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1. OBIIIASI XAPAKTEPUCTUKA IPUMEPHOM PABOYEN ITPOT PAMMABI
YYEBHOU JUCIHUATIJIAHBI
«OI1.06 JOKYMEHTAIIMOHHOE OBECIIEYEHUME YIIPABJIEHU S

1.1. MecTo ucuMIVIMHBI B CTPYKTYPe OCHOBHOMH 00pa30BaTe/IbHOM NPOrpaMMbl
VYyeOnass auciuiuinHa «J{OKyMEHTallMOHHOE OOecleueHue YIpaBiICHUs» SBISETCS
oOs3atenpHOM  yacThio OOmienpodeccuoHAIbHOTO LHMKIA MPUMEpPHOM 00pa3oBareinbHOU

nporpammel B cootBeTcTBUr ¢ @I'OC CIIO no crneunaibHOCTH.
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 TUCHUILUIMHBI OOYYAIOIIMMHUCS OCBAUBAIOTCS YMEHUS

Y 3HaHUs
Kon YMeHus 3HaHuA
IIK, OK
OK 01, IIpumeHATH Ha npaktuke | TepMuHONIOrMIO B obnactu
OK 02, roCyJ1apCTBEHHBIE CTaHJIApPThI, | TOKYMEHTAlHOHHOTO obecrieueHus
OK 03, JIpYrUe HOPMATHBHO-METOJIUYECKHE | YIIPABICHUS,
OK 04, JOKYMEHTBI,  pernamentupyomue | HopmatusHbie JIOKYMEHTHI,
OK 05, OpraHM3aIMI0 JOKYMEHTAIMOHHOTO | PErJaMEHTUPYIOIUE  COCTAaBJICHUE U
OK 06, o0ecrieueHus yrpaBIeHUS; oopmIIeHHE NOKYMEHTAllUU U TMOPSI0K
OK 07, CocraBiATh u MPaBWIBHO | €€ 00paboTKH;
OK 08, 0hOopMIIATH OCHOBHbBIE Bunbl | [IpaBuiia cocraBieHus W OoQopMIICHUS
OK 09, OpraHHU3aIOHHO- OpraHU3alMOHHO-PACIOPSAAUTENbHBIX
K 1.2, pacIOpsAIUTENIBHBIX JOKYMEHTOB; JIOKYMEHTOB, BXOIAIINAX B
K 1.3. OdopmisaTs HH(POPMAITMOHHO- | YHUDHUITIPOBAHHYIO CUCTEMY
CIPaBOYHYIO JOKYMEHTALUIO; OpraHU3al[MOHHO-PACHIOPSAAUTENbHBIX
Odopmnsath KaJIpOBYIO | TOKYMEHTOB, YHUPUIITPOBAHHYIO
JOKYMEHTAIUIO; CUCTEMY NEPBUYHON Y4ETHOU
Odopmisath IIPETEH3UOHHO- | JOKYMEHTAIlMHU B YAaCTH JOKYMEHTALMH 110
HCKOBYIO IOKYMEHTALMIO. yuery Tpyaa;
ITopsnox  mpoBeneHUsT  SKCIEPTU3BI

IIEHHOCTH JJOKYMEHTOB U TIOJITOTOBKH JICIT
K apXHBHOMY XPaHCHUIO.
TexHonoruto OpraHu3aIuu
JIOKyMEHTOO0OpOTa B

(YUpexIeHUSAX ).

OpraHU3ALMIX




JInYHOCTHBIE Pe3yJabTaThl
peaju3anuu NporpaMMbl BOCIIUTAHUS
(Oeckpunmopwi)

Koa JHYHOCTHBIX
pe3yJabTaToB
peajM3anuu
NPorpamMmbl
BOCIIHTAHHS

[IposiBnsAOIIMA U IEMOHCTPUPYIOIIUNA YBAKEHHE K TPYAY YEIOBEKA,
OCO3HAIOIIUN LIEHHOCTh COOCTBEHHOIO TpyZa M Tpyla APYTux JrOAEH.
DOKOHOMHUYECKH aKTUBHBIN, OPUEHTHPOBAHHBIA HA OCO3HAHHBIA BBIOOD
cdeprl MpodeccHOHaNBHOM AEATEIBHOCTH € YU€TOM JIMUHBIX )KU3HEHHBIX
IUTAHOB, TMOTpPeOHOCTEH CBOEH CEeMbH, POCCHHCKOTO  OOIIecTBa.
Beipaxkaromui OCO3HaHHYIO TOTOBHOCTB K IIOJIyYEHUIO
npodeccuoHaIbHOTO 00pa30BaHUs, K HENPEphIBHOMY OOpa30BaHUIO
B TEYECHHE IKU3HU JIEMOHCTPUPYIOUIMI IIO3UTUBHOE OTHOILUCHHE
K PperyjlupoBaHUIO  TPYJOBBIX OTHOIIEHUH. OpHUEHTHPOBAHHBII
Ha caMoo0pa3oBaHME€ M MNPO(ECCHOHAIBHYIO IEpernoJroTOBKY B
YCIIOBUSIX CMEHBI TEXHOJIOTMUECKOTO YKJIaJa M COMYTCTBYIOILUX
couuaibHbelx nepemeH.  Crpemsmuiics K (OpMUPOBAaHUIO B CETEBOIl
cpeze IMYHOCTHO U MPO(PECCHOHATHFHOTO KOHCTPYKTHBHOTO «IIU(POBOTO
ciea

JIP 4

OpHUCHTUPOBAHHBI Ha MPO(PECCHOHATBHBIC JTOCTHIKCHUS, ICATEIBHO
BBIPDAKAIOIIMHA  ITO3HABATENIBHBIE  MHTEPECHl €  Y4EeTOM  CBOHMX
CIOCOOHOCTEH, 00pa30BaTeNILHOTO W MPOPECCHOHATHHOTO MapIIpyTa,
BBIOPAHHOW KBaTU(UKAIIIH

JIP 6

JINYHOCTHBIE pPe3yJbTaThbl

peaju3aliu NPorpaMMbl BOCIIUTAHMS, ONIpeejieHHbIe 0TPacjeBbIMH TPeOOBAHUAMHU

K J€¢JJOBBIM KadeCTBaM JIMYHOCTH

JemoHcTpupyromuii ymeane 3(GEeKTHBHO B3aHMOCHCTBOBATh B

KOMaH/Ie, BECTH UaJIOT, B TOM YHCJIE€ C UCIIOJIb30BaHUE CPEJICTB JIP13
KOMMYHHUKAITIH

JIeMOHCTpUPYIOLINI HaBBIKM aHAIN3a U MHTEPIIPETALUN HH(OpMALUU JIP14
13 Pa3IMyYHbIX UCTOYHUKOB C Y4€TOM HOPMATUBHO-IIPABOBBIX HOPM

JIeMOHCTPUPYIOLINI TOTOBHOCTh U CIIOCOOHOCTH K 00pa30BaHMUIO, B TOM

quclie caMo00pa30BaHUIO, Ha MPOTSKEHUU BCEH JKU3HU; CO3HATEIILHOE P15

OTHOIIIEHHE K HEMPEPHIBHOMY 00pa30BaHHUIO KaK YCIOBHIO YCIEIITHON
poeCCUOHAIIBHON 1 00IIIECTBEHHON e TEIbHOCTH




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

Bun yueOHo# padoThI O0bem B yacax
O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM 1M CHHIIJIMHbI 40
B T.4. B opMe NPAKTHYECKOH MOATOTOBKH 20
BT. 4.:
TEOpETHYECKOe 00yUeHne 20
IPAKTUYECKHUE 3aHSITUS 20
Camocmosmenvnas paboma * -
IIpomeskyTouHas aTTecTaAUMS

L' Camocmosmenvnas paboma € pamkax 00pa306amenbHOl NPOSPAMMbL  NAAHUPYEMCA  0DOPAZ08AMENbHOTL

opeanusayuei ¢ coomsemcmeuu c¢ mpebosanuamu PIOC CIIO 6 npederax obvema yueOHOU OUCYUNIUHBL 8
KONuYecmee 4acos, HeoOX00UMOM OJisl GbINOJHEHUs 3A0AHULl CAMOCMOAMENbHOU padomvl 00yYAOUUXCA,
npeodyCMOMPEHHBIX MEMAMUYECKUM NAAHOM U COOEPAHCAHUEM YUEOHOU OUCYUNTUHDL.



2.2. TeMaTH4yeCKMil IJIAH U COAEPKAHME YUeOHOM JUCHMIIIIHHBI

O0beM, akaj.
g/
B TOM 4YHCJIE B

Koanl kommneTeHIuid,

HaumeHoBaHue Conep:xkanue yueOHOro Matepuasia u GopMbl OPraHu3amum (bopme ¢dopmupoBanuio
pas3iesioB U TeM AeATEeJIbHOCTH 00y4aroIuxcs .. | KOTOPBIX CIIOCOOCTBYeET
HPARTIFCCRON |, remenT NPOrpaMMblI
NOJATOTOBKH,
akaji. 4
1 2 3 4

Pazgen 1. OCHOBBI JOKYMEHTHUPOBAHMUSI YIIPABJIEHYECKOM JESATEJIBHOCTHU 3
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;, O COACPKaHHUIO; MO ¢Gopme; Mo JIP 04, J1, 06, JI 13-15
AOKyYMEHTe u MIPOUCXOXKACHNUIO; IO CpEeACTBaM (UKCAlMU; IO CpOKaM XpaHEHHS. 1
crocodax 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
HopmatusHo- HopmaTuBHO-TIpaBOBBIE  aKThI, PEryJIUPYIOIIME  JOKYMEHTALMOHHOE OK 01, OK 02, OK 05,
npasosas 6a3a oOecrnieueHre yrnpapiaeHUs. Y HUPUKAIUSA U CTaHIapTU3AIMS KaK OCHOBHbBIE OK 09
AOKYMEHTAIIMOHHOI0 | HAIPABJICHUSA COBEPLICHCTBOBAHUSA JOKYMEHTOB M JOKYMEHTAIL[MOHHOIO I[IK' 1.3
odecneyeHu obecrnieueHus ynpaBIeHUsl. JIP 04, J1, 06, JI 13-15
ynpaBJIeHHUS IlepeyeHb OCHOBHBIX FOCYJapPCTBEHHBIX CTAHAPTOB HA YHU(DHUIIMPOBAHHBIE 1

CUCTEMBl JOKyMeHTauuu. (OCHOBHBIE TIOJIOKEHHUSI TOCYJapCTBEHHOMN

CHCTEMBl JIOKyMEHTAIllMOHHOTO obecrieueHus ymnpasieHus. CocraB

YHU(DULIPOBAHHBIX CUCTEM JOKYMEHTalUH: OpraHU3alMOHHO-

pacropsuTenabHas, OTYETHO-CTATUCTHYECKas!, pUHAHCOBas U Jp.

Conep:kanue y4eOHOIro MaTepuaa 1




Xapakrepuctuka, cocraB u cogepxkanue ['OCTa Ha cucremy
OpTraHU3aIOHHO-PACHIOPSIAUTEIBHON TOKYMEHTAUUU. YHUPUIIMPOBAHHASL

OK 01, OK 02, OK 03,
OK 04, OK 05, OK 06,

Tema 1.3 Cnoco0bI 1 | cucteMa OpraHU3aIlMOHHO-PACIOPAIUTEIbHON JIOKYMEHTAIUH. 1 OK 07, OK 08, OK 09
NPABHJIA CO3IAHUS TpeboBanust x odopmieHuo n0KyMeHTOB. Dopmyisip-oopazer; OP/I. K 1.9, TIK 1.3
JOKYMEHTOB [TpaBuna opopmieHus peKBU3UTOB, periaameHTHpoBaHHBIX [[OCTowm. o ’
= JIP 04, J1, 06, J1 13-15

B ToM yuciie NPaKTHYeCKUX 3aHATHH 2

[Tpaktrueckoe 3anstue Nel. OdopmiieHre peKBU3UTOB Ha IOKYMEHTaX. 2
Paznen 2. OPTAHUBAIIUA CUCTEMbI JOKYMEHTALHIMOHHOI'O OBECIIEYEHUSA 13
Tema 2.1 Conep:xanue yueOHOro MaTepuaJia 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, 3asBICHUN, aKTOB, POTOKOJIOB, JOKJIATHBIX 5 IIK1.2,1IK 1.3
CIPaBOYHOM U OOBSACHUTENBbHBIX 3aMUCOK), TpeOOBaHUA K UX OQPOPMIICHHUIO. JIP 04, J1, 06, J1 13-15
AOKYMEHTAIlUH JIoKyMeHTUpOBaHUE AITETbHOCTH KOJUIETHAbHBIX OPTaHOB.

B ToM 4nciie npakTHYECKUX 3aHATHH 2

[IpakTuueckoe 3anarue Ne2. Opopmienne nHhHopMalOHHO-CIIPABOYHON 9

JIOKYMEHTAIUH.
Tema 2.2 Coaep:xanue y4eOHOro MaTepuasa 3 OK 01, OK 02, OK 03,
Od¢opmienue OCHOBHBIE TpyMNIbl OPraHU3AIMOHHO-PACHIOPAIUTEIbHBIX JOKYMEHTOB. OK 04, OK 05, OK 06,
OpPraHM3anMoOHHO- XapakTepucTUKa M COCTaB OPraHU3AIMOHHBIX JOKYMEHTOB (ycCTaBa, OK 07, OK 08, OK 09
PACHOPAAUTEIBbHON | OJOXKEHUS,, MHCTPYKLUUHU, TOJKHOCTHOM HWHCTPYKLUH), TpeOOBaHMS K K 1.2,T1IK 1.3
AOKYMEHTALUH odopmiteHn0. XapakTepUCTHKa U COCTaB PACIOPAIUTENbHBIX IOKYMEHTOB JIP 04, J1, 06, JT 13-15

(mocTaHOBNEHUS, TMpHKa3a, pPEIICHUs, pPACHOPSHKEHMs,  YKa3aHHs), 3

TpeboBaHUs K UX 0OPMIICHHUIO.

[ToHsTHE TO/UIMHHWKA, KOIMWHU, BBHIMHUCKH, nyOnukata. Buasl komuit

JTIOKYMEHTOB, OCOOCHHOCTH 3aBEPEHHUS KOMHUI U BBITUCOK HOTapUaTbHBIMU

KOHTOpaMU ¥ JTOJKHOCTHBIMHU JIUIIAMH OpTaHU3aIui.

B ToM 4nciie npaKTHYECKUX 3aHATHI 2

[Tpaktrueckoe 3anstue Ne3. OdopmieHne opraHu3auoOHHO- 5

pacropsiIUTEILHON JOKYMEHTAIINH.




Tema 2.3 | CoaeprxaHue yueOHOIr0o MaTepuaa 2 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
I[IpakTuueckoe 3ansatue Ne4. OgopmieHue KagpoBoil JOKyMEHTaLUH. 4 JIP 04, J1, 06, JT 13-15
Tema 2.4 JloroBopHo- | Conep:kaHue y4eOHOT0 MaTepuaa 2 OK 01, OK 02, OK 03,
npasoBasi [Tonsitue noroBopa. OcHOBHBIE pazjienbl JoroBopoB. [lopsaok opopmiienus ) OK 04, OK 05, OK 06
AOKYMEHTalUsA TPYZOBOI'O JOTOBOPA, JOTOBOPA IIOCTABKH, JOrOBOPA KYILIU-TIPOJAXKH. I[IK1.2,1IK 1.3
B ToM 4uciie npaKTHYeCKUX 3aHATHI 2 JIP 04, J1, 06, JI 13-15
[Ipaktuyeckoe 3ansatue Ne5. OdopmiieHue JOroBOPOB. 2
Tema 2.5 | Copep:xkanmne yueOHOro MmaTepuajia 2 OK 01, OK 02, OK 03,
IIperenznonno- OCHOBHBIE PEKBU3UTHI U TMOPAAOK O(OPMIICHUS NMPETEH3UI, OTBETOB Ha OK 04, OK 05, OK 06,
HCKOBas npereHsuto. fOpunmyeckas cnyx0a, BBINOJNHAIOMAS PETEH3MOHHO- OK 07, OK 08, OK 09
AOKYMEHTalUs HCKOBYIO pa0doTy Ha npeanpustiu. XypHan peructpauuu npeTeH3ui. 2 K 1.2,T1IK 1.3
[Topsimok odopmiieHHsT HMCKOBBIX 3asBJICHHN W TPEACTABICHUE HUX B JIP 04, JI, 06, JT 13-15
ApOuTpakHbIii cy.
B ToM 4mciIe NPaAaKTHYECKUX 3aHATHI 3
ITpaktnyeckoe 3aHatue Ne6. OdopmieHue MNpeTeH3MOHHO-UCKOBOH 3
JTOKYMEHTAIHH.
Pazngen 3 OPTAHU3BALIUA PABOTHI C JOKYMEHTAMMUM B OPTAHU3ALUSX 5/2
(YUYPEXKAEHUSX)
Tema 3.1 Coaepixanue yueOHOro MaTepuasa 1 OK 01, OK 02, OK 03,
Texnonorns VYnpasieHne W Jenonpou3BoAcTBO.  OpraHuzaiyoHHble  (OPMBI OK 04, OK 09
OpraHM3anuu nenorpousBoAcTtBa.  Cmyxk06a  JOKYMEHTAI[MOHHOTO  oOecleyeHus I[IK1.2,1IK' 1.3
JAOKYMEHT0000pOTa B | YIPaBJICHHUsA, OCHOBHas 3ajaya, (YHKIUH, THUIOBBIE CTPYKTYpBHI, 1 JIP 04, J1, 06, JI 13-15

Opra”Hu3amusax
(yupe:xaeHusix)

JOJKHOCTHOM cocTaB. Permamentanus pabotsl ciyx0s1 1OV . Ilpumepnoe
MIOJIOKEHHUE O CIIyX0€ JOKYMEHTAllMOHHOIO OOECIe4YeHUs YIpPaBICHUS U
JOJPKHOCTHBIE MHCTPYKIUH.




Tema 3.2
OcodeHHoCTH
1eJIONPOU3BOACTBA
1o o0paneHusiM

Conep:xaHnue yueOHOro MaTepuaJia

[Tonatus mpeanoxxeHus, 3asBIeHUA U KanoObl. Ilpmem u perucrpanus
nuceM rpaxkaan. PaccMoTpenune u pa3pelieHne nuceM, CpoK pacCMOTPEHUS.
AHanm3 miceM rpakiaH.

OK 01, OK 02, OK 03,

OK 04, OK 05, OK 06,

OK 07, OK 08, OK 09
I[IK1.2,1IK' 1.3

rPaXaaH u KonduaenmuanpHoe aenonpou3BoAcTBO. ['pud orpaHuveHus I0OCTyIa K 1 JIP 04, J1, 06, J1 13-15
KOH(HUAECHIHATBHOIO | TOKYMEHTY. ABTOMAaTU3HPOBaHHBIE CHUCTEMBI PaOOTHl C JAOKYMEHTAMH.
AeJIONPOU3BO/JACTBA CpenctBa U3roTOBJICHMS, KONUPOBAHUS M PA3MHOKEHUS JIOKYMEHTOB.

Opranu3zanus padounx Mecr.

B ToM 4nciie npakTHYECKUX 3aHATHI 2

[TpakTuueckoe 3ansarue Ne7. OpopmiieHre oOpameHnid Tpax/IaH. 2
Tema 3.3 Coaep:xanue yueOHOro MaTepuaJia 1 OK 01, OK 02, OK 03,
Cucremarmn3anus [TonsTne  moxkymeHtooOopoTa. OOIMe  NPUHIMIBI  OpPTaHU3ALUU OK 04, OK 09
AOKYMEHTOB, JOKYMEHTO00O0pOTa, €ro OCHOBHBIE 3TaIlbl: MPUEM U IiepBUYHas 00paboTka K 1.2, TIIK 1.3
(hopMupoBaHue HX B | TOKYMEHTOB; pacIpe/iejeHHe MOCTYNUBIIMX JOKYMEHTOB; PETrUCTpalus JIP 04, J1, 06, JI 13-15
AeJia M mepeaava B JOKYMEHTOB ¥ TIPEIBApUTEIILHOE UX PAaCCMOTPEHHUE; pPacCMOTpPEHHUE
apXMB OPraHM3alMH | JIOKYMEHTOB PYKOBOJCTBOM OpraHu3aIuu (yupeKJIeHHs ) U HallpaBJIeHUEe UX 1

Ha UCIOJIHEHUE; UCIIOJIHEHHE W KOHTPOJb 32 HUCIOIHEHUEM JIOKYMEHTOB;

TEKyIllee XpaHEHHE IOKYMEHTOB.

Homenknarypa gen. O6paboTka e i MOCIeAYyOIIEero XpaHeHusl.

DKcnepTu3a HEHHOCTH TOKYMEHTOB, O(hopMIIeHHE J1eTI, COCTaBICHHE

onuceil. Coava e B apXuB.
[IpoMexxyTouHas arrecTanus
Bcero: 40




3. YCJIOBHUA PEAJIN3AIIMU YYEBHOM JUCIUILIMHBI

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 00pa3oBaTelbHble U WH(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. Ky3nenos, 1. H. JlokymMeHTanioHHOE 00ecrieueHre ypaBIeHusl.
JIOKyMEHTOOOOPOT U JIEJIONMPOU3BOJICTBO | YUYCOHUK M MPAKTUKYM JJIsI CPEAHETO
npodeccuonanbHoro odpazoBanus / M. H. Ky3nenos. — 4-e u3n., nepepal. u
nor. — Mockga : U3natensctBo FOpaiit, 2023. — 545 ¢. — (IIpodeccronanpHoe
obpaszoBanue). — ISBN 978-5-534-16004-8.

2. bacakos, M. U., JlokymeHTallmoHHOE oOecreyeHue yrnpaBieHus (C
OCHOBaMU apxHuBOBeleHHUs) : yueOHoe mocodue / M. U. bacakoB. — Mocksa :
KuoPyc, 2023. — 216 c¢. — ISBN 978-5-406-11367-7. — URL:
https://book.ru/book/948724 (mata obpamenus: 26.06.2023). — Tekct
JJIEKTPOHHBIN.

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:
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4. KOHTPOJIb U OHEHKA PE3YJIbTATOB OCBOEHMUAA

YYEBHOM JUCIHUILINHBI
Pe3syabTaTsl Kpurepum ouenkn MeToabl OLIEHKH
00yuyeHusi

[lepeuens 3HaHUH, OCBAaNBAEMBIX B PAMKAaX TUCITUTLIAHBI

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

obnacTu MPAaKTUYECKUX CUTyaIui C | BBITIOJTHEHUS

JOKYMEHTAI[MOHHOTO HOPMAaTUBHBIM MIPABOBBIM | MIPAKTUYECKHUX 3aaHUH,

obecrieyeHus 000CHOBaHUEM; - OIEHKa 10 HUTOraMm

yIIpaBJICHUS; - UCTIOJIb30BAHUE Pa3UYHBIX | YCTHOTO orpoca

HOpMaTI/IBHBIe HCTOYHHKOB, BKIJIIOYas OSJICKTPOHHBIC CTYIEHTOB,

JIOKYMEHTHI, pecypchl, Menua pecyperl, MIHTepHeT- | | yagmonenue mo wroram

peIIAMEHTHDYIOMHE pecypcbl, IepUOIUYECKUe U3TAHUS 110 TeCTHPOBAHES,

CHEeHATBHOCTH JUTST pelieHus

COCTaBIICHHUE 1 | [1podeccHoHATBHBIX 3314 - OLEHKa B Ipolecce

opopmiteHHE - JICMOHCTpAIHs OTBETCTBEHHOCTH 3a | L POBCACHHA

AOKyMCHTaLlUH 1 | npuHsaThIC pelieHus, 000CHOBAHHOCTh TPOMERGTORHOR
aTTECTAIlHH.

MOPSZIOK €€ 00paboTKH;
[IpaBuna cocTtaBieHUS
u odopMIIeHUS
OpraHu3aIOHHO-
pacnopsAUTENbHBIX
JTOKYMEHTOB, BXO/ISIINX
B YHUDUIUPOBAHHYIO
cUCTEMY
OpTaHU3aIMOHHO-
pacropsIuTeIbHBIX
JOKYMEHTOB,
YHU(DUITUPOBAHHYIO
CHUCTeMYy  NEepBUYHOMN
Y4ETHOM
JTOKYMEHTAI[MH B 4acTH
TOKYMEHTAITUH
yUeTy Tpyna;
[Topsimox  mpoBeneHus

Io

OKCIICPTU3BI
AOKYMCHTOB
IIOATOTOBKU

LIEHHOCTHU
U

Jen
apXMUBHOMY XpPaHEHHUIO.

Texnonorus
OpraHu3au
JOKYMEHTO000poTa B
OpraHM3aIusIxX
(Y4pexIeHHUsX).

K

camoaHaln3a u KOPPEKIIHSI
pe3yJIbTaToOB COOCTBEHHOH pabOTHI;

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

- JIEMOHCTpalus 3HaHUWA B OOJACTH
(rHAHCOBOW TPaMOTHOCTH;

- KOHCTPYKTHBHOCTb B3aUMOACHCTBUSA
C 06y‘IaIOH_[I/IMI/IC$I, nmpenoaaBaTeiIIMu
B X0I€ 06yquI/1${, PYKOBOAUTCIIAMU

y4eOHOM M MPOU3BOJCTBEHHOH
MIPaKTHUK.
-co0JII0/IeHNe HOpM

poeCCHOHAIBHON ATUKU;

MOCTPOCHHE MPO(ECCHOHATBLHOIO

o0IIeHUsT ¢ y4eToM  COIHaIbHO-
npodeccuoHaIbHOTO cTaryca,
CUTyaruu OOIIeHus, O0COOCHHOCTEH
TPYIIIIBI u WH/IUBUTyaTbHBIX
0coOeHHOCTEHN Y4aCTHUKOB
KOMMYHHKAITIH;

- TPAaMOTHOCTh YCTHOHM M MHCHMEHHOM
peun;

- odopmieHHe  JIOKYMEHTOB B

cootBeTcTBHH ¢ 'OCToMm;

- ACHOCTb  (OpMyJIMpOBaHUS U

H3JI0KCHUA MBICHCﬁ;




- TIpOSIBIICHHE 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(QQEeKTUBHOCTh  HCIOIH30BAHUS
cpencTB (HU3MYECKOW KYJIBTYPBI LIS
COXpaHEHHsSI U YKPETUICHHSI 3I0POBbSI 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
roCcyJapCTBEHHBIE
CTaHJapTHI, Ipyrue
HOPMaTHUBHO-
METOANYECKUE
JIOKYMEHTBHI,
periiaMeHTHPYIOLIe
OpraHu3aIHIo
JIOKYMEHTAIMOHHOTO
o0ecrnieyeHus
YIpaBIIEHUS;
CocraBnATh u
MPaBWIBHO O(QOPMIISATH
OCHOBHBIE BH/IbI
OpraHU3alMOHHO-
pacropsiIUTETbHBIX
JIOKYMEHTOB;
OdopmsaTs
MH(OPMAaLIOHHO-
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 TSt pelIeHus
npodecCHOHATBHBIX 3aa4

- JIEMOHCTpAIUsi OTBETCTBEHHOCTH 3a
NPUHATHIE PElIeHHs, 0O0CHOBAaHHOCTb
camoaHaimn3a u KOPPEeKIUs
pe3yNbTaTOB COOCTBEHHOM PabOTHI;

- HMCIIOJIb30BaHME 3aKOHOJATEIHHBIX H
HOPMAaTUBHO-TIPABOBBIX ~ aKTOB  IPHU
TUTAHUPOBAHHUA
NPEINPUHIMATEIBCKON e TEIbHOCTH
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[eHI/Ie
BBITIOJIHCHH A
IMPAKTUYCCKUX SaﬂaHHﬁ,

- OIEHKa TII0 HUTOram
YCTHOTO ompoca
CTY/ICHTOB,

- HaOJIIOJICHHE II0 UTOraM
TECTUPOBAHUS,

- OICHKa B
MIPOBEICHUS
IIPOMEKYTOUYHON
aTTeCTallHH.

mporecce




OdopmisATs KaapOBYIO
JOKYMEHTAIHIO;
OdopmnsTh
MIPETEH3UOHHO-
HCKOBYIO
JTOKYMEHTAIHIO.

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

— TmocTpoeHHe TNPO(HEeCCHOHATBHOTO
OOIIEHUsI C YYEeTOM  COIMaJbHO-

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

- TPaMOTHOCTb YCTHOM M IIMCBMEHHOH
peuu;

- odopmieHHE  JIOKYMEHTOB B
cootBercTBUH ¢ I'OCToMm;

- SCHOCTb  (OpPMYJIMpPOBAHUA H
U3JI0’KEHUS MBICIIEH;

- MpOSIBIIEHWE TOJICPAHTHOCTH B
rpoliecce OOIIeHHUS;
- coOiro/leHe HOPM IIOBEJICHHSI BO

BpCM:1 y‘I66HLIX SaHHTHﬁ;

- co0ntoieHue CTaH/IapTOB
AQHTUKOPPYMIIMOHHOTO MTOBEACHUS;
- coOyojaeT HOPMBI IKOJIOTHYECKOI

0e301acHOCTH;

— ornpezenser HaIpaBJICHUs
pecypcocOepexeHus B pamMKax
npodecCHOHANBHON NESATENBHOCTH T10
CICIUATLHOCTH;

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

- 9(peKTUBHOCTh HCIOIB30BAHUS B
npodeccHoHaNbHOM JeSITENbHOCTH
HEOOXOAUMOM JTIOKYMEHTAllUh, B TOM
qrclie HA HHOCTPAHHOM SI3BIKE




