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1. MACIIOPT PABOYEM IMPOI'PAMMBI YYEFHOHN JANCHUITINHBI
«OIL.06 JOKYMEHTAIIMOHHOE OBECIIEYHEHHUE YIIPABJIEHUS»

1.1. MecTo McuMIJIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM IPOrpaMMbl

VYuebHas ucuMIUIMHA «J{OKyMeHTannOHHOEe o0ecredyeHne YIpPaBICHUS» SBISIETCS

obsi3aTrenpbHON YacThio OOmenpodeccuoHaIbHOrO IMKJIAa 00pa30BaTEIbHON MPOTpaMMbI B
cootBeTcTBUU ¢ ©I'OC CIIO 1o cnenuaisHOCTH.

Oco0oe 3HaueHWEe MAUCUUIUIMHA HMeeT Npu (OPMUPOBAHMM U PA3BUTHUH OOIIMUX
komnetenuit OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 07, OK 08, OK 09.

1.2. IIe.m: H INIAHUPYEMBIC PE3YJbTATHI OCBOCHUA TUCHUIIIMHBI:

B pamkax mporpaMMbl y4eOHOUW TUCIUIUIMHBI OOYYArOIIUMUCS OCBAMBAIOTCS YMEHUS

Y 3HAHUS
Kon YmMmenus 3Hanus
IIK, OK

OK 01, [IpumeHsTH Ha npakTuke | TepMuHOIOTHIO B obsactu

OK 02, roCy/1apCTBEHHBIE CTaHJIapThl, | TOKYMEHTAIHOHHOTO obecrieueHus

OK 03, JIpYyrue HOPMATHUBHO-METOJIMYECKHE | YIPABIICHUS,

OK 04, JOKYMEHTBI,  pernameHTupyoomue | HopmatusHbie JIOKYMEHTHI,

OK 05, OpraHM3alMi0 JOKYMEHTAllMOHHOIO | PErJaMEHTUPYIOIIME  COCTAaBJIIEHWE U

OK 06, o0ecrieYeHus yrpaBIICHHS, oopmieHre TOKYMEHTAMU U TOPSIOK

OK 07, CocraBiATh u MPaBWIBHO | €€ 00paboTKH;

OK 08, opopMIIATH OCHOBHbBIE Bunbl | [IpaBuiia cocraBieHus W oQopMIICHUS

OK 09, OpraHu3alMOHHO- OpPraHU3aIMOHHO-PACTIOPSIUTEITBHBIX

IIK 1.2, paclopsAUTEIbHBIX TOKYMEHTOB; JIOKYMEHTOB, BXOJISINX B

IIK 1.3. OdopmnsaTh MH(OPMALMOHHO- | YHU(PUIIMPOBAHHYIO CUCTEMY
CIPaBOYHYIO JOKYMEHTALHUIO; OpraHU3al[MOHHO-PACIOPSAAUTENbHBIX
OdopmnsaTh KaJIpOBYIO | TOKYMEHTOB, YHUDUIIMPOBAHHYIO
JNIOKYMEHTALHIO; CUCTEMY IIEpBUYHON YYETHOU
Odopmisath MPETEH3UOHHO- | JOKYMEHTAIIMH B YaCTH JJOKYMEHTALUH 110

HCKOBYIO JOKYMCHTALHIO.

yueTy TpyJa;
[Topsimok  mpoBeieHUs  HKCHEPTHU3BI
[IEHHOCTH JOKYMEHTOB U MOATOTOBKH /1€
K apXUBHOMY XPaHEHHIO.
TexHomoruto OpraHu3anuu
JIOKyMEHTOO0OpOTa B  OpraHU3aIUsAX

(YupexneHusx).




2. CTPYKTYPA U IPUMEPHOE COJIEP’KAHUE YUYEBHOM
JAUCHUITJIMHBI
2.1. O0bemM yueOHOM TUCHUIIJIMHBI U BUABI Y4eOHOH padoThl

Bup yueOHoii paboTbl Oobvem ¢ uacax
O0bem 00pa3oBaTeIbHOM NPOrpaMMbl THCHUTINHBI 72
BT. Y.
TEOPETHUECKOE 00yUeHne 2
IIPAKTUYECKUE 3aHATUS 4
CamocrosiTenpHas pabota 00yJaronierocs 65
IIpoMeskyTOUHasI aTTeCTALUSA 1




2.2. TemaTuyecKuii JIAH U coJiep:KaHue YYeOHOM THCIMTITHHBI

O0Bbem, akaj.

y / .
Koabl koMneTeHumii,
B TOM 4HCJIe B
HaumeHoBaHue Conep:kanue yuyeOHOro Marepuasia u GopmMbl OpraHu3auuu ¢dopmupoBanmio
pa3iaesioB U TeM AeATEeJbHOCTH 00y4aroIuXCs (bopme .. | KOTOPBIX CIIOCOOCTBYeT
NPaKTHYeCKOMH
3JIeMEeHT NMPOrpaMmMbl
NOAT0OTOBKH,
aKaj. 4
1 2 3 4

Pasnea 1. OCHOBBI JJOKYMEHTUPOBAHMS YIIPABJEHYECKOM NESTEJBHOCTH
Tema 1.1 Ilonsitue o | Conep:kanue yueOHOro MaTepuajia OK 01, OK 02, OK 05,
AOKyMeHTAlHOHHOM | Jleknusi. OCHOBHbIE CBOMCTBA JOKYMEHTOB U UX (PyHKUIHMU B CUCTEME OK 09
odecrneYyeHu ynpaeneHus. llonarue gokymenrta. WMubopmamus ©  TOKyMEHT. IIK 1.2, 11K 1.3
ylpaBJieHH, Knaccudukanus JOKyMeHTOB: TI0 BUIY O0(OPMIICHHS; TIO COJIEPIKAHHIO; TIO
AOKYMEHTe H dbopMe; MO MPOUCXOXKACHUIO; TO CpeAcTBaM (PHUKCAIMH; IO CpPOKaM 2
cnocodax XpaHeHusi. MaTtepuanbHble HOCUTENU HH(DOpMAaIUH.
AoKymeHTupoBanusi | [lonsarue nokymeHTupoBaHus. OCHOBHBIE CHOCOOBI JOKYMEHTHUPOBaHHUSI.

OCHOBHBIE COBPEMEHHBIE TEXHOJOTHH, MPUMEHSEMBIC IPU OpraHU3aluu

paloThI ¢ JOKYMEHTAaMH B OpraHU3alusixX (YUpexIeHUsIX).
Tema 1.2 Coaep:xaHue y4eOHOro MaTepuaJia
HopmaTtusHo- CamocrosiTesibHasi padoTa 00yYarouuxcst OK 01, OK 02, OK 05,
npasosas 6aza HopMaTuBHO-IpaBOBBIE  aKThl, PETYJHMPYIOIIME JIOKYMEHTAIMOHHOE OK 09
JAOKYMEHTAIMOHHOI0 | o0ecrieueHue yrnpaBiaeHUs. Y HUPHUKAIMA U CTaHJapTH3AIMsI KaK OCHOBHBIE K 1.3
obecneueHust HATPaBJICHUs] COBEPIICHCTBOBAHUS JIOKYMEHTOB M JOKYMEHTAI[HOHHOTO
ynpaBJieHUSs o0ecreyeHus yrpaBieHHs.. 6

[lepeyeHb OCHOBHBIX TOCYIapPCTBEHHBIX CTAHAPTOB Ha YHU(UITPOBAHHBIC

cucteMbl JokyMeHTauuu. OCHOBHBIE TIOJOXKEHUS TOCYJapCTBEHHOMN

CHUCTEMBI  JIOKYMEHTAIIMOHHOTO oOecriedeHus ympasienus. CocTaB

YHUPUITIPOBAHHBIX cucTeM JOKYMEHTaIUH: OpraHU3aI[MOHHO-

pacropsiIiTeabHast, OTYCTHO-CTATUCTHYECKas, PHHAHCOBAs U Ip.
Tema 1.3. CamocrosiTeibHast padoTa 00y4arOIMXCH:
Kaaccuduxkanus CucTeMbl JTOKyMEHTAIIMOHHOTO OOECTIeYeHHs YIPaBJICHUS, WX 4
1eJ10BOi aBToMaTH3anua. CUCTeMBI U MOACUCTEMBI JokyMeHTauuu. Knaccudukanus

JAOKYMEHTAIlMU.

0 BUgaM JACATCIbHOCTU, IO HAMMCHOBAHWIO, ITO MCCTY COCTABJICHHA, I1O




Yuupukauus u
CTaHJAAPTH3ALMS
JAOKYMEHTOB

CTENEHU CIOKHOCTH WM T.A. YHUPHKanMi W cTangaprusanus. [lonsrue
«CHCTeMa TOKyMEHTALMW», €€ Npu3Haku. OyHKIMOHAIbHBIE U OTPACIIEBbIE
cucreMbl  AokyMeHTanuu. [loHsatue «yHuduuupoBaHHas cUCTEMa
JNoKyMeHTauun». PekBu3utel. Vcnonb3oBaHue YHUGUIMPOBAHHBIX CUCTEM
JOKYMEHTALUU.

Tema 1.4 Cnnoco0bI 1
NpaBuJIa CO31aHUsA
AOKYMEHTOB

Conep:xanue yueOHOro MaTepuaJia

CamocrosiTesibHas padoTa 00y4aroImMXCcs

Xapakrepuctuka, cocraB u cogepxkanue ['OCTa Ha cucremy
OpraHU3aLMOHHO-PACHOPSAUTEIBHON TOKYMEHTAUUU. YHUPUIMPOBAHHAS
cucTema OpraHMU3allMOHHO-PACIOPAAUTEIBHON
TpeboBanust k odopmieHU0 T0KyMeHTOB. Dopmynsip-oopazen OPJI.
IIpaBuna opopmieHust peKBU3UTOB, periameHTupoBaHHbix ['OCTom.

AOKYMCHTAaIUH.

CamocrosiTe/ibHasi padoTa 00yUalouuxcst
OdopmieHre peKBU3UTOB Ha JJOKYMEHTAX.

OK 01, OK 02, OK 03,

OK 04, OK 05, OK 06,

OK 07, OK 08, OK 09
[K 1.2, 11K 1.3

Paznen 2. OPTAHM3AIIUA CUCTEMBI JOKYMEHTAIIMOHHOI'O OBECIIEYEHUSA

Tema 2.1 Coaep:xanue yueOHOro MaTepuaJia OK 01, OK 02, OK 03,
Odopmiaenue CamocrositeibHas padora oOy4yarommxcss XapaKTepUCTHKAa U COCTaB OK 04, OK 05, OK 06
HH(pOopMaLMOHHO- CIPaBOYHO-MH(POPMALMOHHBIX TOKYMEHTOB (CIIy>KEOHBIX MHCEM, CIPABOK, I[IK1.2,1IK 1.3
CIIPABOYHOM 3asBJICHUHN, aKTOB, IPOTOKOJIOB, JOKJIATHBIX U OOBSICHUTEIBHBIX 3aITHCOK),
AOKYMEHTAIlUH TpeOoBaHusl K UX oQopMieHHIO. JlOKyMEHTHpOBAaHUE JESATEIbHOCTH

KOJUIETHaJIbHBIX OPTaHOB.

CamocrosiTeibHasi padoTa o0yuarommxest OpopmieHue

MH(POPMAIIMOHHO-CIIPABOYHOM TOKYMEHTAlNH.
Tema 2.2 Coaepsxanue yueOHOro MaTepuasa OK 01, OK 02, OK 03,
Od¢opmiienue CamocTosiTe/ibHasi padoTa 00y4yalouIuXxXcsi OK 04, OK 05, OK 06,
OPraHM3alMOHHO- OcCHOBHBIE TpYNIBl OPraHU3ANMOHHO-PACTIOPSAIUTENBHBIX JOKYMEHTOB. OK 07, OK 08, OK 09
pacnopsiAuTeJbHOi | XapakTepucTHKa M COCTaB OpPraHM3AlMOHHBIX JOKYMEHTOB (yCTaBa, K 1.2, IIK 1.3
AOKYMEHTAIlUH MOJIOKEHUS, WHCTPYKIMH, JOKHOCTHOM MHCTPYKIMH), TpeOOBaHUS K

O(bOpMJ'IeHI/IIO. XapaKTepI/ICTI/IKa " COCTaB pacClopsAguTCIbHBIX TOKYMCHTOB




(mocTaHOBNIEHUs, IMpPUKa3a, pPEIICHUs, pPAaCHOPSDKEHUs,  YKa3aHMs),
TpeOOBaHUS K UX 0OPMIICHHIO.

[TonsTHE TNO/IMHHWKA, KOIWHU, BBIMHCKH, nybnukara. Buasl komuit
JIOKYMEHTOB, OCOOCHHOCTH 3aBEPEHUS KOHI U BBITUCOK HOTapUATHHBIMU
KOHTOpaMH U JI0J>KHOCTHBIMU JIMIIAMU OpraHU3aLHi.

CamocTrosiTesibHAsi padoTa 00y4arOIMXxcst
OdopmieHre opraHu3aliOHHO-PACTIOPSIUTENBHON JOKYMEHTAIIUH.

Tema 2.3
Odopmienue
KaJpoBoii
AOKYMEHTAIUH

Conep:xanue yueOHOro MaTepuaJia

CamocrosiTesibHasi padora oOy4darommuxcs 3asBICHUS W TMPUKA3Bl 10
TUYHOMY cocTaBy. JImuHast kapTouka Gpopmsl T-2 1 Tu4HbIE ena

CamocrosiTeibHast paGora oOydarommxesi. OdopmiieHue KaapoBoit
JOKYMEHTAIUH.

OK 01, OK 02, OK 03,
OK 04, OK 05, OK
06,09
IIK'1.3

Tema 2.4 JloroBopHo-

Coaep:xxanue yueOHOro MaTepuaJia

OK 01, OK 02, OK 03,

npasoBast CamocrosiTe/ibHasi padoTa 00yUalouuxcst OK 04, OK 05, OK 06
AOKYMEHTalUsA [Tonsitue noroBopa. OcHOBHBIE pazjienbl JoroBopoB. [lopsaok opopmiienus I[IK1.2,1IK 1.3
TPYJ0OBOTO JOTOBOpA, 1OrOBOPA MOCTAaBKH, JOTOBOpa KYIIN-TIPOAAXKH.
Odopmiierne 10roBopos.
Tema 2.5 | Copep:xkanue yueOHOr0 MaTepuajia OK 01, OK 02, OK 03,
IIperen3uonHo- CamocrosiTesibHasi padoTa o0ydaroumuxcst OK 04, OK 05, OK 06,
HCKOBas OcCHOBHbBIE PEKBU3UTHI U MOPSIOK O(OPMIIEHUS MPETEH3HM, OTBETOB Ha OK 07, OK 08, OK 09
AOKYMEHTalUs npereHsuto. fOpunuyeckas cimyx0a, BBIOJNHAIOMAS PETEH3MOHHO- K 1.2,1IK 1.3

HCKOBYI0 pa0boTy Ha npeanpustiuu. KypHai peructpaiuu npeTeH3uil.
[lopsnox ogopmieHHs MCKOBBIX 3asBICHUN M TNPEACTaBICHHE HUX B
ApOuTpakHblil cy.

IIpaktnueckoe  3ansaTHe. OdopmieHHe  MPETEH3MOHHO-UCKOBOU

JIOKyMEHTAIUH.

Paznen 3 OPTAHU3ALIUA PABOTHI C JOKYMEHTAMM B OPTAHU3ALIUAX

(YUPEKJIEHUAX)

‘ Coneprxanue y4eGHOro MaTepuasia




Tema 3.1
TexHoJiorus
OpPraHu3aNuu
JOKYMEHT0000pOTa B

CamocrosiTeibHas padoTa 00y4aroImMXCcs

VYnpasienne W Aenonpou3BoAcTBO.  OpraHuzanuoHHbIE  (OPMBI
nenonpousBoacTBa.  Ciykba  JOKYMEHTAI[MOHHOTO  oOecredeHus
yIpaBJIeHUs, OCHOBHAas 3a4a4a, (YHKIHH, THUIIOBBIE CTPYKTYPHI,
JOJDKHOCTHOM cocTaB. PernmamenTtanus pabotsl ciry:x0s1 [JOY. [IpumepHoe

OK 01, OK 02, OK 03,
OK 04, OK 09
I[IK1.2,1IK 1.3

OpraHu3anMsix
(YapesIennsy) MOJIOXKEHHE O CIIYX)O€ JTOKYMEHTAIIMOHHOT'O OOCCIICUCHHs YIPABICHUS U

JOJDKHOCTHBIC MHCTPYKITUH.
Tema 3.2 Coaeprxanue yueOHOro MaTepuasa OK 01, OK 02, OK 03,
Oco0enHocTH CamocrosiTe/ibHasi padoTa 00yUalouuxcst OK 04, OK 05, OK 06,
JeJIONPOU3BO/ACTBA [TonsTus mpenokeHus, 3asBieHUS U XKamoObl. [Ipmem u perucrpanus OK 07, OK 08, OK 09
1o o0paleHusAM nuceM rpaxaad. PaccMoTpenue u pa3penieHue uceM, CpoK pacCCMOTPEHHS. [K 1.2, 11K 1.3
rpakaaH u AHaM3 MUCEeM rpakaaH.
KOH(pHuIeHIHAIBLHOr0 | KoHpuaeHmanpHoe Ieonpou3BoACTBO. ['pud orpaHuueHus J0CTyna K
JeJIONPOU3BO/ICTBA JOKYMEHTY. ABTOMAaTHU3MPOBAHHBIE CHUCTEMBI PAOOTHI C JIOKYMEHTAMH.

CpenctBa W3rOTOBJICHMS, KONUPOBAHUS M PA3MHOXKEHUS JIOKYMEHTOB.

Opranu3zanus pado4nx MecT.

IpakTuyeckoe 3anaTue. OhopmiieHre 0OpaIIEHUN TPAK/IAH.
Tema 3.3 Coaep:xanue yueOHOro MaTepuaJia OK 01, OK 02, OK 03,
Cucremaru3anus CamocrosiTesibHasi padoTa o0ydaroumuxcst OK 04, OK 09
AOKYMEHTOB, [TonsTne  moxkymeHtooOopota. OOmMe  MPUHLMIBI  OpPraHU3alud IIK 1.2, 11K 1.3

¢popmupoBanue ux B
AeJia U mepeaayva B
apXuB OPraHU3aluu

JOKYMEHTOO00pOTa, €r0 OCHOBHBIE 3TAlbl: IPUEM U MEepBUUHAS 00paboTKa
JOKYMEHTOB; PACHpPEIEICHUE TMOCTYIUBIINX JOKYMEHTOB; PErMCTpPaLHs
JOKYMEHTOB M IIPEIBAPUTEIBHOE HX PACCMOTPEHUE; PACcCMOTpPEHHUE
JIOKYMEHTOB PYKOBOJICTBOM OpraHu3aluu (yUpeKJIeHHs ) U HalpaBIeHUE UX
Ha MCIOJIHEHHE; UCIIOJIHEHHE W KOHTPOJIb 34 HCIIOJIHEHHEM JTIOKYMEHTOB;
TEKYIllee XPaHEHHUE IOKYMEHTOB.

Howmenknarypa nen. O6paboTka Jien A1 MOCIEIYIOEero XpaHeHUs.
DKcrepTu3a EHHOCTH I0KYMEHTOB, 0(popMIIeHHE JIe]1, COCTaBJICHUE
onucei. Cnaya 1enn B apxuB.




Tema 5.4.
Komnbrorepusanus
AeJI0NPOU3BOACTBA

CamocrosiTe1bHast padoTa 00y4YarOIMXC:

CoBpemeHHbIE WH(OPMAIIMOHHBIE TEXHOJIOTUU CO3JaHUSI JIOKYMEHTOB U
ABTOMATH3AIMH  JIOKyMEHTOOOOpOTA. Opranuzanust ~ paboTel €
JJIEKTPOHHBIMU  JIOKYMEHTaMH. BUIBI OpPITEeXHHKH M CHOCOOBI €e
HUCITOJIBb30BaHUA B AOKYMCHTAllTUOHHOM O6eCHe‘-IeHI/II/I YHOpaBJICHUA.
TenexkoMMyHHKaIIMOHHBIC TEXHOJIOTUU B AJIEKTPOHHOM
JOKYMEHTO00O0pOTE.

OdopMHTh JTOKYMEHTAIlMIO B COOTBETCTBHHM C HOPMATHBHOW 0a30M,

HCIIOJIb3YA I/IHq)OpMaI_II/IOHHHe TCXHOJIOTUHN U CPCACTBA OPITCXHUKH.

Hcnonb30BaHre KOMIBIOTEPHBIX TEXHOJOTHIA ITPH MOATOTOBKE CYIEOHBIX U
UHBIX CIIY)K€OHBIX JOKYMEHTOB, HWH()OpPMAalMOHHOM OOECleYeHuu |
MOAJEPKKE TPUHATUS pEIICHUN, OpraHu3allid W KOHTpoJie paboThl,
COCTaBJIEHUH OTYETHOCTH.

OOecnieueHre pabOThl  OPITEXHUKH M KOMIIBIOTEPHOH  TEXHHUKHU,
KOMIIBIOTEPHBIX CETEH U IPOrpaMMHOTro 00ecredeHUsl Cy10B, CAliTOB Cy/10B
B MH()OPMALIMOHHO-TEIIEKOMMYHHUKalMOHHOM ceTu "MHTepHeT".

OK 01, OK 02, OK 03,
OK 04, OK 09
I[IK1.2,1IK 1.3

[IpoMexxyTouHas arrectauus

Bcero:

72

10



3. YCJIOBUA PEAJIN3AIIMM YYEBHOM JUCIHUILIVHBI

3.1. lna peanu3anuM NpPorpaMmbl NPo¢ecCHOHAJLHOIO MOAYJSI AOJLKHBI ObIThH
NpeayCMOTPeHbI clienuaabHble IOMELIeHHs:

Kabuner  «/loKyMeHTalMOHHOTO oOecriedyeHus  yIpaBlICHU, OCHAILICHHBIN
B COOTBETCTBUHU C 1. 6.1.2.1 oOpa3oBaTeaIbHOM MPOrpaMMBbl IO CHICITUATBHOCTH.

3.2. UndopmanmonHoe odecneyeHne peaau3anun NporpaMmmbl

Jns peanuzanuy mporpamMMmbl OMOIMOTEUHBIH (GOHA 00pa3oBaTeNbHONH OpraHU3aINH
JIOJDKEH MMETh MeYaTHbIe W/UIIH AJIEKTPOHHBIE 00pa3oBaTebHble M HH(OPMAIIMOHHBIE PECYPCHI
JUIS ICTIOJIb30BaHus B 0Opa3oBarenbHOM npouecce. [Ipu popmupoBanun 6ubimorednoro ¢ponga
00pa3oBaTelIbHOM OpraHM3alell BHIOMPAETCsl HE MEHEEe OJHOTO W3JaHUsl U3 MEPEUUCICHHBIX
HHNXKE II€YATHBIX I/ISIIaHI/Iﬁ nu (I/IJII/I) SJICKTPOHHBIX I/IS,[[aHI/Iﬁ B Ka4C€CTBC OCHOBHOIO, IMpHU 3TOM
CITMCOK MOYET OBITh JIOTIOJTHEH APYTHMH U3aHUSMH.

3.2.1. OcHOBHBIE T€YATHDBIE H3TAHUS

1. 1. Kysneno, W.H. JlokymeHTannoHHOEe oOOecreyeHne  YMpaBICHHUS.
JlokyMeHTOOOOpOT W JCJONPOM3BOJACTBO : YYEOHUK M MPAKTHKYM JUISI  CPEIHEro
npodeccuonansHoro oopaszosanus / M. H. Ky3nenos. — 4-e u3a., nepepad. u gomn. — Mocksa :
WznatenberBo FOpaiit, 2023. — 545 ¢. — (IIpodeccnonanbaoe oopazoBanue). — ISBN 978-5-
534-16004-8.

2. bacakos, M. U., JlokyMeHTalmoHHOE oOOecreueHue ympaBieHHs (C OCHOBaMU
apxuBoBeieHHs ) : yuebHoe mocobue / M. U. bacakoB. — Mocksa : KnoPyc, 2023. — 216 ¢. —
ISBN 978-5-406-11367-7. — URL.: https://book.ru/book/948724 (nara ob6pamenus: 26.06.2023).
— TexcT : 3IEeKTPOHHBIN.

3.2.2. OcHOBHBIE YJIEKTPOHHbIE U3IAHUSA

1. Bapmynn, B. B., [lokymenTanimonHoe ooecnieueHue ynpapieHus : yueonuk / B. B.
Bapmyna. — Mocksa : HOctumms, 2022. — 271 ¢. — ISBN 978-5-4365-8902-2. — URL:
https://book.ru/book/942707 (nata obpammenus: 26.06.2023). — TekcT : 371€KTPOHHBIH.

2. Kopnees, N. K. JlokyMeHTaMOHHOEe oOecneueHUe YNpaBIeHUS : YyU4EOHUK U
HOPaKTUKYM JUIsl cpeaHero npogeccuoHansHoro obpazosanus / U. K. Kopuees, A. B. ITmenxo,
B. A. Mamypnes. — 3-e u3n., nepepa0. u gon. — Mocksa : U3narensctBo Opaiit, 2023. —

438 c. — (IlpodeccumonansHoe oOpazoBanue). — ISBN 978-5-534-16002-4. — Tekcr
anekTpoHHbld  //  OOpazoBatenpHass  miatdpopma  FOpaitr  [caiit]. —  URL:
https://urait.ru/bcode/523611 (nara obpamenus: 26.06.2023).

3. Ky3Hernos, n. H. JloKkyMeHTalmoHHOE o0ecrnieuyeHne yIpaBiIeHUS.

JIOKyMeHTOOOOpPOT W JIENONPOM3BOJACTBO : YYEOHMK U  TNPaKTHUKYM JJIsI  CPEJHEro
npodeccuonansHoro oobpaszosanus / M. H. Ky3nenos. — 4-e u3z., nepepab. u gomn. — Mocksa :
UznarensctBo FOpaiit, 2023. — 545 c. — (IIpodeccuonansnoe obpazosanue). — ISBN 978-5-
534-16004-8. — TexkcT : anexTpoHHbIi // Obpa3oBarenbHas miatdopma IOpaiir [caiit]. — URL:
https://urait.ru/bcode/523613 (mara obpamienus: 26.06.2023).

4, Kysnemnora, M. B. JlokymeHTanmoHHoe oOecredeHue YMpaBlieHUs : y4eOHOe
nocobue s CIIO / W. B. Kysmemnosa, I'. A. XawarpsH. — 2-e u3ng. — CaparoB :
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[TpodobpazoBanune, At [Tu Op Menua, 2019. — 166 c¢. — ISBN 978-5-4486-0404-1, 978-5-4488-
0216-4. — TekcT : MEeKTPOHHBIN // DIEeKTpOHHBIN pecypc uppoBoil 00pa30BaTENbHON CPEbl
CIIO PROFobpa3zoBanue : [caiit]. — URL: https://profspo.ru/books/80326

S. HlysanoBa, H. H. JlokymeHTannoHHOEe OOECleYeHHEe YIpPaBJICHUS : YUCOHUK U
NPaKTUKyM Uil cpenHero npodeccnonanbHoro obpasosanusi / H. H. lllyBanoBa. — 3-e u3n.,

nepepad. u porn. — Mocksa : M3gatensctBo HOpaiit, 2023. — 247 c. — (IIpodeccuonanpHoe
obpazoBanue). — ISBN 978-5-534-16538-8. — Tekct : snexrponHsiii // OOpa3zoBarenbHas
miatdopma IOpaiitr [caiit]. — URL: https://urait.ru/bcode/531240 (mara oOparieHus:
26.06.2023).

3.2.3. lonoJHUTEIbHbIE HCTOYHHKH

1. ANBOOM TEepBHYHBIX JOKYMEHTOB: OiekTpoHHas kuura (1 CD).- M.. U]]
«PaBHOBecue».- (Cepust JlenoBbie TOKYMEHTBI», BHIIL. 6).

2. PeokakoB A.I1. OOpasiisl JOKYMEHTOB JUIs TpakaaH: DiaekTporHas kaura (1 CD).-
M.: ]I «PaBHOBECHEY.

3. CrnpaBouHO-TIpaBoBasi cuctema «l apanry.

4. CnpaBouno-npaBoBas cucrema «Koncynbrantllnrocy.

o. I'OCT P 7.0.97-2016. Hauuonanwubiii cranmapt Poccuiickoin ®enepamuu.

Cucrema crapgapToB 10 wWHPOpMAIUK, OWOIMOTCUHOMY H  HM3JATEIbCKOMY  JICTy.
Opranu3annoHHO-PACTIOPSIUTEIbHAS JOKYMeHTaIus. TpeOoBaHus K 0(OPMIICHHIO IOKYMEHTOB.

6. PoxnstoBckas, U. P. JlokymeHTanmonHOE o0ecniedeHue : yaeoHoe mocodue / U. P.
PoxusitoBckas. — Cumdeponons : YHUBEPCUTET SKOHOMHKH U yripaBienus, 2016. — 104 ¢. —
ISBN 2227-8397. — TeKcT : 21eKTpOHHBIH // DNEKTPOHHBIN pecypc nudpoBoit 00pa3oBaTeabHON
cpennt CITO PROFo6pa3oBanue : [caiit]. — URL: https://profspo.ru/books/73265

7. bacakoB, M. W. [enonpousBoactBo [[lokyMmeHTanmoHHoe oOecredeHue
ynpasnenus] : yae6nuk / M. U. bacakos, O. U. 3ambliiikoBa. — PoctoB-na-Jlony : ®enukc, 2014.
— 376 ¢. — ISBN 978-5-222-23063-3. — TekcT : 2JIeKTpOHHBIH // DIEKTPOHHBIA pecypc
uudposoit  obpazoBatenbHOUM cpenbl  CIIO PROFoOpazoBanme : [caiit]. — URL:
https://profspo.ru/books/59345
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUAA

YUYEBHOM JUCIIUTIJIMHBI
PesyabTarsl Kpurepum ouenku MeToabl OlleHKH
00y4eHust

[lepedyeHp 3HaHMIA, OCBAWBAEMBIX B PAMKAX JUCIUILUIHHBI

TepmuHoIOTHS B | - opOopMIICHHE TOKYMEHTOB M PEIICHUE | - IKCIIEPTHOE HAOIIOICHUE

obactu MPAKTUYIECKUX CUTyaIui C | BBIIOJIHEHUS

JOKYMEHTAI[MOHHOTO HOPMAaTUBHBIM MIPABOBBIM | TPAKTUYECKHX 3aaHHM,

obecrneueHuUs 000CHOBAaHHEM; - OlEHKa II0 HTOraM

yIIpaBJICHUS; - HCIIOJB30BaHueE Pa3IUYHBIX | YCTHOTO ompoca

HopmaTtuBHbIe MCTOYHUKOB, BKJIKOYast DJIEKTPOHHBIE | CTYIEHTOB,

JIOKYMEHTHI, pecypcel, Menua pecypebl, HTEpHET- | | yagmonenne mo mroram

PETIAMEHTHDYHOIIHE pecypchl, IEPUOTUYECKUE U3TAHUS 110 TeCTHPOBAHE,

CIIELINATLHOCTH IS perieHus

COCTaBJICHUE L. POGECCHOHATBHBIX 38714 - OIIGHKa B TIpoIecce

odopmiterme - JIEMOHCTpALHsSl OTBETCTBEHHOCTH 3a | LPOBCACHHA

NOKyMCHTaIIMU U | fpunHsTHIC pelieHns, 000CHOBAaHHOCTD HPOMEAKYTOHHON
aTTECTALIMHU.

MOPSIZIOK €€ 00paboTKH;
[lpaBuna cocTaBieHHS
u odopMIIeHUS
OpraHu3aIMOHHO-
pacropsIuTeIbHBIX
JOKYMEHTOB, BXO/ISIINX
B yHU(DUIUPOBAHHYIO
CHCTEMY
OpTaHU3aIMOHHO-
pacropsIuTeIbHBIX
JOKYMEHTOB,
YHU(DUIIUPOBAHHYIO
CHUCTeMYy  MNEepBUYHOMN
Y4ETHOU
JTOKYMEHTAIIUH B 9aCTH

JIOKyMEHTAIUU o
yUeTy Tpy/a;
[Topsimox  mpoBeneHus
9KCHEPTU3bl 1LIEHHOCTHU
JIOKyMEHTOB u
MOJATOTOBKH  JIeNl K
apXUBHOMY XPaHEHHIO.
TexHoorus
OpraHu3aluu
JOKYMEHTOOOOpoTa B
OpraHu3alMsIX
(YupexaeHusx).

caMoaHaJIM3a u KOPPEKIIHS
pe3yIbTaTOB COOCTBEHHOM pabOTHI;

- UCIOJIb30BAaHUE 3aKOHOJATEIIbHBIX U
HOPMAaTUBHO-TIPABOBBIX ~ aKTOB  IPHU
TUTAHUPOBAHUH
MPEIITPUHAUMATEIIBLCKON JIeATEITFHOCTH
B ipodeccuoHanbHOM chepe;

- JIEMOHCTpaIUsi 3HAHUH B 00JACTH
(bMHAHCOBOM IPaMOTHOCTH;

- KOHCTPYKTHUBHOCTH
B3aUMOJEUCTBUI C O6y‘-IaIOH_[I/IMI/IC$I,
npenoaaBarejisiMu B X04€ 06y‘IeHI/IH,

PYKOBOJUTENISIMU yueOHOM U
HpOI/ISBOI[CTBeHHOfl IMPAKTHK.
-co0JII0/IeHNe HOpM

Mpo)eCCUOHAIBHON ATUKU;

HOCTPOCHHE MPOPECCHOHATHHOTO

OOIIEHHS C yYETOM  COLHAIBHO-
podecCHOHATBHOTO craryca,
CHTyaluu oOlIeHusi, O0coOeHHOCTEH
TpyHIibl n WHINBUYAJIbHBIX
ocobeHHoCTeH YYaCTHHUKOB
KOMMYHHKAIIUH;

- TPAaMOTHOCTh YCTHOW M NMUCHMEHHOM
peun;

- odopmieHHe  JIOKYMEHTOB B

cootBeTcTBHH ¢ 'OCToMm;

- ACHOCTb  (OpMyJIUpOBaHUS U

H3JI0KCHUA MBICJICI‘;I;

13



- HpOHBHCHI/Ie TOHepaHTHOCTI/I B
rpoIiiecce OOIIeHMS;

- CcOOJII0JICHWE HOPM TIOBEICHHS BO
BpeMsl Y4EOHBIX 3aHATUM;

- colOutoieHne CTaHJapTOB
AQHTHUKOPPYIILIHOHHOTO ITOBEACHHS;
- cOOJIOIaeT HOPMBI JKOJIOTUYECKOIt

0e301acHOCTH;

- orpenenser HaTpaBJICHUS
pecypcocOepexeHus B pamKax
npoeCCUOHATILHON JIESATEILHOCTH 110
CHELHATbHOCTH;

- 3h(}EeKTUBHOCTh  MCIOJb30BaAHUS
cpeAcTB (HU3MYECKOW KyJIbTYPHI IS
COXpaHCHHS U YKPEIUICHHSI 3JI0POBbS B
nporecce npoeccCHOHATEHON
JeSITeIbHOCTH u TOI/ICPKaHUS
HEOOXOUMOTO YpOBHA (U3HUECKOI
MOJrOTOBJICHHOCTH;

- 3(peKTUBHOCTh HCIIOIB30BAHHUSA B
poQeCCHOHAIBHON JIeATETLHOCTH
HEOOXOIMMOW JOKYMEHTAI[MH, B TOM
YHCIIe HA HHOCTPAHHOM SI3BIKE

Hepequb YMeHI/If/'I, OCBAaMBACMBbIX B paMKax JUCHUITIJIMHBI

IIpuMeHnATH Ha
MPaKTUKE
roCyJIapCTBEHHBIC
CTaHJapTHI, JIpyrue
HOPMAaTUBHO-
METOANYECKUE
JIOKYMEHTHI,
periiaMeHTHpYIOLIne
OpraHU3aINI0
JIOKyMEHTAIMOHHOTO
o0ecrnieueHus
yIIpaBJICHUS;
CocraBnATh u
MPaBWIBHO O(QOPMIISATH
OCHOBHBIE BH/IbI
OpraHU3alMOHHO-
pacropsIIUTETbHBIX
JIOKYMEHTOB;
OdopmsaTs
MH(OPMAaLIMOHHO-
CIIPaBOYHYIO
JIOKyMEHTAIHUIO;

- opopmIIeHHE TOKYMEHTOB U PELICHUE

HpaKTI/I‘-IeCKI/IX CI/ITyaHI/Iﬁ C
HOpMaTI/IBHBIM Hp ABOBbBIM
000CHOBaHHEM;

- HCIIOJIb30BAHKE pa3IMYHBIX

WUCTOYHUKOB, BKJIFOYAs JIJICKTPOHHBIE
pecypcbl, Meaua pecypcebl, UHTepHeT-
pecypchl, IEPUOUISCKUE U3TAHUS 110
CHEIUATBHOCTH TUTST pelieHus
MpoeCCUOHAIIBHBIX 337124

- JIEMOHCTpaIlisi OTBETCTBEHHOCTH 3a
MPUHSTHIE pellleHusi, 000CHOBAaHHOCTh
KOPPEeKIUs
pe3yJbTaTOB COOCTBEHHON pPabOTHI;

caMoOaHalin3a n

- UCIIOJIB30BAHUEC 3aKOHOJATCIIbHBIX U

HOPMATHUBHO-TIPABOBBIX ~ aKTOB  IIpH
TUTAHUPOBAHHUA
NPEINPUHIMATEIBCKON e TeTEHOCTH
B IipodeccuoHanbHoO chepe;

- JeMOHCTpalMs 3HaHUM B o0jacTu
(hMHAHCOBOMW TPAMOTHOCTH;

- KOHCTPYKTHUBHOCTH
B3aUMOJEUCTBUS C O6y‘-IaIOI_I_II/IMI/ICH,
npenoaaBarejisiMu B XO0AC 06y‘-ICHI/ISI,

- OKCIICPTHOC Ha6J'IIO,I[CHI/Ie
BBITIOJTHCHH A
IMPAKTUYCCKUX SaHaHHﬁ,

- OIEHKAa TII0 HTOram
YCTHOTO orpoca
CTYICHTOB,

- HaOJIOZeHHE 10 UTOram
TECTUPOBAHUS,

- OLEHKa B
MIPOBEICHUS
IIPOMEKYTOUHON
aTTeCTallUu.

nporecce
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OdopMisATE  KaJIpOBYIO
JOKYMEHTAIHUIO;
OdopmsTh
MPETEH3UOHHO-
HCKOBYIO
JTOKYMEHTAIHIO.

PYKOBOJIUTEIISIMU yueOHO u
IIPOU3BOJCTBEHHOM IPAKTHUK.
-cobmroienne HOPM
po(hecCHOHATTLHOM ATUKH;

— TOCTpoeHHE MPOPECCHOHATBLHOTO
OoOIlIeHUsT C yYEeTOM COIMaJIbHO-

npoeCCHOHATBHOTO craryca,
CUTyallud OOIIEHUs, OCOOCHHOCTEH
TPYIIITEI u WHIUBUIYJTbHBIX
0COOEHHOCTEN Y4aCTHUKOB
KOMMYHUKAIHH;

- TPaMOTHOCTb YCTHOM M IIMCBMEHHOH
peuu;

- odopmieHHE  JIOKYMEHTOB B
cootBeTcTBUH ¢ 'OCTowMm;

- SCHOCTb  (OpPMYJHMpPOBAHUA MU
W3JI0’KEHUS MBICIIEH;

- [pOSIBJICHHE TOJEPAHTHOCTH B
MpOIIeCcCce OOIICHUS;

- COOJIIOZICHHE HOPM TIOBEICHUS BO
BpeMsi yUeOHBIX 3aHSATHIA;

- coOroIeHIe CTaH/1apTOB
AHTUKOPPYIIIMOHHOTO TTIOBEACHHUS,

- co0roaeT HOPMBI SKOJOTHYECKOM

0e301acHOCTH;
— oTpeeIseT HaIpaBJICHUS
pecypcocOepexeHus B pamKax

MPOPECCHOHAIBHON JEATETHHOCTH T10
CIEIHNAbHOCTH;

- 30(}eKTUBHOCTh  MCMOJB30BaAHUS
cpencTB (U3MUECKON KyIbTypbl IS
COXPAHCHHUS U YKPEIUICHUS 3]I0POBBS B
mporecce npodeccroHanbHOM
JIESITSIIBHOCTH u TOI/ICPKAHUS
HEOOXOUMOTO YpPOBHS (U3HUECKOI
MOJITOTOBJICHHOCTH,

- 3G (}EeKTUBHOCTh HCIONB30BAHUS B
npoQeCCHOHAIBHON JIeATETLHOCTH
HEOOXOUMOM JOKYMEHTAIlMH, B TOM
YHCJIC HA HHOCTPAHHOM SI3BIKE
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5. JUCT UBSMEHEHUI U IONOJHEHU, BHECEHHBIX B
PABOYYIO ITPOI'PAMMY

Ne U3MCHCHMS, JaTa U3SMCHCHUA, Ne CTpaHHUIbl C ©3MCHCHUCM

BbLJIO CTAJIO

OcHOBaHUE:

HOI[HHCI) JIna BHCCIHICTO N3MCHCHMUA
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