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1. OBIIASI XAPAKTEPUCTUKA PABOYE# TPOTPAMMBI YUEBHOW
JUCHMUILIAHBI
OI1.06 JTOKYMEHTALIMOHHOE OBECIIEYEHUE YIIPABJIEHMS

1.1. MecTo TUCUMILIMHBI B CTPYKTYpPe OCHOBHOM 00pa30BaTeIbHOM MPOrPaMMbI
VYyebnas nucuuruHa «lokymMeHTallMOHHOE OOeclieYeHUe YIpaBiICHUS» SBISICTCS
00s3aTeIbHON YacThio 001IenpodhecCHOHANIBHOTO IIUKIIa 00pa30BaTeNbHOM MPOrpaMMBbl B
cootBeTcTBUM ¢ @I'OC CIIO no crnenuanbHOCTH.

Oco0oe 3HaueHWe AUCLUUIUIMHA UMEET IpU (POPMHPOBAHMHM M PA3BUTUU OOLIMX
xommnerenuit OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 07, OK 08, OK 09.

1.2. Lesb U iIaHUPYeMble Pe3yJIbTAThHI 0CBOCHUS IUCHMILIMHBI:
B pamkax mporpaMmbl yueOHON TUCIUTUIMHBI 00YUYaIOIIMMUCS OCBAUBAIOTCS] YMEHHUS

U 3HAHUS
Kon YMeHusn 3HaHus
11K, OK
OK 01, | IIpumensate Ha mnpakTuke | TepMUHOIOTHIO B obnactu
OK 02, roCyJIapCTBEHHBIC JIOKYMEHTAI[MOHHOTO oOecrieueHus
OK 03, | cranmapTsl, IpYTHUE | yIPABICHUS;
OK 04, | HopmaTuBHO- HopmartuBHbie JOKYMEHTHI,
OK 05, | merognueckue pEerIaMEHTUPYIOIINE COCTaBJICHHE 151
OK 06, | noxyMeHTHI, opopMIIeHHE TOKYMEHTAallMd M TOPSJIOK €€
OK 07, | pernmameHTUpPYIOIIUE 00paboTKu;
OK 08, | opranmu3zanuto [IpaBuna  coctaBneHuss u  odopmieHUS
OK 09, | nOKyMEHTallMOHHOTO OpraHU3alMOHHO-PACTIOPSIUTEIIbHBIX
IIK 1.2, | obecnieueHus ynpaBieHUs; | JOKYMEHTOB, BXOISIINUX B YHU(PHUIMPOBAHHYIO
IIK 1.3. | CocTaBisiTh U TPaBUIIBHO | CACTEMY OPTraHU3ALMOHHO-PACIOPSAUTEIbHBIX
opopMIIAThH OCHOBHBIE | IOKYMEHTOB,  YHU(PUIHUPOBAHHYIO  CUCTEMY
BUJbl  OPraHU3ALMOHHO- | IEPBUYHON YYETHOM JTOKYMEHTallUd B YacTu
pacnopsInTEIbHBIX JOKYMEHTALMU 110 YUETy TPYa;
JOKYMEHTOB; [Topsimok mpoBeAeHUs] SKCHEPTU3bl LIEHHOCTH
OdopmitsTh JIOKYMEHTOB U TMOATOTOBKU J€1 K apXUBHOMY
UH(OPMAIMOHHO- XPAHEHUIO.
CIIPABOYHYIO TexHOJI0TuI0 OpraHu3ali JOKyMEHT0000poTa
JOKYMEHTALHIO; B OpraHu3aiusax (yUpexaeHusx).
OdopmsaTh KaJpOBYIO
JOKYMEHTALHUIO;
OdopmitsTh
MIPETEH3NOHHO-HCKOBYIO
JOKYMEHTALMIO.




2. CTPYKTYPA U COJIEP)KAHUE YYEBHOM JUCIUILINHBI

2.1. O0bem y4yeOHOM TMCHMILIMHBI M BUAbI Y4eOHO padoThI

Bup yyeOHo# padoThI Oo0bem B yacax
O0bem 00pa3oBaTeIbHOI POrpaMMBbl Y4eOHOM 50
AACTUTLTNHBI
B T.4. B JopMe NMPAKTHIECKOI MOATOTOBKH 20
BT. 4.
TEOpEeTHUECKOe 00yUeHUE 20
NPAKTUYECKUE 3aHATUA 20
CamocmosamenvHas paboma 10
IIpomexyTouHas aTTeCTALMUA ﬂnq)q)epe;i:iOBaHHHH







2.2. TemaTuyecKHi IJIAH U COlEePKAHUE YUe€OHO JUCUUIJINHBI

HaumeHoBaHue pa3/iesioB U TeM

Coaepixkanue yueOHOro Mmatepuasia u Gpopmsl
OPraHM3alNU 1eSITeJIbHOCTH 00y4aroIInXcst

Oo0bem, akan. u/ B
TOM 4ucie B popme
NPaKTHYECKOMH
NMOAr0OTOBKH, aKa/l. 4

Koapl komMneTeHnii,
(¢popmupoBanuio
KOTOPBIX CIOCOOCTBYET
3JIEMEHT NMPOTrPaMMBbI

1

2

3

4

Pasea 1. OCHOBBI JOKYMEHTHUPOBAHMUS YIIPABJEHYECKOM

AEATEJIBHOCTH

8/2

Tema 1.1 IlousiTue 0
AOKYMEHTAIIHOHHOM

olecreyeHNH ynpasJieHHus,

AOKYMEHTE M c1ocodax
AOKYMEHTHPOBAHUS

Coaep:xaHue y4eOHOIro MaTepHuaJia

[ToHsiTHE M OCHOBHBIE CBOMCTBA IOKYMEHTOB U UX (DYHKLIUHU B
cucreMme ynpasieHus. Kinaccupukanus J0KyMEHTOB: IO BULY
opopmiienus; mo  comepkaHuioo; 1o ¢dopMe; 10
IPOMCXOXKACHUIO; IO CpeAcTBaM (HUKCAllMK; IO CpOKam
XpaHeHus. MarepuaibHble HOCUTENN HHPOPMALIUH.
[Tonsatue  nokymeHtupoBaHus.  OCHOBHBIE  CIIOCOOBI
JOKyMeHTHpOoBaHUs. OCHOBHBIE COBPEMEHHbBIE TEXHOJIOTUH,
IpUMEHseMbIe NPU OpraHu3aluyu paboThl C JTOKyMEHTaMH B
opraHu3anusax (yUpexJIeHUsIX).

Tema 1.2 HopmaTusHo-
npasosasi 6a3za
AOKYMEHTAIHOHHOT 0
olecreyeHust ynpaBJjieHHUs

Coaep:xxanue yueOHOro MaTepuasa

OK 01, OK 02, OK 05,
OK 09
K 1.2,1IK 1.3

HopMaTuBHO-1IpaBOBBIE aKThlI, peryupyoomue
JIOKYMEHTAllMOHHOE 00ecIiedeHNe YIIpaBiIeHUs. Y HU(PUKAIIS
M CTaHJapTH3alusl  KaK  OCHOBHBIE  HalpaBICHUS
COBEpUICHCTBOBAHUS JIOKYMEHTOB U JOKYMEHTAI[MOHHOTO
o0ecrieyeHus yrnpaBieHusl.

[lepeueHb OCHOBHBIX TOCYJIAPCTBEHHBIX CTAaHJIApPTOB Ha
YHU(DULIUPOBAHHBIE CUCTEMbI JIOKyMeHTauuu. OCHOBHbBIE
M0JIO’KEHHUS TOCYJapCTBEHHOM CUCTEMBI JOKYMEHTAI[MOHHOTO
oOecrieyenus ympasieHus. CocTaB  yHU(UIIMPOBAHHBIX
CUCTEM JIOKYMEHTaLUU: OpraHU3aIMOHHO-
pacropsuTenbHast, OTYETHO-CTaTUCTHYECKas, (PUHAHCOBAs U

1p.

OK 01, OK 02, OK 05,
OK 09
K 1.3

Coaep:xxanue yueOHOIro MaTepuaJia

4/2




Xapakrepuctuka, coctaB u cojepxanue ['OCTa Ha cucremy

OpraHu3aIMOHHO-PACTIOPSAUTEIBHOM JIOKYMEHTALUH.

YHauduuupoBaHHas cucreMa OpraHu3alMOHHO-

pacropsIUTEIbHON JTOKYMEHTALIUH. TpebGoBanus K 2 OK 01, OK 02, OK 03,
Tema 1.3 Cnoco0bl u npaBuIa opopmiienuro  nokymentos.  Dopmyssp-obpasen  OPJL OK 04, OK 05, OK 06,
CO3/1aHMS IOKYMEHTOB HpaBI/IHa O(l)OpMJ'IeHI/ISI PEKBU3UTOB, PETIIaMCHTHPOBAHHBIX OK ()7’ OK ()8’ OK 09

I'OCTom. MK 1.2, [IK 1.3

B TOM 4Hc/ie IPAKTHYECKUX 3aHATHI 2

[Tpaktuyeckoe 3anstue Nel. OdopmiieHre peKBU3UTOB HA 2

OJlaHKax.
Pazaen 2. OPTAHU3ALIIUA CUCTEMbBI JOKYMEHTAIIMOHHOI'O OBECIIEYEHUSA 26/16
Tema 2.1 Ogopmiienue Coaep:xxanue yueOHOro MaTepHuaJia 4/2 OK 01, OK 02, OK 03,
HH(pOPMALMOHHO-CIIPABOYHOI XapakTepucTUKa W COCTaB CIPABOYHO-UH(POPMAITMOHHBIX OK 04, OK 05, OK 06
JIOKYMEHTAIlHH JIOKYMEHTOB  (CITy’KEOHBIX IHCEM, CIPABOK, 3asBJIECHHM, IK 1.2, TIK 1.3

aKTOB, IPOTOKOJIOB, JOKJIAQJHBIX U  OOBSICHUTEIBHBIX 2

3aMKCoK), TpeOoBaHuUs K nux oopmienuto.

JloKyMeHTHpOBaHUE AEATEIbHOCTH KOJUIETHaJIbHbBIX OPTraHOB.

B TOM 4Hc/ie IPAKTHYECKUX 3aHATHH 2

[Tpaktuueckoe 3anstue Ne2. Odhopmiienre HHGPOPMAITMOHHO- 2

CIPAaBOYHON JOKYMEHTAIMH.
Tema 2.2 Odopmiienue Copaepxxanue yueOHOro MmarepuaJia 6/4 OK 01, OK 02, OK 03,
OpraHU3alHOHHO- OCHOBHBIE TPYIIBl  OPraHU3AIMOHHO-PACTIOPSAUTENBHBIX OK 04, OK 05, OK 06,
pacnopsiiuTe bHON JIOKyMEHTOB. XapaKTepUCTHKA M COCTAB OPraHU3allMOHHBIX OK 07, OK 08, OK 09
JIOKyMEHTAIUH JIOKYMEHTOB (ycraBa, TOJIOKEHMS, MHCTPYKIIUH, MK 1.2, 1IK 1.3

JOJDKHOCTHOM MHCTPYKIMK), TpeOoBaHHs K O(OpMIIEHUIO.

XapaKkTepuCTHUKA U COCTaB PACIOPSAUTENBHBIX JOKYMEHTOB

(mocTaHOBNIEHUs, TpHKa3a, pEIICHUs, PacHOPsLKEHUs, 2

yKa3aHus), TpeOOBaHUS K UX 0(hOPMIIEHUIO.

[ToHsTHE MOATMHHMKA, KOMUH, BBIIMCKH, MyOinkara. Bumbt

KOMHUHA JTOKYMEHTOB, OCOOCHHOCTH 3aBEpPEHUs KOMHA U

BBIMUCOK HOTAapHUaJIbHBIMM KOHTOPAMH M JOJDKHOCTHBIMHU

JIMIIAMU OpTaHU3alHi.

B TOoM uyMciIe NpaKTHYECKUX 3aHATUHI 4




[Tpaxtuueckoe 3anstue Ne3,4. OdopmieHue

OpTraHU3AIMOHHO-PACTIOPSAUTEILHON TOKYMEHTAIUY. 4
Tema 2.3 Oopmienne kaaposoii | Conep:kanue yueOHOro MmaTepuasia 6/4 OK 01, OK 02, OK 03,
JIOKYMEHTAIMH 3asgBiaeHMS W NPHKa3bl O JIMYHOMY COCTaBy. JInuHas 5 OK 04, OK 05, OK 06,09
kapTouka (opmbl T-2 u TUYHEIE ena K 1.3
B ToM uMciie npakTHYeCKUX 3aHATHI 4
[Ipaktuueckoe 3anstue No5,6. OdopmieHue KaapoBOH 4
JIOKYMEHTAI1H.
Tema 2.4 JloroBopHo-npaBoBasi | Cojep:kaHue yueOHOro MmaTepuasa 4/2 OK 01, OK 02, OK 03,
AOKYMEHTalus [Tousatue gmorosBopa. OCHOBHBIE pa3felbl  JIOTOBOPOB. OK 04, OK 05, OK 06
[Topsamox ohOpMIIEHHS TPYAOBOTO JOTOBOPA, JOTOBOPA 2 IK 1.2, IIK 1.3
MIOCTaBKH, IOTOBOPA KYIUIU-TIPOJIAXKH.
B TOoM Ymc/ie NPaAaKTHYECKUX 3aHATHI 2
[TpakTraeckoe 3austue Ne7. OpopmiieHHEe JOTOBOPOB. 2
Tema 2.5 IIperen3uonno- | Cogep:kanue yueOHOro Mmarepuajia 6/4 OK 01, OK 02, OK 03,
MCKOBAasi JOKYMEHTALHUS OCHOBHBIE PEKBU3MTHI U MOPANOK O(QOPMIEHHS IIPETEH3UI, OK 04, OK 05, OK 06,
OTBETOB  Ha  mpeTeHsmio. IOpuamyeckas  ciyxO0a, OK 07, OK 08, OK 09
BBINOJIHAIONIAS  HPETEH3MOHHO-UCKOBYI0 ~ paboTy  Ha ) IK 1.2, IIK 1.3
npeanpusaThy. JKypHail perucTpanyy NpeTeH3ui.
[Topsimox odopMiIeHHSI HICKOBBIX 3asiBIICHUIN U MPEACTaBIICHUE
uX B ApOUTpaXHBIN CY/I.
B ToM 4ynciie NPAKTHYECKHUX 3aHATHH 4
[TpakTrueckoe 3ausTue Ne§,9 4
Odopmienune npeTeH3nOHHO-UCKOBOM IOKYMEHTAIIUH.
Pa3znen 3 OPTAHU3AIIUS PABOTBI C JOKYMEHTAMM B OPTAHU3ALIUAX 6/2
(YUYPEXKXKJEHUSAX)
Tema 3.1 Texnosnorus Copaepxxanue yueOHOro MmaTepuaJia 1 OK 01, OK 02, OK 03,
OpraHusanmn Vhpaenenue u  AeI0ONPOU3BOACTBO. OpraHu3alMoOHHbIE OK 04, OK 09
JAOKYMEHTO0000poTa B dbopmbl  nmenonpousBoacTBa. Ciykba JOKyMEHTAIMOHHOTO IIK 1.2, 1IK 1.3
OpraHu3auusax (y4pesKIaeHusx) obOecrieueHHs yOpaBleHUs, OCHOBHAas 3agava, (QyHKIHH, 1
TUTIOBBIC CTPYKTYPBI, JTOJKHOCTHOW cocTaB. [IpumepHOe
MOJIOKEHHUE O CIYXKO0e TOKYMEHTAIIMOHHOTO OO0eCIeUeHHs
YIPAaBIICHUS U JIOJDKHOCTHBIC HHCTPYKIIHH.
Conep:xaHue yueOHOIro MaTepuaJa 3/2




[TonsTHA TpenoxkeHus, 3asBICHUS U kamoObl. [Ipuem u
peructpanus nuceMm rpaxiaad. Paccmorpenue u paspenieHue
MIUCEM, CPOK PACCMOTPEHHUSI.

Tema 3.2 OcodeHHOCTH KondunennmaapHoe nenonpou3BoacTBo. I'pud orpanndeHus
JAeJI0ONMPOU3BOACTBA MO JocTyna K JOKyMEHTY. ABTOMAaTU3MpPOBAHHBIE CHCTEMBI
oﬁpameﬂnﬂM rpa:kjiaH u pa6OTH C AOKYMCHTaMH. CpeIICTBa HU3roToOBJICHUA,
KOH(HUIEHINATHHOTO0 KOIIMPOBAaHUS W Pa3MHOXKEHUS INOKyMeHTOB. OpraHusanus
eJI0NPOU3BO/ICTBA pabo4MX MeCT.

B ToM uMciie npakTHYeCKUX 3aHATHI

[Tpaktuueckoe 3anarue NelO. Odopmiienune oOpamieHU

OK 01, OK 02, OK 03,

OK 04, OK 05, OK 06,

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

rpaXkJaH.
Tema 3.3 CucremaTuzauusi Coaep:xxanue yueOHOro MaTepHuaJia OK 01, OK 02, OK 03,
JOKYMEHTOB, popMupoBaHue uX | [TousTue JIOKYyMEHTO000pOTA. O61mue HPHHIIMIIE] OK 04, OK 09
B JleJ1a M Nepeaya B apXUB OpraHu3allMi JIOKYMEHTOOOOPOTa, €ro OCHOBHBIE ATAIlbL: IK'1.2,IIK 1.3
opranmMsanmnuu IpUeM U NepBUYHast 00paboTKa TOKYMEHTOB; pacipeesieHue

MMOCTYIMBIIUX HOOKYMCHTOB;, pCErucTpalusa AJOKYMCHTOB H
NpeBapUTEIILHOE WX  PACCMOTPEHHE;  PacCMOTPEHHUE
JIOKYMEHTOB PYKOBOJICTBOM OpraHM3aluu (YUpeKIACHHs) U
HaIpaBlIeHUE UX HA UCMIOTHEHHUE; UCTIOJIHEHNE U KOHTPOJIb 32
HUCIIOJIHCHUEM JOKYMCHTOB; TCKyLICC XpaHCHUC
JIOKYMEHTOB.

Homenknarypa nen. O6paboTka fesn Jisi HOCIeaYOIIeT0
XpaHeHUs. DKCIepTH3a IIEHHOCTH TOKYMEHTOB, opopmileHne
1ien1, coctaBienne onuceil. Crayva e B apXuB.

HpOMe)KyTO'—IHaﬂ aTTeCcranus

HUroro: 40
TemaTnka BHeaAyIUTOPHOI CAMOCTOSITEIbHON PadOTHI
Brimonnenne nokiiaza WM MyJbTUMENMHOM mpe3eHTauuu 1o teme «Hcropus
Pa3BUTHS JEJIONPOU3BOACTBA B Poccumy
[ToarotoButs noknaga «['OCT P 7.0.97-2016. O6macth nmpuMeHEHUs CTaHIAApTay; 10

«Denepanbubiii 3aK0H «O0 AIMEKTPOHHOMN TOIHACKY.

[ToaroToBUTH NOKIIA HA TEMY: «Jle10BOE MUCHMOY, « ITUKET B IETTOBOM MEPETTUCKEY.
[ToarotoButh pedepar Ha Temy: «J/lenoBoe mnucbMO», «IDTHKET B JCIOBOM
MIEPEIUCKEY.
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CocTtaButh U 0HOPMHUTH OPTAHU3ALUOHHO-PACTIOPAIUTEIbHBIE JTOKYMEHTHI
CocTaBuTh U 3amOJHUTH (HOPMY KypHaja PETUCTPAIMU BXOISAUIUX JTOKYMEHTOB,
UCXOJSIIUX TOKYMEHTOB

Odopmuths omneporpaMmMy MNPOXOXKACHUS BXOMSIIUX, MCXOASIIMX U BHYTPEHHUX
JIOKyMEHTOB

OdopmuTh 00JI0KKY JeNa 1Sl Iepe/layu Jejia Ha apXUBHOE XpPAHEHHE

Bcero:

50
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3. YCJIOBUS PEAJIN3AIIAN YYEBHOM JUCIUILIUHBI

3.1. [Ins peanm3auvu NPOrpamMMbl y4eOHOW AMCHUIUIMHBI NPETyCMOTPEHBI
crenuaJbHble MOMeleHus

Kabuner «JlokyMEHTallMOHHOTO  OOECMEYEHUs  YIpaBICHUS», OCHAIECHHBIH
B COOTBETCTBUU C 00pa30BaTEIBHOM MPOrpaMMO 1O CTICIIMAIBHOCTH.

O0opyaoBaHue y4eOHOTO KaOMHETa U paOOYMX MECT:
- paboume CTOJIBI M CTYJIbS I 00YUYaIOIIUXCS;

- paboYmnii CTOJ U CTYJI JJIS TIPETO aBaTels;

- TOCKa KJIaCCHAsi MarHUTHO-MapKepHas;

- HarJIsaHBIC TOCOOuS;

- KOMIUTEKT Y4eOHO-METOAMYECKON TOKYMEHTAITUH.

TexHuueckue cpecTBa 00yUeHus:
- MYJIbTUMEIUUHBIN TIPOCKTOP;

- TEJIEBU30D;

- HOYTOYK.

3.2. HapopmanuoHHOe oOecnedeHne peaTu3auy NporpaMmmMbl
Jlnst peanu3aiu IporpaMmbl OMOIHOTEYHBIH POH]T 00pa30BaTENIbHON OpraHu3aliu
MMEET NEYaTHBIE H/WIIN JIEKTPOHHBIE 00pa30BaTeNIbHbIE U NH()OPMAIMOHHBIE PECYPCHI IS
MCIIOJIb30BaHUs B 00pa30BaTEIbHOM IPOLIECCE.

3.2.1. OcHOBHbIE NTEYATHBIC U YJIEKTPOHHbIC U3AAHUSA

1.AnekceeBa, T. B. JlokyMeHTarmonHoe o0ecrieueHue ynpapieHus : yaeoHuk / T.
B. Anekceea, O. A. CtpaxoB. — MockBa : YuuBepcuteT «Cuneprusy», 2020. — 132 c.
— ISBN 978-5-4257-0402-3. — TekcT : 37eKTPOHHBIN // DIEKTPOHHBIN pecypc
g poBoit oopazoBatenbHo cpeabl CIIO PROFobpasosanue : [caiiT]. — URL:
https://profspo.ru/books/101344 (nata obpamierus: 29.02.2024). — Pexum qoctymna: s
ABTOPU3HUP. MOJIb30BATENECH

2.JloxymeHTanmoHHoe obecrneuenue ynpasienus. CoctaBieHue u ohopmieHue
JIEJIOBBIX JOKYMEHTOB : yueOHoe nocobue st CITO / cocrapurenu E. . bammakoBa. —
CaparoB, Mockaa : [IpodoOpazoBanue, At [Iu Ap Menua, 2021. — 144 c. — ISBN 978-
5-4488-1080-0, 978-5-4497-0964-6. — TekcT : 37eKTPOHHBIHN // DIEKTPOHHBIN pecypc
udpoBoii oopazoBarenbHoii cpeasl CIIO PROFo6pazoBanue : [caiit]. — URL:
https://profspo.ru/books/103343 (mara obpamenus: 29.02.2024). — Pexum mocTymna: s
ABTOPU3HUP. MOJIb30BATENIEN

3.Ky3Hnenora, 1. B. JlokyMeHTallMOHHOE O00ECIIeueHHEe YIIPaBJICHUS : yueOHOe
nocobue it CI1O / U. B. Ky3nernona, I'. A. Xauatpsin. — 3-¢ uza. — Caparos :
ITpodhob6pazoBanme, 2024. — 168 ¢. — ISBN 978-5-4488-1051-0. — Tekcr :
AIEKTPOHHBIH // DNEKTPOHHBIN pecypc nudpoBoit oOpazoBarensHOM cpeast CI1O
PROFo6pa3zoBanue : [caiit]. — URL: https://profspo.ru/books/135470 (marta obparieHus:

29.02.2024). — Pexum JtocTyna: il aBTOPU3UP. MOJIb30BaTEICH
12


https://profspo.ru/books/101344
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3.2.3. JlonoiHUTEIbHbIE MCTOYHUKH

1.3aitmeBa, E. B. [lenompow3BoacTBO #  JTOKYMEHTOOOOpPOT B  CHCTEME
rOCy/IapCTBEHHOTO M MYHHIIMIIAIBLHOTO yrpaBieHus : yueOnoe nmocooue misa CIIO / E. B.
3aiinieBa, H. B. 'onuapoBa. — 2-e u3g. — Capatos : [Ipodo6paszoBanue, 2021. — 176 C.
— ISBN 978-5-4488-1122-7. — TekcT : 3NeKTPOHHBIH // DNEKTPOHHBIN pecypc HudpoBoi
obpaszoBarensHoit  cpenst CIIO  PROFo6pazoBanme :  [caiit]. —  URL:
https://profspo.ru/books/104900 (mara obpamienus: 29.02.2024). — PexxuMm moctyna: Juis
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHOU JUCIHIUITJIMHbI

PesyabTaTnl 00y4yeHus

‘ Kpurtepun onenkn

| MeToabl OLIEHKH

HepequL 3HaHI/II71, OCBAaMBACMBIX B paMKax TUCHUIIJIMHBL

TepmuHOIOTHUA B obnacTu
JTOKYMEHTAIMOHHOTO  00eCTevYeHusI
yIIpaBJICHUS;

HopmaTuBHbIC JIOKYMEHTBHI,
pErIIaMeHTHPYIOUIME COCTABICHUE U
odbopmiieHHE  JOKyMEHTAllUH |
MOPSZIOK €€ 00paboTKH;

[TpaBuna cocraBiaeHus U 0QPOPMIICHUS
OpraHU3alMOHHO-PACIIOPAIUTENBHBIX
JOKYMEHTOB, BXOJALINX B
YHU(PHUIMPOBAHHYIO CUCTEMY
OpraHU3alMOHHO-PACIIOPAIUTENBHBIX
JOKYMEHTOB, YHU(DUIIIPOBAHHYIO
cUcTemy IIEPBUYHOMN Y4ETHOU
JOKYMEHTalluu B 4acTu
JOKYMEHTALUU 110 YUYeTy TPYyJa;
[Topssnok mNpoBeAEHHsT DKCIEPTU3BI
LIEHHOCTH JOKYMEHTOB M MOJAIOTOBKH
JIeJI K apXUBHOMY XPAaHEHUIO.
Texnonorus OpraHu3anuu
JTOKYMEHTOO00pOTa B OpraHu3alusix
(YupexneHusx).

- odopmiieHHE JIOKYMEHTOB U
pelIeHre MTPAKTUYECKUX CUTYalni ¢
HOPMATHBHBIM MIPABOBBIM
000CHOBaHHEM;

- UCIIOJIb30BAaHUE  PA3IMYHBIX
HUCTOYHUKOB, BKJIFOYAs AJICKTPOHHBIC
pecypchl, Meaua pecypchi,

HuTepHeT-pecypchl, NEpuoIUYECKUe
W3/IaHUsI TI0 CIEUHAIBHOCTH IS
penieHus mpohecCuoHaIbHBIX 3a7a4
- JIEMOHCTpAIUsi OTBETCTBEHHOCTH

3a MIPUHSTHIE pereHwus,
000OCHOBaHHOCTb ~CaMOaHajlIM3a U
KOPPEeKLHUs pe3yabTaToB

CcOOCTBEHHOM pabOTHI;

- HCIIOJIb30BAaHHUE 3aKOHOJATEIBHBIX
¥ HOPMATHUBHO-TIPABOBBIX aKTOB MPHU
TUTAHUPOBAHHUU
IpeapUHIMATETbCKON
JESITeTLHOCTH B MPO()ECCHOHAIBHON
chepe;

- JIEMOHCTpAIMs 3HAHUW B 00JacCTH
(buHAHCOBOW TPAMOTHOCTH;

- KOHCTPYKTHBHOCTH
B3aMMOJICHCTBHS ¢ 00yYaIOIIUMUCS,
MIPEIO/IaBaTENSIMH B X0/1€ 00yUYCHHS,

PYKOBOAMTENSIMH ~ y4eOHOH
HpOI/ISBOILCTBeHHOﬁ IMPAKTHK.
-coOmroieHne HOpM

poeCCUOHAIBHON ATUKU;
— MOCTpOeHHE NMPO(ecCHOHATBHOTO
OOIIEHUS C YYETOM COIHAIILHO-

npogeccuoHaIbHOIO cTaryca,
CUTyaIluu OOIIeHHS, 0COOCHHOCTEN
IpyTIIbI U WH/IMBUYaIbHBIX
0ocoOeHHOCTEN Y4aCTHUKOB
KOMMYHUKAIIH;

- rpaMOTHOCTb YCTHOM U
MUCbMEHHOU peuH;

- odopmieHHe JOKYMEHTOB B
cootBeTcTBUM ¢ 'OCTowM;

- scHOCTb (OpPMYJIUPOBAHUA U

U3JI0KCHUS MBICIICH;
- MpOSIBICHWE TOJIEPAHTHOCTH B
mpolecce oOIIeHus;

- AKCIEPTHOE
HaOII0/IeHNE
BBIIIOJTHEHUS
MPAKTUICCKUX
3aJIaHUM,

- OILIEHKA 110 UTOraM
YCTHOTO orpoca
CTYJICHTOB,

- HaOJIOACHHUE II0
UTOTaM
TECTUPOBAHMUS,

- OIICHKA
npoiecce
IPOBEICHHUS
IIPOMEKYTOUYHOU
aTTeCTaIl1H.

B
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- coOmroieHNe HOPM TIOBEICHUS BO
BpeMsl yueOHBIX 3aHSITHIA;

- coOnroieHe CTaH/1apTOB
AHTHKOPPYMIIMOHHOTO MTOBEICHHS,

- cOOJII0/1aeT HOPMBI SKOJIOTUYECKOM
0e30IacHOCTH;

— orpenenser HaIpaBJICHUS
pecypcocOepekeHruss B paMKax
po(heCCHOHANTLHOM  IeATETHbHOCTH
0 CIEIHATbHOCTH;

- 9] QeKTUBHOCTh HCIIOTH30BAHHS
CpeAcTB (PU3NYECKOMN KyJIbTYphI IS
COXPAHCHHUS M YKPETICHHSI 3TOPOBBS
B mporecce NpodecCHOHATBLHON
NESTCIIBHOCTH W TOJAJIEPKaHUs
HEO0OXO0UMOT0 YPOBHS (hU3HUECKOI
MOJITOTOBJICHHOCTH,

- 3¢(EKTUBHOCTH MCIOJIL30BAHUS B
npopECCUOHATIBHON  JICATEIIbHOCTH
HE00XO0IUMOM JJOKYMEHTAIINH, B TOM
YKCJIC HA HHOCTPAHHOM SI3BIKE

HepequL YMGHHﬁ, OCBAMBACMbIX B paMKaX OUCIHUIIJIMHBI

[IpumensaTh Ha [IPaKTUKE
roCylapCTBEHHbIE CTaHAAPTHI, IPYTUe
HOPMaTUBHO-METOINYECKHE
JOKYMEHTHI, perjIaMeHTUPYIOIINE
OpraHu3alMil  JTOKYMEHTAallHOHHOTO
o0ecrieyeHus yrpaBieHUs;
CocTaBnsTh U NPaBUIBLHO OPOPMIISTH
OCHOBHBIE BHJbl OpPraHU3ALMOHHO-
PacIoOpsIANTENBHBIX TOKYMEHTOB;

Odopmisath MH(POPMALIMOHHO-
CTPaBOYHYIO JOKYMEHTAIHIO;
Odopmisath KaJ[pOBYIO
JTOKYMEHTAITHIO;

OdopMIATE NPETEH3NOHHO-UCKOBYIO
JOKYMEHTAIHIO.

- odopmiieHHE JOKYMEHTOB U
pellIeHHEe MPAKTHYECKUX CUTYAIHH C
HOPMAaTHUBHBIM MIPaBOBBIM
000CHOBaHHEM;

- UCIIONIb30BAHNE  Pa3IMIHBIX
HMCTOYHUKOB, BKJIIOYAsl AJIEKTPOHHBIE
pecypchl, Meaua pecypchl,

WNHTepHeT-pecypcehl, NEPUOIUIYECKUE
W3/IaHUs] TI0 CIENHAIbHOCTH IS
penieHus mpohecCuoHaTbHBIX 3a7a4
- JIEMOHCTpAIUsi OTBETCTBEHHOCTH

3a IIPUHSATBIC peuicHus,
00OCHOBAaHHOCThL CaMOaHajlu3a M
KOppCKIUA PE3yJIbTAaTOB

CcOOCTBEHHOM paboOTHI;

- UCTOJb30BAaHUE 3aKOHOATEIHHBIX
¥ HOPMATHUBHO-TIPABOBBIX aKTOB IPHU
TUTAHUPOBAHHUH
MPEINPUHUMATETBCKOMN
JESITEILHOCTH B MPOECCHOHATBHON
chepe;

- JIEMOHCTpAalHs 3HAHUW B 0OJIACTH
(¢buHaHCOBON I'PaMOTHOCTH;

- KOHCTPYKTHUBHOCTH
B3aUMOJICHCTBUS C OOyJArOIITUMUCH,
MpernoaaBaTeNs MU B X01€ 00y4eHus,
PYKOBOJIUTEIISIMA yaeOHOM "
MIPOU3BOJICTBEHHON MPAKTHK.
-coOIroieHne
po)eCCHOHAIBHON ATHKH;

HOPM

- 3KCIIEPTHOE
HaOII0ICHUE
BBITTIOJTHCHHUS
MPAKTUYECKUX
3aJIaHMM,

- OLICHKA MO UTOraM
YCTHOTO ompoca
CTYJICHTOB,

- HaOJIOACHHUE II0
UTOTaM
TECTUPOBAHMUS,

- OLICHKA B
npouecce
MIPOBEICHUS
IIPOMEKYTOYHOU
aTTeCTalluu.
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— MOCTpoeHHe TPO(HEeCcCHOHATHLHOTO
OOIICHUSI C YYETOM COIHAIILHO-
poheccCHoHATLHOTO cTaryca,
CUTyaluu OOIIeHHs, 0COOCHHOCTEH
IPYIIITbI u WHVBHUIYyJTbHBIX
0CcOOEHHOCTEH YYaCTHHUKOB
KOMMYHHKAITIH;

- IpPaMOTHOCTh YCTHOM "
IIICbMEHHOU peyy;

- odopmicHHE TOKYMEHTOB B
cootBercTBUH ¢ 'OCToMm;

- SICHOCTb (OPMYJIMPOBaHUS U
HU3JI0KCHHS MBICTICH

- TMpPOSIBIICHHE TOJICPAHTHOCTH B
MpoIecce OOIICHUS;

- COOJIIOJIEHHE HOPM IOBEIICHHS BO
BpeMsl YICOHBIX 3aHATH;

- coOnroieHue CTaH/1apTOB
AHTHKOPPYMIIMOHHOTO MOBEICHHUS,;

- COOJIIOJTaeT HOPMBI IKOJIOTHYECKOM
0€301acHOCTH;

- oTpeeIseT HaIpaBJICHUS
pecypcocOepekeHruss B paMKax
MpOPECCHOHAIBHON  JIESITEIIbHOCTH
10 CICIHATbHOCTH;

- 3} QPeKTUBHOCTh HCIOIH30BAHUS
CPEICTB (PU3NYECKON KYIbTYPBI TS
COXPAHCHHUS M YKPETIICHHSI 3/TOPOBBS
B nMporecce MnpodeccuoHanbHON
NESATSIIbHOCTH W TOJJICPKaHUs
HEO0OXO0IUMOTO YPOBHS (hHU3HUECKOM
MOJITOTOBJICHHOCTH,

- 3¢(eKTUBHOCTh UCIOJBL30BAHUS B
MPOPECCUOHAIBHON 1€ TEIbHOCTH
HEO00XO0IUMOM JOKYMEHTAIINH, B TOM
YHCJIC HA HHOCTPAHHOM SI3BIKE

ABTOD:

O.C. IunuipiHa, npenoaaBaTesb 00enpodecCUOHATbHBIX AUCITUTIIINH
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