmenko,
B. A. MamypueB. — 3-e¢ u3a., nepepad. u gon. — Mocksa : UznatensctBo FOpaiit, 2023. —

438 c. — (IIpodeccuonanproe obOpazoanue). — ISBN 978-5-534-16002-4. — Tekcr
anekTpoHHeld  //  OOpasoBarenbHas  1iarpopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/523611 (nara obpamienus: 26.06.2023).

3. Ky3nenos, H. H. JIOKyMEHTaI[MOHHOE obecrieueHue YIIPaBIICHHUSL.

JIOKyMEHTOOOOpOT W JAEJONPOU3BOJCTBO : Y4YEOHMK U  TPAKTHUKYM I CPETHEro
npodeccuonansHoro oopazosanus / M. H. Ky3nenos. — 4-e u3z., nepepad. u gomn. — Mocksa :
WznatensctBo HOpaiit, 2023. — 545 c. — (IIpodeccuonanbHoe odpazosanue). — ISBN 978-5-
534-16004-8. — Texct : anexkTponHbIil // OOpa3oBarensHas iardopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/523613 (nata obpammenwus: 26.06.2023).

4. Kysuenoa, 1. B. JlokymeHTannoHHOEe oOecredeHHe yIpaBieHHs : ydeOHOe
nocoobue g CIIO / U. B. Kysnemosa, I'. A. XawarpsH. — 2-e uzg. — CaparoB :
ITpooOpazoBanue, Aii ITu Op Menua, 2019. — 166 ¢. — ISBN 978-5-4486-0404-1, 978-5-
4488-0216-4. — TekcT : >MEKTPOHHBIN // DNeKTpoHHBIN pecypc HudpoBoit 0Opa3oBaTEIbHOM
cpenbl CITIO PROFo6pa3zosanue : [caiit]. — URL: https://profspo.ru/books/80326

5. HlysanoBa, H. H. JlokymeHTanmoHHOe oOecredeHne YNpaBJiICHUS : YUeOHUK U
NpPaKTUKYM sl cpenHero mpodeccuoHanbHoro oopasosanusi / H. H. lllyBanosa. — 3-e u3n.,
nepepad. u gon. — Mocksa : U3znatenbctBo FOpaiit, 2023. — 247 c. — (IlpodeccronanpHoe
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obpazoBanue). — ISBN 978-5-534-16538-8. — Tekcr : snexrponHsiii // Obpa3oBarenbHas
mwiarpopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/531240 (mata oOpareHus:
26.06.2023).

3.2.3. /lonotHUTEIbHbIE HCTOYHUKH

1. AnpOOM TMEpBHYHBIX JOKYMEHTOB: DnekrpoHHas kuura (1 CD).- M.. U]
«PaBHOBecue».- (Cepus JlenoBble TOKyMEHTBI», BHII. 6).

2. PeokakoB A.II. OOpasubl TOKYMEHTOB JUIS TpaxaaH: DieKkTpoHHas kaura (1
CD).- M.: U]l «PaBHOBecHe».

3. CripaBouHoO-TIpaBoBasi cucrema «l apanm».

4. CrnpaBouno-nipaBoBas cucrema «Koncynbrantllnrocy.

5. I'OCT P 7.0.97-2016. Haumonaneubiii cranmapT Poccuiickoit ®denepanuu.

Cucrema craHzaproB 10 uHpOpManuu, OHOIMOTEYHOMY M M3JATEIbCKOMY  JIENy.
OpraHuzallMOHHO-pacToOpsiAUTENbHAsT ~ JOKyMEHTauus.  TpeOoBaHus K  o(opMIIEHUIO

JOKYMEHTOB.

6. Poxusarosckas, U. P. JlokymenTanimonHoe odecrnedenue : yueonoe mocoowue / 1.
P. PoxxusiToBCcKass. — Cum@eporions : YHUBEPCUTET SKOHOMUKH U yrpaBneHwus, 2016. — 104 c.
— ISBN 2227-8397. — Tekct : DdJNEKTPOHHBIH // DJCKTpOHHBIA pecypc UudpoOBOH
00pazoBaTenbHON cpenbl CIIO PROFob6pazoBanue : [caiiT]. — URL:
https://profspo.ru/books/73265

1. bacakoB, M. W. JlenompousBoactBo [JlokymeHTamoHHOEe oOecreueHne
ynpasienusi] : yuaeonuk / M. W. bacakos, O. U. 3ambiikoBa. — PocTtoB-Ha-J/lony : ®deHukc,
2014. — 376 c. — ISBN 978-5-222-23063-3. — TeKcCT : 37eKTPOHHBIN // DIEKTPOHHBIN pecypc
nudposoit  obpazomarensHOM cpeapl  CIIO  PROFo6OpazoBanme : [caiit]. — URL:

https://profspo.ru/books/59345

4. KOHTPOJIb U OHEHKA PE3YJIbTATOB OCBOEHMUAA

YUEBHOM JAUCHUITIIUHBI
PesyabTarsl Kpurepun onenkn MeToabI OLIEHKH
o0yueHust
[lepeuenb 3HaHUM, OCBAaMBAEMbIX B paMKax AUCIUTLIUHBI
Tepmunosoruss B - odopmiieHne  JOKYMEHTOB M  peUIeHHE | - AKCHEPTHOE
obnactH MIPAKTUYECKHUX CUTYyaLHi C HOPMAaTUBHBIM | HaONIOIEHUE
JOKYMEHTAI[MOHHOTO | MPaBOBBIM 000CHOBAHHEM; BBIIIOJTHEHHU S
oOecreueHust - HUCIIOJb30BaHUE  PA3JIMUYHBIX HUCTOYHUKOB, | IPAKTHUUYECKUX
YIIPaBJICHHUS; BKJIIOYAsl JJIEKTPOHHBIE PECYPCHI, MEAUA PECYPCHI, | 3aJaHUI,
HopmarusHubie HNuTepHer-pecypebl, NEPUOAMYECKHE HU3JAHUA 110 | - OIICHKA o
JIOKYMEHTBI, CHEIHMAIBbHOCTH I pelieHHs] Mpo(ecCHOHATbHBIX | UTOTaM YCTHOTO
pEeriIaMeHTUPYIOIIKE | 3a1a4 OIIpoca CTYJICHTOB,
COCTaBJICHHE u - JIEMOHCTpAallus OTBETCTBEHHOCTH 3a TMPHUHATHIC | - HaOIIOJEHUE TI0
odopmieHHE pemieHus, 0OOCHOBAaHHOCTh  CaMOaHAIM3a W | UTOTaM
JOKYMEHTalUH U | KOPPEKIHsI pe3yIbTaTOB COOCTBEHHON PabOTHI; TECTUPOBAHUI,
MOPSAJIOK ee - HCIIOJIb30BaHHUE 3aKOHOJIATEeILHBIX u| - OIlCHKa
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00paboTku; HOPMAaTHBHO-TIPABOBBIX AKTOB TPHU IUIAHKPOBAHWU | MPOILIECCE
[IpaBuna MpeaNpPUHIMATEIbCKOM JeSITebHOCTH B | IPOBEACHUS
COCTaBJICHUS u | npodeccuoHanbHOM chepe; IPOMEKYTOUHOM
odopMIICHUS - JEMOHCTpaInus 3HaHUN B 00JIacTH (PUHAHCOBOW | aTTECTAITHH.
OpraHu3aIMoOHHO- I'PaMOTHOCTH;
pacropsIuTeTbHBIX - KOHCTPYKTHBHOCTH  B3aMMOJCHCTBUS  C
JTOKYMEHTOB, o0OyJaromuMucs,  TpenojaBaTesIME B XOJe
BXOJSIINX B | 00y4eHus, PYKOBOJUTEISIMU yueOHOU 51
YHU(DUIIUPOBAHHYIO | MMPOM3BOACTBEHHOMN MPAKTHK.
CUCTEMY -Co0OMI0IeHne HOPM PO (ECCHOHATIBHON 3THKH;
OpraHu3aIMoOHHO- — TOCTpOeHHE MPO(HECCHOHATBFHOTO OOIICHUs C
pacTopSIUTENBHBIX | YUETOM COIHAIBHO-TIPO(GECCHOHATIBHOTO CTaTyca,
JOKYMEHTOB, CUTyallud OOIIEHUsi, OCOOCHHOCTEM Tpymmel U
YHU(DUIIMPOBAHHYIO | MHIMBHUIyalbHBIX  OCOOEGHHOCTEH  Yy4aCTHHUKOB
CHCTEMY TEPBHYHON | KOMMYHHKAIINU;
Y4ETHOU - TPaMOTHOCTb YCTHOM M MMCbMEHHOM peuu;
JTOKYMEHTAIIH B - odopmIileHHEe JTOKYMEHTOB B COOTBETCTBHUHU C
yactu nokyMmeHTtanuu | ['OCTowm;
0 y4eTy Tpy/a; - SCHOCTh (OPMYTHPOBAHHS W  H3JIOKCHHUS
[Topsnox MBICJIEH;
MIPOBEACHUS - TpOSIBIICHHE TOJEPAaHTHOCTH B  IpOIEcce
AKCHEPTU3BI 001IeHus;
[IEHHOCTH - coOmoJicHHe HOpPM TIOBEICHHS BO BpeMs
JTOKYMEHTOB U | y4eOHBIX 3aHATHI;
MOATOTOBKH JIeN K - cOOMI0/IEcHNE CTaHAAPTOB aHTUKOPPYIMLIUOHHOTO
apXUBHOMY MOBE/ICHNUS;
XpaHEHHUIO. - coOmomaer HOPMBI 9KOJIOTMYECKOI
Texnomorust 0€e30MacHOCTH;
OpraHu3aluu — OIpeleNsieT HalpaBlIEHUsI pecypcocOepeKeHHs
JOKYMEHTOO0OpOTa B | B paMKaX MNpo(ecCHOHATBHON NeATeNbHOCTH IO
OpraHu3alusx CHEIHAIbHOCTH;
(YupexIeHusX). - 9(]Q¢eKTUBHOCTh  HCIIOJB30BAHUS  CPEICTB
(¢uznueckoi  KynbTypbl Ul  COXpPaHEHHUS U
YKpPETICHUS 310pOBbSA B mporecce
npodeccuoHanbHOM AeSITENbHOCTH U MOAJCPKAHUS
HE00X0AMMOT0 YPOBHS (buzndecKoi
MOJATOTOBJICHHOCTH;
- 3¢ peKTUBHOCTD HCIIOJIb30BaAHUS B
npodeccuoHanbHON AESITeNbHOCTH HEOOXOAUMOMN
JOKYMEHTAIlMd, B TOM 4YHCJIE€ Ha HWHOCTPAHHOM
SI3BIKE
IlepeyeHp yMeHUi, OCBaBaEMBIX B paMKaX AMCHUUILUIMHBI
[TpumeHATH Ha - odopmiileHHE  JIOKYMEHTOB M  peIleHHe | - HKCTIEPTHOE
MIPaKTHKE NPaKTUYEeCKUX  CUTyallMd ¢  HOPMAaTHBHBIM | HaOJIOJECHUE
roCyJapCTBEHHbIE IPaBOBBIM 0OOCHOBAHHUEM; BBITOJIHEHUS
CTaHJapThl, JIpyrue - HCIOJIb30BaHME  PA3JIMYHBIX  UCTOYHUKOB, | MPAKTHUYECKUX
HOPMAaTHUBHO- BKJIIOYasi 3JIEKTPOHHBIE PECYPCHI, MEAHa PECYpChl, | 3alaHHH,
METOIMYECKUE WuTepHeT-pecypchl, MEPUOIUUECKUE H3AAaHUS 110 | - OIICHKa IO
JTOKYMEHTHI, CMELMANTBHOCTU JUIsl PELIeHUs: MPO(EecCHOHANBHBIX | UTOTaM YCTHOTO
periaMeHTHpyIoLe | 3a1a4 OTIpOca CTYIEHTOB,
OpraHu3aIuio - JIEMOHCTpAlLlMsl OTBETCTBEHHOCTH 3a NPHUHSATHIC | - HAONIOJEHHE IO
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JOKYMEHTAIHOHHOTO
obecrieueHHs
yIIpaBJICHUS;
CocraBidTh u
MIPaBUIIHHO
0pOPMITSITH
OCHOBHEBIE BU/IbI
OpraHu3aIMOHHO-
pacTopsIUTEIILHBIX
JOKYMEHTOB;
OdopmisaTh
nH(}OpPMaLMOHHO-
CIPaBOYHYIO
JOKYMEHTAITHIO;
OdopmnsaTs
KaJIPOBYIO
JOKYMEHTAITHIO;
OdopmnsaTs
MIPETEH3UOHHO-
HCKOBYIO
JOKYMEHTAITHIO.

pemieHusi, OOOCHOBAaHHOCTh  CaMOaHalIHM3a |
KOPPEKIIHSI pe3yJIbTaTOB COOCTBEHHOU PabOTHI;

- UCTIOJIb30BaHHE 3aKOHOJaTEIbHBIX u
HOPMAaTHBHO-TIPABOBBIX AKTOB TNPHU IUIAHUPOBAHUHU
MpeaNpPUHIMATEIbCKOM JeSITebHOCTH B
npodeccrnoHanbHOH chepe;

- JIEMOHCTpalMs 3HaHUN B 00sacTU (PUHAHCOBOM
IPaMOTHOCTH;

- KOHCTPYKTHBHOCTH  B3aHMMOJACHUCTBUS  C
oOyJaromuMucs,  TOpenojaBaTesiMH B XOJe
00y4eHus, PYKOBOUTEIISIMH yueOHOMU u
MIPOU3BO/ICTBEHHOM MPAaKTHK.

-coOo/IeHne HOPM Mpo(HeCcCHOHATBHOM ITHUKH;

— TOCTPOCHHE MPOPECCHOHATLHOTO OOIICHUs ¢
YYETOM COIMAJIbHO-TIPO(ECCHOHANIBHOTO — CTaTyca,
CHTyallud OOIIeHHs, OCOOEHHOCTEH TpPYyNIbl H
WHAWBHUIYAIBHBIX ~ OCOOEHHOCTEH  yJ4aCTHHKOB
KOMMYHUKAIIHH;

- TPaMOTHOCTb YCTHOM M MMCbMEHHOM peuu;

- odopmileHHEe JTOKYMEHTOB B COOTBETCTBHUHU C
I'OCTowm;

- SICHOCTh (OPMYJIHPOBAHUS U  HW3JIOKCHUS
MEICIICH;
- TpOsIBIIEHWE TOJICPAHTHOCTH B  IMpoOIlecce
OOIIECHM;

- coOJroficHHe HOPM TIOBEACHUS BO BpeMs
y4eOHBIX 3aHATH;

- COOJTIOJICHUE CTAaHIAPTOB aHTUKOPPYIMIIHOHHOTO
ITOBEICHUS,

- coOmromaeT
0€30I1aCHOCTH;

— OIpeNessieT HAlpPaBICHUS PECypPCOCOepeKCHMS
B pamMKax HpoQpeCCHOHATBHOU JCATCIBHOCTH 10
CIEIHATBLHOCTH;

HOPMBI 9KOJIOTHYECKOM

- 3(@deKTUBHOCTh  WCHOJB30BAHUS  CPEICTB
Gu3nveckol  KyJabTYpbl Il  COXpaHCHHS |
YKpEIUICHUS 3I0POBbBS B nporecce
po(ECCUOHATLHON NESITEIBHOCTH M TIOICPIKAHHMSI
HE00X0AMMOT0 YPOBHS (buzndecKoi
HIOJITOTOBJICHHOCTH;

- 3¢ peKTUBHOCTD HCIIOJIb30BaHUS B

npodeccnoHanbHON AESITEeNbHOCTH HEOOXOAMMOMN
JOKYMEHTAIli¥, B TOM UHCJIE€ Ha HWHOCTPAaHHOM
SI3bIKE

UTOram
TECTUPOBAHU,

- OILICHKA
IIPOLECCE
IIPOBEACHUS
IIPOMEKYTOYHOU
aTTeCTalUN.
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