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1. MACIIOPT PABOYEM ITPOT'PAMMBI. OBIIIASI XAPAKTEPUCTUKA TIPUMEPHOM
PABOYEM ITPOIr'PAMMBI YYEBHOU JTACIUTLIAHBI
«OI1.06 JOKYMEHTAIONMOHHOE OBECIIEYEHHUE YIIPABJIEHUS»

1.1. MecTo AUCHUNJIMHBI B CTPYKTYPe OCHOBHOI 00pa30BaTe/ibHOM IPOrpaMMbl

VYyeOnas aucuuinHa «JlokyMeHTalMoOHHOEe OOecreYeHne YIpaBICHH» SBISETCS 00sS3aTenbHON
9acThIO 00IIenpo(ecCHOHAIEHOTO IMKIA MPUMEPHON 00pa3oBaTENbHON MPOTPaMMbl B COOTBETCTBUU C
®I'OC CIIO no cnenuanbHOCTH.

Oco0oe 3HaueHWe AUCIHUIUIMHA UMeeT NpHu (HOPMHUPOBAHMHM U pa3BUTUM oOmUX kKommetreHui OK
01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 07, OK 08, OK 09; IIK. 1.2, IIK 1.3.

OK O0I. BeiOupare crmocoObl pemeHus 3anad npopecCHOHATBHON JeATENbHOCTH NPUMEHHUTENBHO K
Pa3IUYHBIM KOHTEKCTAM.

OK 02. Hcmonp3oBaTh COBPEMEHHBIE CpEACTBAa IMOWCKA, aHANN3a M HMHTEPIPETAlUMd HHPOPMAIUH H
MH(GOPMAaLMOHHbIE TEXHOJOTHH JUIs BBIOJIHEHH 3a/1a4 PO(ECCUOHAIBHON 1EATEIbHOCTH.

OK 03. IlmanupoBaThb M pEAJN30BBIBATE COOCTBEHHOE NPO(PECCHOHATBHOE M JIMYHOCTHOE DPa3BHUTHE,
IPEINPUHUMATENbCKYIO JIeSTENbHOCTh B IPO(EeCCHOHAIBHOM chepe, UCI0Ib30BaTh 3HAHUS 110 IPAaBOBON U
(UHAHCOBOW TPAMOTHOCTH B PA3JIMYHBIX )KU3HEHHBIX CUTYAIHIX.

OK 04. 3¢ddexTnBHO B3aMMOIEHCTBOBATH U PabOTaTh B KOJUIEKTHBE U KOMaH/IE.

OK 05. OcyiiecTBiaaTh YCTHYIO U MHUCbMEHHYI0O KOMMYHHUKAITUIO HAa TOCYJIaPCTBEHHOM si3bIke Poccuiickoi
denepanuy ¢ y4eToM 0COOEHHOCTEN COLMAIBHOTO U KYJIbTYPHOIO KOHTEKCTA.

OK 06. ITposBisTh rpak1aHCKO-TIATPUOTHUYECKYIO TIO3UIMIO, JEMOHCTPUPOBATh OCO3HAHHOE TTOBEJICHHUE Ha
OCHOBE TPAJMLMOHHBIX OOIIEYETOBEYECKUX LIEHHOCTEH, B TOM 4HCI€ C Y4YETOM TIapMOHHU3ALUU
MEXHAIMOHAIBHBIX W MEXPEIUTMO3HbIX OTHOIICHUN, NPUMEHATh CTaHAApPThl AHTUKOPPYILIMOHHOTO
MIOBEJICHMS.

OK 07. CopneiicTBOBaTh COXpaHEHHIO OKPYXKAIOMIEH CpENbl, pecypcocOepekeHII0, MPUMEHITh 3HAaHUS 00
M3MEHEHHMHU KJIMMAaTa, MPUHIUIIEI O€pPEeKIMBOT0O IPOU3BOICTBA, Y3PPEKTUBHO NEHCTBOBATh B UPE3BbIYANHBIX
CUTYaLUsIX.

OK 08. Hcnonb3oBarh cpeicTBa (PU3MUECKOW KYIbTYpbl ISl COXPAaHEHMsS M YKPEIJICHHsS 310pOBbS B
npouecce MNpoecCUOHATBbHOM NIEeATENbHOCTH U MNOAJEPKAaHUS HEOoOXOJUMOro YpOBHS (PU3HUECKOM
MIOATOTOBJIEHHOCTH.

OK 09. ITonp3oBaTbcs TpodecCHOHATBLHON JOKYMEHTAIMEH Ha TOCYy1IapCTBEHHOM U MHOCTPAHHOM SI3bIKaX.
1K 1.2. [TpuMeHATH HOPMBI IIpaBa JJIsl pelIeHus 3a/1a4 B MPO(PECCUOHATBHON 1eATEIIbHOCTH.

IIK 1.3. Bnagers HaBbIKaMM HOJATOTOBKH FOPUIUYECKHX JIOKYMEHTOB, B TOM 4YHCIIE C HCIOJIb30BaHHEM
MH(POPMALMOHHBIX TEXHOJIOTUH.

1.2. Heab ¥ muiaHupyembie pe3yJbTAThl 0CBOCHHUS JUCUMILIIUHbI:
B pamkax mporpamMmbl yueOHOM  TUCHUILIUHBI  OOYYAarONIMMHUCS  OCBAWBAIOTCS  yMEHUS
Y 3HAHUS



Kon YMenus 3HaHus
IIK, OK
OK 01, [IpumeHnATH Ha npaktuke | TepMuHOIOTHIO B o0mactu
OK 02, rOCyJ1apCTBEHHBIE CTaHJIapThl, | TOKYMEHTAlHOHHOTO obecrnievueHus
OK 03, JIpPYrue HOPMATHUBHO-METOJIMYECKHE | YIIPABICHUS,
OK 04, JOKYMEHTBI,  periameHtupyromue | Hopmatusabie JIOKYMEHTHI,
OK 05, OpraHM3alMI0 JOKYMEHTAIMOHHOTO | PETJIAaMEHTUPYIOIIME  COCTaBIICHHE U
OK 06, obecrieueHus yIpaBicHU; odopmIIeHHE AOKYMEHTAIIMH U TOPSJIOK
OK 07, CocTtaBisiTh u MPaBUJILHO | €e 00paboTKH;
OK 08, opopMIIATH OCHOBHbBIE Bunbl | [IpaBuiia cocraBieHus u 0pOpMIICHUS
OK 09, OpraHU3alOHHO- OpraHU3aLMOHHO-PACIOPSAIUTENbHBIX
IIK 1.2, pacnopsiAUTENbHBIX IOKYMEHTOB; JIOKYMEHTOB, BXOSIINX B
IIK 1.3. OdopmnsaTh WH(OPMAITMOHHO- | YHU(DUIIUPOBAHHYIO CUCTEMY
CIIPaBOYHYIO JOKYMEHTALUIO; OpraHU3aLMOHHO-PACIOPSAIUTENbHBIX
OdopmnsaTh KaJIpOBYIO | TOKYMEHTOB, YHUGPUITUPOBAHHYIO
JOKYMEHTAIHUIO; CUCTEMY NEPBUYHOMN Y4ETHOM
OdopmnsaTh MPETeH3MOHHO- | TOKYMEHTAllUU B YacTH JOKyMEHTalluu
HCKOBYIO IOKYMEHTAIIHIO. 0 y4eTy TpY/a;
[lopsimox  mpoBeneHUs  SKCIEPTU3BI

IEHHOCTH JOKYMEHTOB U TMOATOTOBKU
JIeJT K QpXUBHOMY XPaHEHHUIO.

TexHonoruto OpraHu3aluu
JOKyMEHTOOOOpoTa B

(YupexaeHusx).

OpraHnu3anusax




2. CTPYKTYPA U COJAEPKAHUE YUEBHOW JUCIHUILIMHBI
2.1. O0beM y4eOHOM NTMCHUILIMHBI U BUAbI Y4eOHO# padoThl

Buna yueOHoii padoThl O0bem B yacax
O0bem 00pa3zoBaTeJIbHOM MPOrPaAMMbI Y4eOHOM THCHUATIINHbBI 48
B T. U.:
TEOPETHYECKOE 00yUeHne 22
MPAKTUYECKUE 3aHATU 24
Camocmosmenvuasn paboma -
IIpome:kyTouHnas arrecrtauus: JTupdepeHUIMPOBAHHDBIN 3a4eT 2




2.2. TeMaTH4yeCKMil IJIAH U COAEPKAHME YUeOHOM JUCHMIIIIHHBI

O0beM, akaj. Koabl
y/ KOMIIeTEeHIIUiA,
HaumeHoBaHue Conep:kanue y4eOHOro MaTepuasa u GopMbl OPraHU3aANUM AeATEIbHOCTH B TOM SHCIAC B | POPMHPOBAHHIO
pa3aesioB U TeM 00yJamuxcs (popue . KOTOpRIX
NPAKTHYECKOMH | crocodcTByeT
NOAr0TOBKH, 3J1eMeHT
akaa. 4 NMPOrpaMmblI
1 2 3 4
Paznea 1. OCHOBBI JOKYMEHTHUPOBAHUS YIIPABJIEHYECKOM JEATEJIBHOCTH 8
Tema 1.1 IlonsaTne 0 | Coaep:xanue yueOHOro MmaTepuaJia 2
AOKYMCHTAIIHOHHOM OcHOBHBIE CBOWCTBA JOKYMEHTOB M UX (DYHKIIMH B CUCTEME YIIPABJICHHUS.
odecrmeveHNH 1 [Tousitue nokymenra. Madopmarus u nokyment. Kiaccudukarms
yupaB./cHus, JIOKYMEHTOB: 110 BUYy 0(OpMIIEHUS; 110 COAEPIKaHUIO; IO GopMe; 110 OK 01. OK 02
AOKYMEHTE H IPOMCXOXKACHUIO; TIO CpeACTBaM (PUKCAIUU; TI0 CPOKAM XPaHEHHs. 5 OK 0 5’ OK 0 9’
crnocodax MarepuanbHble HOCUTENIN HHPOPMALIUH. ’
K 1.2, 11K 1.3
AOKYMCHTHPOBAHUS [Tonsite nokyMeHTUpoBaHus. OCHOBHBIE CIIOCOOBI JOKYMEHTUPOBAHHUS.
OCHOBHBIE COBPEMEHHBIE TEXHOJIOTHH, TIPUMEHSIEMbIEC TIPY OPTaHU3AIIH
paboThI ¢ JOKYMEHTaMH B OpraHu3alusX (YUpexKICHUsAX ).
Tema 1.2 Conep:xxanue yueOHOro MaTepuaJia 2
HopmaTtusHo- 2 | HopmaTtuBHO-TIpaBOBbIE aKThI, PETyIUpPYIOIIME JIOKYMEHTAIMOHHOE obecreueHue OK 01, OK 02,
npasosas 6a3za yhnpaBieHUs. YHUPHUKAIMS W CTAaHAApPTU3aLUs KaKk OCHOBHBIE HAaIlpaBJICHHS OK 05, OK 09
AOKYMEHTAIMOHHOT 0 COBEpPILEHCTBOBAHUS JJOKYMEHTOB U JIOKYMEHTAIIMOHHOTO OOecreueHHs yrpaBlieHHs. K 1.3
o0ecnieyeHust
ynpasJieHHsA [lepeyeHb OCHOBHBIX TOCYAApPCTBEHHBIX CTAHIAPTOB HA YHU(PHIIMPOBAHHBIE CHCTEMBI 2

JOKYMCHTAIUU. OcCHOBHBIC ITOJIOKCHHUA FOCY)IapCTBeHHOﬁ CHCTEMbI

JIOKYMEHTAIlMOHHOTO oOecrieueHus: ynpanieHus. CoctaB YHU(DULIHUPOBAHHBIX CHUCTEM
JOKYMEHTAllMU:  OpraHU3alMOHHO-PACIOPAIUTENIbHASA,  OTYETHO-CTATUCTHYECKas,

¢uHaHCOBas U Ap.




Tema 1.3 Cnocodbl 1 | Conep:xanne y4eOHOro MmarepuaJia OK 01, OK 02,
NpaBUHJIa CO3aHUSA 3 | Xapakrepuctuka, coctaB u cojepxkanue ['OCTa Ha cucreMy OpraHu3aliOHHO- OK 03, OK 04,
AOKYMEHTOB pacropsAAUTENbHON JOKYMEHTAIlMH. YHU(QUIMPOBAHHAS CHUCTEMa OpraHU3allMOHHO- OK 05, OK 06,
pactopsSIUTEILHON  JIOKyMEHTaluu. TpeboBaHus K O(GOPMIICHHIO JIOKYMEHTOB. OK 07, OK 08,
dopmysp-oopazer; OPJI. IIpaBuna opopMieHus peKBU3UTOB, PETIaMEHTUPOBAHHBIX OK 09
I'OCTom. K 1.2, 11K 1.3
4 | Ilpaktuyeckoe 3ansitue Nel. OgopmiieHrne peKBU3UTOB Ha IOKyMEHTaX.
Paznen 2. OPTAHU3ALUA CUCTEMbBI JOKYMEHTAIIMOHHOT'O OBECIIEYHEHU A
Tema 2.1 Coaep:xanue yueOHOro MaTepuaJia OK 01, OK 02,
Odopmienue 5 | XapakTepucTuka U COCTaB CIPaBOYHO-UH(POPMAIIMOHHBIX TOKYMEHTOB (CITyKEeOHBIX OK 03, OK 04,
HH(OPMALITOHHO- MUCEM, CIPABOK, 3asBICHUI, aKTOB, MPOTOKOJOB, MOKIAIHBIX U OOBACHUTEIHHBIX OK 05, OK 06
CIPaBOYHOM 3aMUCcoK), TpeOoBaHHS K uX oOQopMiIeHHI0. JOKyMEHTHpOBaHHE MAESITENbHOCTH K 1.2, TIIK 1.3
AOKYMEHTAIUH KOJUJIETHAJIbHBIX OPTaHOB.
6 | [lpaktuueckoe 3ansitue Ne2. OopmiieHne HHPOPMAIMOHHO-CIIPABOYHOMN
JIOKYMEHTaI1H.
Tema 2.2 Conep:xanue yueOHOro MaTepuaJia OK 01, OK 02,
Odopmaenue 7 | OcHOBHBIE TPYIIIBI OpraHU3alMOHHO-PACIIOPSAAUTEIBHBIX JIOKYMEHTOB. OK 03, OK 04,
OpraHU3allMOHHO- XapakTepuCTUKAa M COCTaB OPTraHU3aIMOHHBIX JOKYMEHTOB (YyCTaBa, MOJOXKEHUS, OK 05, OK 06,
pacnopsANTeIbHON UHCTPYKLIUK,  JIOJDKHOCTHOM  HMHCTPYKLMH), TpeOOBaHUS K  O(QOPMIICHHMIO. OK 07, OK 08,
AOKYMEHTAlUH XapakTepucTuka M COCTaB pacHOpsAUTEIbHBIX JOKYMEHTOB (IIOCTaHOBJIEHUS, OK 09
MpHKa3a, peuieHus], paclopsLKeHUs, yKa3aHus), TpeOoBaHUS K X 0(OPMIICHHIO. K 1.2, TIK 1.3
8 | I[lonaTtne mNOAMMHHMKA, KONHMH, BBIMHUCKU, AyOiMuKaTa. Buasl Komuii JOKYMEHTOB,
0COOEHHOCTH 3aBepeHHs KONUM W BBITUCOK HOTApUAIbHBIMH KOHTOPAMHU H
JOJIKHOCTHBIMM JIMIIAMH OpraHU3alui.
9 | Hpakruueckoe 3ansiTue Ne3. OopmieHue opraHu3allMOHHON TOKYMEHTALUH.
10 | IIpakTnyeckoe 3auaTHe Ne 4. OdopmiieHHE PacOPAAUTEIHHON TOKYMEHTAIUH.




Tema 2.3 | Conep:xkanue yueOHOro MaTepuajia OK 01, OK 02,
Odopmienue 11 | 3asBNeHMS M TPUKA3bI IO JUYHOMY cocTaBy. JlmuHas kaprouka ¢opmsl T-2 u Tu4HbIE OK 03, OK 04,
Ka/pOBOil neaa OK 05, OK
JIOKYMEHTAIIHH 12 | MIpakTuyeckoe 3anaTue Ne6. OpopmiieHre KaJpoBOii JOKYMEHTAIMN 06,09
13 | IlpakTuyeckoe 3ansitue Ne7. OpopmieHue KapoBoi TOKyMEHTAIIUH IIK' 1.3
Tema 2.4 [loroBopHo- | Cogep:kanue yueOHOTro MaTepuaJia OK 01, OK 02,
npasoBasi 14 | Ilonsitwe gnoroBopa. OcHOBHBIE pa3nensl a0roBopoB. llopsimox  odopmienus OK 03, OK 04,
AOKyMeHTalusi TPYAOBOI'O JOIOBOpPA, JOTOBOPA MOCTaBKU, JOIOBOPA KYILIU-IIPOIAXKH. OK 05, OK 06
15 | lpakTnyeckoe 3ausaTue Ne8. OdopmieHHE TOTOBOPOB. K 1.2,11IK 1.3
16 | IpakTnueckoe 3ausTue Ne9. OdopmieHue 10roBOpoB.
Tema 2.5 | Copep:xkanmne y4eOHOro MaTepuajia OK 01, OK 02,
IIpereH3nonHo- 17 | OcHOBHBIE PEKBU3UTHI U MOPSAIOK OGOPMIICHHS MPETEH3UIl, OTBETOB Ha MPETEH3UIO. OK 03, OK 04,
HCKOBas Opuanueckas cinyx0a, BBINOJHSIONIAS MPETEH3MOHHO-UCKOBYIO paboTy Ha OK 05, OK 06,
AOKyMeHTalusi npennpusTiy. XKypHan peructpaiuuy npeTeH3ui. OK 07, OK 08,
[Topsimox odopMieHHs] UCKOBBIX 3asBICHUNW M MNpPEICTaBI€HHE UX B ApOUTPa’KHBIN OK 09
Cya. K 1.2, TIK 1.3
18 | IlpakTnueckoe 3ansaTHe Nel0. OdopmieHne npeTeH3nOHHO-UCKOBOM TOKYMEHTAIUH.
19 | IlpakTnyeckoe 3ansaTHe Nell. OopmieHne npeTeH3nOHHO-UCKOBOM TOKYMEHTAIUH.
Paznen 3 OPTAHU3AIIUA PABOTHBI C JOKYMEHTAMMU B OPTAHU3ALNUAX (YUPEXIEHUAX)
Tema 3.1 Conep:xxanue yueOHOro MaTepuaJa OK 01, OK 02,
Texnosnorus 20 | YnopaBienue u AenonpousBojacTBO. OpraHuzanuoHHbIE (OPMBI JIETONPOU3BOJICTBA. OK 03, OK 04,
OpPraHM3anuu Crnyxx0a JOKYMEHTAI[MOHHOTO 00ecIiedeH sl yIpaBieHMsl, OCHOBHAs 3a/1a4a, PyHKIIUH, OK 09
AOKYMEHTO0000poTa B TUIIOBBIE CTPYKTYpPHI, JOLDKHOCTHOU cocTaB. Permamenrtanusi pabotsl ciyx0b1 JJOVY. K 1.2, IIK 1.3
OpraHu3anmMsax [TpumepHOe MoNOXKEeHUE O cayk0e JOKYMEHTAI[MOHHOTO 00ecreueHus YyIpaBIeHUs U
(yupexaeHusx) JIOJ>KHOCTHBIE HHCTPYKLIMH.
Tema 3.2 Copepxxanue y4yeOHOro MmarepuaJia OK 01, OK 02,
OcobennocTn 21 | IlonaTus mnpeasiokeHus, 3asBieHUs M KanoObl. Ilpuem u peructpanus mnuceM OK 03, OK 04,
AeJIONPON3BOACTBA rpaxzaaH. PaccMOTpeHHe M pa3pellieHue MUCEM, CPOK PACCMOTPEHHUS. AHAIN3 MHUCEM OK 05, OK 06,




no odpaneHusAM Tpak/IaH. OK 07, OK 08,
rpaxJiaH u KondunennuaapHoe nenonpous3BoAcTBO. ['pud orpaHndeHuss 10cTyna K JOKYMEHTY. OK 09
KOH(UIeHIIHAIBHOT0 ABTOMATH3UPOBAHHBIE CUCTEMBI PabOTHI C JOKyMeHTaMu. CpeacTBa M3TOTOBICHUS, K 1.2, IIK 1.3
AeJI0NPOU3BOACTBA KOIMPOBAHUS M Pa3MHOKEHHUS JOKyMEeHTOB. Opranu3anus pabo4nx MecT.
22 | Ipaktuyeckoe 3ansaTue Nel2. OdpopmieHue oOpamieHuil rpaxaH. 5

Tema 3.3 Coaep:xxanue yueOHOro MaTepuaJia 2 OK 01, OK 02,
Cucremarusanus 23 | Ilonsatue nokymeHntoobopora. OOImMEe NPUHIUIBI OpraHU3aluu JOKYMEHTO000poTa, OK 03, OK 04,
JAOKYMEHTOB, €ro OCHOBHBIE 3Tallbl: IPUEM U IEpBHYHAS 00pabOTKa JTOKYMEHTOB; pacIpe/eieHHe OK 09
(popmupoBanue ux B IIOCTYIMBIIMX JIOKYMEHTOB; PpErucTpanus JTOKyMEHTOB U IPEIBAPUTEIBHOE HUX I[K 1.2, 11K 1.3
AeJia M mepeiaya B paccMOTpeHHe;  pacCMOTPEHHE  JIOKyMEHTOB  PYKOBOJACTBOM  OpraHU3alUH 5
apXuB OpraHu3anuu (yupexaeHus1) M HalpaBleHHE WX Ha HCHOJIHEHUE; HUCIIOJHEHHWE M KOHTPOJIb 3a

UCIIOJIHEHUEM JIOKYMEHTOB; TEKYILlee XpaHEHUE JOKYMEHTOB.

Howmenknarypa nen. O6paboTka el A MOCIeAYIOUIero XpaHeH s DKCIepTH3a

LIEHHOCTHU JOKYMEHTOB, O(pOpMIICHHE JIeJI, cCOCTaBieHue onuceil. Crava Jien B apXuB.
IIpomexxyrounas 24 | IuddepeHnnpoBaHHBIN 3a4€T
aTTecTanus 2
Bcero: 48




3. YCJIOBHUA PEAJIN3AIIMM YYEBHOM TUCIUILIMHBI

3.1. Jlna peanu3anuu NporpaMMbl NPodecCHOHAIBLHOTO0 MOIYJSI JOJKHBI ObITh
NpeayCMOTPEeHbI clienuaabHble IOMEIeHHs:

KaOumer, OCHAIIEHHBIA B COOTBETCTBUM C 0Opa30BaTENbHOM MPOrpamMMbl  I10
CHEINAJIbHOCTH.

3.2. UnopmanmonHoe odecneyeHne peaau3anun NporpaMmmbl

Jlisa peanuzanuu mporpaMMbl  OuOIMOTEYHBIH (QOHJ 00pa3zoBaTENbHON OpraHU3alUuU
JOJIKEH MMETh MeyYaTHbIe W/WIM AJIEKTPOHHBIE 00pa3oBaTelbHbIE U WH()OPMALMOHHBIE PECypCHI
JUISL UCTIOJIB30BaHUs B 0Opa3zoBaTesibHOM mpotecce. [lpu ¢popmupoBanuu 6ubauoreyHoro ¢Gonaa
00pa3oBaTenbHON OpraHu3alreil BBIOUpaeTcs He MEHEe OJIHOTO U3JaHUsl U3 MEPEUNCICHHBIX HUKE
IIe4YaTHBIX H3II&HI/II>1 n (I/IJII/I) SJICKTPOHHBIX I/ISILaHI/Iﬁ B Ka4C€CTBC OCHOBHOI'O, IIPHU 3TOM CIIMCOK
MOXKET 6I)ITI) AOIMOJIHCH APYTHUMU U3JaHUAMMU.

3.2.1. OcHoBHbIE MeYaTHLIE H3TAHUA

1. 1. Ky3uenoB, W.H.  JlokymMeHTalluoHHOEe  OOCCIICYCHUE  YIPABJICHUS.
JIOKyMEHTOOOOPOT M JICJIONPOU3BOJICTBO :  y4eOHUK W MPAKTHKYM JUISI  CPEIHETO
npodeccuonansHoro obpaszosanusi / M. H. Ky3nenos. — 4-e u3z., nepepad. u gomn. — Mocksa :

UznatenserBo Opaiit, 2023. — 545 ¢. — (IIpodeccuonansuoe obpazosanme). — ISBN 978-5-
534-16004-8.

2. bacakoB, M. W., JlokyMeHTallMOHHOE OOEcCTeueHne yrpaBieHus (C OCHOBaMH
apxuBoBezieHMs) : yueOHoe nocodue / M. U. bacakoB. — Mocksa : KnoPyc, 2023. — 216 c. —
ISBN 978-5-406-11367-7. — URL: https://book.ru/book/948724 (mnara obOpamenus: 26.06.2023).
— Texcer : 351eKTpOHHBIN.

3.2.2. OCHOBHBIE 3JICEKTPOHHbIC U3IAHUSA

1. Bapmynn, B. B., JlokymeHnTanronnoe obecrieueHue ynpasieHnus : yaeOHuk / B. B.
Bapmyrn. — Mocksa : FOcrtumus, 2022. — 271 ¢. — ISBN 978-5-4365-8902-2. — URL:
https://book.ru/book/942707 (nata obpamenus: 26.06.2023). — TeKCT : 37E€KTPOHHBIMH.

2. Kopuees, U. K. JlokymeHTannoHHOEe oOOecHedYeHHEe YIpaBJIEHUS : YYEOHHK U
NPakTUKYM JJs cpeaHero mnpogeccruoHansHoro obpazosanusi / U. K. Kopuees, A. B. ITmenko,
B. A. MamypreB. — 3-e u3a., nepepad. u gon. — Mocksa : M3narensctBo HOpaiit, 2023. —
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA

YYEBHOI JUCHMUILIMHBI

Pe3ysnbTarnl 00yyeHus \

Kpurepum oueHku

MeToabI OIIEeHKH

HepequL 3HaHHfI, OCBAMBACMBIX B paMKax JUCHUIIJIMHBI

TepMmuHoIOrUs B
obnactu
JTOKYMEHTaIlMOHHOT'O
obecrieueHus
yIpaBICHUS;
HopmatusHbIe
JIOKYMECHTHI,
periiaMeHTHPYIOIIHE
COCTaBIICHUE
odopmiieHre
JIOKYMEHTAIu!
MOPSIIOK €€ 00padOTKH;
[IpaBuna cocraBieHus u

u

odopmIIeHUs
OpraHU3alMOHHO-
pacnopsaUTENbHbIX
JIOKYMEHTOB, BXOJSILINX
YHU(PUIIUPOBAHHYIO
CUCTEMY

B

OpraHU3alMOHHO-
pacropsIUTEIbHBIX
JIOKYMEHTOB,
YHUPHUIIMPOBAHHYIO
CUCTEMY IIEPBUYHOMN
YYETHOM JTIOKYMEHTalMU
B YacTU JOKYMEHTalUu
10 Yy4YeTy TPYyAa;

Ilopsamox  mpoBeneHus
DKCIEPTU3bl  LIEHHOCTHU
JIOKyMEHTOB U
NOATOTOBKU A€l K
apXMBHOMY XpaHEHHUIO.
TexHomorus
OpraHu3aluu
JOKYMEHTOO0OpoTa B
OpraHHU3aIUsIX
(YupexneHusx).

- ohopMiIeHHE TOKYMEHTOB U peEIlIeHHE

MPAKTUIECCKHUX CUTYyaIui c
HOPMAaTHUBHBIM MIPaBOBBIM
000CHOBaAHHEM;

- HCIIOJIb30BaHHE pa3IMYHBIX
HUCTOYHUKOB, BKJIIOYAs JJICKTPOHHBIC

pecypcbl, Meaua pecypcsl, WHTepHer-
pecypcel, NMEepUOAMYECKUE HU3IaHUS I10
CHEUAIbHOCTH IS pelieHus
npodeCCHOHATBHBIX 3aa4

- JEMOHCTpanusi OTBETCTBEHHOCTH 32
NPUHATBIE PEIICHHS, OOOCHOBAaHHOCTb
CaMOaHaJIN3a U KOPPEKIHs Pe3yIbTaTOB
COOCTBEHHOM PabOTHI;

- HWCHOJB30BAHME 3aKOHOAATEIBHBIX H
HOPMAaTHBHO-TIPAaBOBBIX ~ aKTOB  IIPH
IUIAHUPOBAaHUM  TPEANPUHUMATENILCKOM

ACATCIIBHOCTH B HpO(I)eCCHOHaHBHOﬁ

cdepe;

- JIEMOHCTpalus 3HaHUW B 0OJacTu
(buHAHCOBOW TPAMOTHOCTH;

- KOHCTPYKTHUBHOCTH B3aMMOJCHCTBHS

¢ o0yyaroIuMHucs, IpernoaaBaTeasiMu B
xome  oOyueHus,
y4eOHOM U TPOU3BOACTBEHHOM MPAKTHK.
-co0JIr0/IeHne HOPM TNpodeccroHaIbHON

PYKOBOJIUTEIISIMU

ITHKH;
—  TMOCTpoeHHEe TPOGECCHOHATHLHOTO
OOIIeHUsT C  Y4eTOM  COIHMAJbHO-

pohecCuoHaNBHOTO CTaTyca, CUTyalul
oOIIeHusi, OCOOEHHOCTEH TpyINIbBl |
VHJIABUYAJIbHBIX ocoOeHHOCTel
Y4aCTHHUKOB KOMMYHUKAIIHU;

- TPaMOTHOCTh YCTHOW M THCHMEHHOU

peuu;
- odopmiieHHE JIOKYMEHTOB B
cootBeTcTBHUH ¢ 'OCToMm;

- SICHOCTD dbopmynupoBaHus U
HU3J0KEHUS MBICIEH;

- HpOHBHeHI/Ie TOHepaHTHOCTI/I B

rpoIiiecce OOIIeHMS;
- COOJIFOJICHHE HOPM TIIOBEJCHHS BO

BpeMsl Y4eOHBIX 3aHSTUH;

- coOroieHne CTaHJapTOB
AHTUKOPPYILIMOHHOT'O ITIOBEICHUS,

- DKCIIEPTHOE HaOIIOJEHUE
BBITMOJTHEHUSI PAKTUYECKUX
3aJIaHNM,

- OLIEHKa
YCTHOT'O OIIpOca CTYJEHTOB,

110 uTroram

- HaONIJEHUE 10 HUTOraMm
TECTUPOBAHUS,

- OLEHKa B
IPOBEJCHUS
POMEKYTOUHOMN

aTTeCTanuu.

mpouecce




- CcOOJIOJTaeT HOPMBI IKOJIOTHYECKOMN

0e30IacHOCTH;
- orpenenser HaTpaBJICHUS
pecypcocOepexeHus B pamKax

npo(eCcCHOHATIBHOM IEATETBHOCTU  T10
CHEHATbHOCTH;

- 30(}eKTUBHOCTh  HMCIOJIb30BAHUS
cpeAacTB (U3NYECKON KyIbTYpBl JUIS
COXpaHEHUS U YKPEIUICHHS 3]J0POBbS B
nporecce npodeccuoHaIbLHON
JeATEIIEHOCTH " HOJ/ICPKAHUS
HEOO0XOAUMOTO  YpPOBHS  (PU3NUECKOMH
HOJTOTOBIICHHOCTH;

- 9(hdexkTUBHOCTh HCHONB30BAHUSA B
npodeccuoHaIbHON JeSTEIIEHOCTH
HEOOXOIUMOW JOKyMEHTAalluM, B TOM
YHCJIC Ha HHOCTPAHHOM SI3bIKE

HepequL yMeHI/If/'I, OCBAaMBACMbIX B paMKax JUCHUIIIIMHBI

[IpuMeHATH Ha NpaKTUKE
rocy/1apCTBEHHbIE
CTaH/apTBhl, apyrue
HOPMAaTUBHO-
METOINYECKUE
JIOKYMEHTHI,
perIaMeHTHPYIOIINE
OpraHH3aL1Io
JOKYMEHTAIlMOHHOT'O
oOecrnieueHus
yIpaBJICHUS;

CocraBndarth "
IIPaBUJIBHO
OCHOBHBIE

ohopMIIATH
BUJIBI
OpraHU3alMOHHO-
PacnopsSIUTENbHBIX
JIOKYMEHTOB;
OdopmnsaTs
MH(OPMaLMOHHO-
CIPaBOYHYIO
JOKYMEHTAIUIO;
OdopmiaTe  KaapoBYIO
JOKYMEHTAIUIO;
Odopmitsate
PETEH3UOHHO-UCKOBYIO
JOKYMEHTAITHIO.

- oopMIICHHE JTOKYMEHTOB M PCIICHUE

MIPAKTUICCKIX CUTYyaIui c
HOPMAaTHUBHBIM MIPaBOBBIM
000CHOBAHHEM;

- HCIIO0JIb30BaHHE Pa3IMYHBIX
HUCTOYHUKOB, BKJIIOYas JJICKTPOHHBIC

pecypcbl, Meaua pecypcsl, WHTepHer-
peCcypcehl, NMEPUOJUYECKUE H3IaHUS IO
CHEINAIbHOCTH JUIs pelieHus
npodecCHOHATBHBIX 3aa4

- JEMOHCTpanusi OTBETCTBEHHOCTH 32
NpPUHSATHIE pelIeHus, 00O0CHOBaHHOCTH
caMoOaHalIN3a U KOPPEKIHS Pe3yabTaTOB
COOCTBEHHOM paboTHI;

- WCIOJIb30BAHUE 3aKOHOJATEIBHBIX H
HOPMAaTUBHO-TIPABOBBIX aKTOB npu
IJIaHUPOBAHUHA Hpe}alI/IHI/IMaTeJ'IBCKOI\/’I

NEeSTENIbHOCTH B Mpo¢eCcCHOHATbHOM

cdepe;

- JIEMOHCTpalus 3HaHUW B 0OJacTu
(bUHAHCOBOW TPAMOTHOCTH;

- KOHCTPYKTHUBHOCTH B3aMMOJCHCTBUS

¢ 00ydarolMMHUCS, MPEroiaBaTeNIs MU B
Xofe  OOydeHus, PyKOBOJUTEISIMH
y4eOHOM 1 TPOU3BOACTBEHHOU MPAKTHK.
-co0Jr0/IeHne HOpM TNpodeccroHalIbHON

ITHKH;
— TOCTpOeHHE MPO(dECCHOHATBHOTO
o0meHusT ¢  y4eToM  COIMaJIbHO-

poeCCHOHATIBHOTO CTaTyca, CUTYaIHH
oOmeHusi, OCOOCHHOCTEH Tpymnmbl U
WHIUBUAYAIBHBIX oco0eHHOoCTEH
Y4aCTHUKOB KOMMYHUKAIIHUH;

- TPaMOTHOCTh YCTHOH W MHCHBMEHHOM

- DKCIIEPTHOE HaAOIIOJECHUE
BBITIIOJITHCHUA IMPAKTUYCCKUX
3aJIaHNi,

- OLIEHKa TI0 HTOraMm
YCTHOTO OIIpoca CTYJEHTOB,
- HaOJIOZIeHWE MO HTOraMm
TECTHUPOBAHUS,

- OLEHKa B
IIPOBEICHUS
MIPOMEKYTOUHON
aTTeCTaluu.

nporiecce




peuu;
- odopmiieHHE  JOKYMEHTOB B
cootBercTBuM ¢ 'OCToM;

- sICHOCTb  (popMynupoBaHHs  H
HU3JI0KCHUS MBICTICH

- NpOSBICHHE  TOJEPAHTHOCTH B
poIecce OOIIeHUS;

- coOJNo/IeHhe HOpPM TOBEICHHS BO
BpeMsl yUeOHBIX 3aHSTHIA;

- colOutoieHne CTaHJapTOB
AHTHKOPPYIIIUOHHOTO TTOBEICHHUS;

- CcOONIOIaeT HOPMBI DKOJOTHYECKOM

0€30IacHOCTH;
- oTpeeIseT HaIpaBJICHUS
pecypcocOepexeHus B pamKax

MpoPECCUOHAIBHONW  JIEATEILHOCTH 10
CICIHUATBHOCTH;

- 9(QQeKTUBHOCTh  HCIOJIH30BAHUS
CpeACTB (U3UYECKON KYIbTYpBl JUISI
COXpaHCHHSI W YKPEIICHUSI 3]J0POBBS B
nporiecce npoeCCUOHATBLHON
JIESITSIIBHOCTH u TOIJICPKAHUS
HEOOXOIUMOr0o  ypoBHS  (hU3HUECKOMH
MOJITOTOBJICHHOCTH,

- 2} ¢eKTUBHOCTh HCIOIB30BaHUA B
poQeCCHOHAIBHON JIeATETLHOCTH
HEOOXOIUMOM JOKYMEHTAllMH, B TOM
YHCJIC HA HHOCTPAHHOM SI3bIKE
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