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1. Obmas xapakTeprucTHKa padoyeit mporpaMMbl TUCITUTLTAHBI
1.1. MecTo MUCIUIUTMHEI B CTPYKTYPE OCHOBHOM 00pa30BaTeIbHOM MPOTrpaMMBbl

JAucuunnmza

OIl.06 JloxyMEHTaLMOHHOE

obecrnieueHne

YHOPpaBJICHUA  ABJIACTCA

00s3aTeNnbHOM YacThio 001Ienpo(eCCHOHAIBPHOIO LUKIA 00pa30BaTeIbHOW MpOrpamMMmbl B
cootBercTBUU ¢ PI'OC CIIO no cnenunansHoctu 40.02.04 FOpucnpyaeHums.

Ocoboe 3HaueHue qucuuIuinHa umeet pu popmuposanuu u pazsutuu OK 01, OK 02, OK
03, OK 04, OK 05, OK 06, OK 07, OK 08, OK 09.

1.2. ]_ICJ'IB U IJIaHUPYEMBIC PE3YyJIbTaTbl OCBOCHH A AWMCHUILIMHBIL:
B paMKax ImporpaMmbl JUCHUIINIMHBI CTYACHTAMU OCBAWBAIOTCA YMCHUSA U 3HAHUSA

Ko ob6mux u YmMenus 3HaHus
npohecCuOHaTbHBIX
KOMIIETCHIIMHI

OK 01, [IpumensTh Ha npakTuke | TepmuHoNOrUIo B obsactu

OK 02, roCy1apCTBEHHBIE CTaHJapPThl, | JOKYMEHTAlMOHHOTO

OK 03, npyrue HOPMAaTUBHO- | 00€CIIeYeHMs! YIIPaBIICHUS;

OK 04, METOJINYECKUE NoKyMeHThl, | HopmaTuBHBIE JIOKYMEHTHI,

OK 05, periiaMeHTUPYIOIINe perIaMeHTUPYIOIHE COCTABIICHHUE

OK 06, OpraHU3alHIo U 0pOpMIIEHHE JTIOKYMEHTALUU U

OK 07, JTOKYMEHTAIIMOHHOTO 00ECIICYCHHS | TTOPSIIOK ee 00padoTKH;

OK 08, yIPaBJICHHUS; [IpaBuna COCTaBJICHUS u

OK 09, CocraBnsTh u NPaBWIBHO | OpOpPMIIEHUS  OpPraHU3ALMOHHO-

K 1.2, OoQOpMIIITH ~ OCHOBHBIE  BHJBI | PACIIOPSIUTENbHBIX JTOKYMEHTOB,

K 1.3. OpraHu3alMOHHO- BXOJSIINX B YHUDUIIMPOBAHHYIO
pPacnopsSAUTENbHBIX JOKYMEHTOB; | CUCTEMY OpraHHU3aIMOHHO-
OdopmisaTs WH()OPMAITMOHHO- | PACTIOPSAUTENHHBIX JTOKYMEHTOB,
CIPAaBOYHYIO JOKYMEHTALUIO; YHU(PULIIPOBAHHYIO CUCTEMY
OdopmnsTh KaJIpOBYIO | IEPBUYHOMN YYETHOU
JOKYMEHTALHIO; JOKYMEHTaIu! B qacTu
Odopmisath MPETEH3UOHHO- | JOKYMEHTAILIMH 10 YYeTy Tpya;
HCKOBYIO JOKYMEHTALMIO. ITopsanox IIPOBEICHUS

9KCIIEPTU3BI LIEHHOCTU

JOKYMEHTOB U TIOJITOTOBKHU JIEN K
ApXUBHOMY XpaHEHHUIO.
TexHomoruto OpraHU3aIH
JIOKyMEHTO000pOTa B
opranm3aiysx (YUpexaeHusX).

2. CTtpykTypa U coaepKaHNe JUCIHUIIINHBI

2.1. O6beM AMCUMILTUHBI U BUABI YU€OHON pabOThI

Bun yuebHol paboThl O6beM B yacax
O6Bem 00pa30BaTENbHOM MPOrPaMMBbI IUCIUILTHHBI 46
O06BeM pabOTHI CTYICHTOB BO B3aUMOJICHCTBUHU C TIPEMNOIaBaTElIeM 38
B TOM YHUCIIE!
TEOPETHYECKOE 00yUeHNE 16
[IPAKTHUYECKUE 3aHATUS 22




nabopaTopHblie paboThI

KOHTPOJIbHBIE pabOThI

KypcoBoii mpoekt (pabota)

CaMOCTOATCIIbHaA pa60Ta

[TpomesxyTouHnas arrectauus B popme audQepeHIrpoBaHHOrO 3a4eTa




2.2. TemaTuyeCcKui MJIaH U COJICPKAHUE NUCIUTLIIAHBI

Konxpr
KOMIICTCHITUH,
Conepxanue y4eOHOTO
HaumenoBanune MaTepHaia u GOpMEI (opuHpoBarHio
pa3znesnoB U TeM OpraHu3alyy AEATEIbHOCTH Obbem B uacax KOTOpBIX
CIOCOOCTBYET
CTYAEHTOB eV
MPOTPaMMBI
1 2 3 4
Paznen 1. OCHOBBI JOKYMEHTHUPOBAHN A 5/2
VYIIPABJIEHYECKO! JEATEJIBHOCTH
Tema 1.1 ITonsTue o Copnep:xanne yaeOHOTO ) OK 01, OK 02,
JOKYMEHTAIUOHHOM Marepuana OK 05, OK 09
obecrnieueHn OCHOBHBIE CBOMCTBa TOKYMEHTOB [IK 1.2, TIK 1.3
YIOpaBICHMS, JOKYMEHTE | © WX (QYHKIUH B CHCTEME
U crocobax ynpasneHus. [loHsTue 10KyMeHTa.
JOKYMEHTUPOBAHUsA Nudopmarus u JIOKYMEHT.
Knaccudukanus JOKyMEHTOB: IO
BUTY oopmitenus; o
comepkanuio; 1o (Gopme; 10
MPOMCXOXKICHHIO; IO CPEeACTBaM
¢buKcanuy; Mo CpoKaMm XpaHEHHUS. )
MarepuaiibHbie HOCHUTEIN
WHPOPMAITUH.
ITonsTue JOKYMCHTHUPOBAHU.
OcHOBHBIE CIOCO0BI
nokymeHntupoBanus. OCHOBHBIC
COBpPEMEHHbBIE TEXHOJIOTHH,
NpUMEHSEMbIE TIPH OpraHU3alUH
paboTBl C  JOKyMEHTaMH B
Opra"m3anusx (yIpekIeHusIX).
Tema 1.2 Hopmatuprao- | CojepxaHue yueOHOTro 1
npaBoBast 6aza Marepuaia
JIOKYMEHTaIlMOHHOT O HopmatuBHo-nipaBoBbIe aKTHhI, OK 01, OK 02,
obecrieyeHusl perynupylomue OK 05, OK 09
YIIpaBJICHUS JIOKYMEHTAITMOHHOE O0ecTieueHre TIK 1.3

ynpaBineHus.  YHUPUKAIMS W
CTaHAapTH3alus KaK OCHOBHEIC
HaIpaBICHUS
COBEPILEHCTBOBAHUS JIOKYMEHTOB
Hu JIOKYMEHTAIlHOHHOT O
obecrevyeHus yrnpaBieHusI.
[Tepeuenb OCHOBHBIX
roCcyaAapCTBCHHBIX CTaHIAPTOB Ha
YHUPUIMPOBAHHEIC CHCTEMBI
JOKYMEHTAIHH. OcHOBHBIE
MIOJIOKEHUS roCyJapCTBEHHON
CHUCTEMBl  JTOKYMEHTAL[IOHHOTO
obecnieuenus ynpanieHus. CocTaB
YHHDUITUPOBAHHBIX CHUCTEM
JIOKYMEHTAII|H: OpraHu3alMOHHO-
pacrnopsiuTeNbHasl, OTYETHO-




CTaTUCTHUYCCKasd, q)HHaHCOBaH )41
Ap.

Tema 1.3 CnocoOsI 1
MpaBUIa CO3IAHUS
JIOKYMCHTOB

ConeprxkaHue y4eOHOro MaTepualia

3/2

XapakTepucTuKa,  COCTaB U
conepxxanue ['OCTa Ha cucremy
OpraHu3alMOHHO-
pacnopsaIuTENIbHON
JTIOKYMEHTAITHH.
YHudummpoBaHHas cucTeMa
OpTraHu3aIOHHO-
pacrnopsaIuTeIbHON
JOKyMEHTaluu. TpeOoBaHMs K
0 OopMIICHUIO JIOKYMEHTOB,
dopmysp-oOpasert OP/.
[IpaBuna odopmieHUs
PEKBHU3HTOB,
pernamenTupoBaHHbIX ['OCToMm.

B Tom umcne npakTudecKux
3aHATHI

[Ipaktrueckoe 3ansatue Nel.
OdopmieHre peKBU3UTOB Ha
JOKYMEHTaX.

OK 01, OK 02,

OK 03, OK 04,

OK 05, OK 06,

OK 07, OK 08,
OK 09

IK 1.2, TIK 1.3

Paznen 2. OPTAHU3ALNA CUCTEMBI
JOKYMEHTALIMOHHOI'O OBECITEHEHUM A

26/14

Tema 2.1 Odopmiienue
nH(OPMAITMOHHO-
CIIPaBOYHOI
JOKYMEHTaluN

Copnepxanne y4eOHOTO
Marepuana

4/2

XapaxkTepHucTHKa " COCTaB
CIPaBOYHO-MH(POPMAIIMOHHBIX
JIOKYMEHTOB (CITy>KE€OHBIX ITHCEM,
CIpaBOK,  3asBJICHHUH,  aKTOB,
NPOTOKOJIOB,  JOKIAQIHBIX |
00BSICHUTENBHBIX 3aITUCOK),
TpeOOBaHUS K UX OGOPMIICHHIO.
JoxymeHnTupoBaHnue
JEATeIbHOCTH  KOJUIETHAIIBHBIX
OpraHoB.

B ToM uncnie mpakTuyecKux
3aHATHI

IIpakTrueckoe 3anstue Ne2.
Odopmiienre nHGOPMAITMOHHO-
CIPaBOYHOM JIOKYMEHTAIHH.

OK 01, OK 02,
OK 03, OK 04,
OK 05, OK 06
MK 1.2, TIK 1.3

Tema 2.2 Odopmitenne
OpraHU3aIMOHHO-
pacnopsaIuTenbHON
JIOKyMEHTAIIUHI

Copep:xanne yueOHOTO
Marepuana

6/2

OcHoBHBIE IPYIIIIbI
OpraHu3aIMOHHO-

pacropsAUTENIbHBIX JJOKYMEHTOB.
XapakTepucTuka u COCTaB
OpPraHU3allMOHHBIX  JIOKYMEHTOB
(ycraBa, HONOKCHHS, THCTPYKITUH,
JTOTKHOCTHON WHCTPYKITUH),
TpeOoBaHusI K  OGOPMIICHHIO.
XapakTepucThka u COCTaB

OK 01, OK 02,

OK 03, OK 04,

OK 05, OK 06,

OK 07, OK 08,
OK 09

MK 1.2, TIK 1.3




pacHopsIINTENbHBIX JTOKYMEHTOB

(TTocTaHOBICHUS, MpHKa3a,
pelieHus, pacropsHKeHus,
yKazaHus), TpeOOBaHUSI K HUX
0 OpMIICHHIO.

IlonsiTHE TNONIMHHUKA, KOIUH,
BBIMIHCKH,  AyOnmkara.  Bumer
KOMHUI TOKyMEHTOB, OCOOCHHOCTH
3aBEpPEHUs] KONUH UM  BBIIUCOK
HOTapuaJbHBIMU KOHTOpPaMH U
JIOJ>KHOCTHBIMU JIMLIAMU
OpTraHu3aLuil.

B TOoM unciie npakTuyecKux
3aHATHHU

[IpakTrueckoe 3anstue Ne3.
Odopmnenre opraHU3aIMOHHO-
pacropsIUTEIbHOU
JOKYMEHTAIHH.

Tema 2.3 Odopmnenue
KaJpOoBOM
JOKYMCHTallU

Copeprkanne y1eOHOTO MaTeprana

6/4

3asBIeHUS U IPUKA3HI 110 INIHOMY
COCTaBy. JInuynas KapTouKa
¢dopmel T-2 u TuuHbBIe nena

B TOM 4ucie HpakTHYECKHX
3aHATUN

[Ipaktnueckoe  3amsatue  Ne4.
Odopmienne KaJIpOBOU
JIOKYMEHTAIIVH.

OK 01, OK 02,
OK 03, OK 04,
OK 05, OK 06,09
K 1.3

Tema 2.4 JloroBopHO-
paBoBast
JOKyMEHTalUs

Copneprxanue yueOHOro MaTepuana

4/2

[lonsitue pmoroBopa. OCHOBHBIE
pasnensl  moroBopoB. llopsmox
odopmiteHUs TPYAOBOTO
JIOTOBOpa, JOTOBOpPa IOCTABKU,
JIOTOBOPA KYILTU-TIPOJAKH.

B TOM 4ucile HpakTHYECKHX
3aHATUN

IIpaktiueckoe  3amsaTue  NoS.
OdopmiieHre 10roBopoB.

OK 01, OK 02,
OK 03, OK 04,
OK 05, OK 06
K 1.2, 11K 1.3

Tema 2.5
[IpereH3noHHO-UCKOBAs
JIOKYMEHTAIHS

Coneprxanne y4eOHOT0 MaTepuana

6/4

OCHOBHBIE PEKBHU3UTHI U HOPSIOK
odopMIIeHHUS MIPETEH3MH, OTBETOB
Ha mnpereHsuto. HOpuaguueckas
ciyx0a, BBITTOJTHSFOILIAS
MPETEH3MOHHO-UCKOBYIO  paboTy
Ha NPEANIPUATHH. Kypnan
perucTpauuy NpeTeH3ui.
Iopsinok o¢hopMIIEHHUS HCKOBBIX
3asBJICHUH M NPEACTaBICHUE UX B
ApOuTpaKHBIH CyI.

B ToM uymcne mpakTUYECKHUX
3aHATHNI

OK 01, OK 02,

OK 03, OK 04,

OK 05, OK 06,

OK 07, OK 08,
OK 09

K 1.2, 1IK 1.3




[Ipaktnueckoe  3amstme  Neb.
Odopmnenue MIPETCH3UOHHO-
WCKOBOW JJOKYMEGHTAIIVH.

Paznen 3 OPTAHU3ALUA PABOTEI C JOKYMEHTAMU
B OPTAHM3AIUAX (YUPEXXKJIEHUAX)

5/2

Tema 3.1 Texunonorus
OpraHU3alun
JTOKYMEHT0000pOTa B
OpTaHHU3aIHIX
(yupexneHusx)

ConeprxaHue y4eOHOTO
marepuana

Yupasnenue u
JIeJIONIPOU3BOJICTBO.
Opranu3amoHHbIe hopmel
JIEIIONIPON3BO/ICTBA. Cryx6a
JOKYMEHTAIIHOHHOTO
obecrieyeHust yhpaBieHHS,
OCHOBHas  3ajava, (yHKOHH,
TUIIOBBIE CTPYKTYPBIL,
JOJKHOCTHON COCTaB.
PernmamenTanus paboThl CITyKOBI
HOY. IlpumepHOE MOJIOKEHHUE O
ciyx0e JOKYMEHTAllMOHHOTO
obecriedyeHust  yOpaBJCHUS |
JOJDKHOCTHBIE MHCTPYKIIUU.

OK 01, OK 02,
OK 03, OK 04,
OK 09
MK 1.2, TIK 1.3

Tema 3.2 OcobennocTH
JIeTIOTPOU3BOICTBA O
oOpalleHusIM IpaxkJaH U
KOH(HICHIINATHHOTO
JeTOIPOU3BOJICTBA

ConeprxkaHue y4eOHOro MaTepualia

3/2

ITonsTus MPEJI0KEHMUS,
3asBIeHUST M kanoObl. [lpuem wu
perucTpauus MHCeM TpaXkAaH.
PaccmoTpenne u©  pasperieHue
UCEeM, CpPOK  PacCMOTPEHHS.
AHalu3 IHceM rpaxaH.
KondunenuunansHoe
JIeIIONIPOU3BO/ICTBO. I'pud
OTpaHHYEHUS JoCTyTa K
JIOKYMEHTY.
ABTOMaTH3UpPOBAHHBIE  CHUCTEMBI
pabotsI ¢ nokymeHtamu. Cpezncraa
W3TOTOBJICHUS, KONHMPOBAaHHUA H
Pa3MHOXKEHUS JOKYMEHTOB.
Opranunzanus paboynx MecT.

B ToM uucrne mpakTUYECKHUX
3aHITHHI

IIpaktnueckoe  3amsatue  Ne7.
Odopmienue oOpalieHuit
rpakJaH.

OK 01, OK 02,

OK 03, OK 04,

OK 05, OK 06,

OK 07, OK 08,
OK 09

MK 1.2, TIK 1.3

Tema 3.3
CucremaTuzanus
JIOKYMEHTOB,
(hopMupoBaHUE UX B
Jieia v repeiada B
apXuB OpPraHU3aluu

Copep:xanne yueOHOTO
MaTepuaia

[onsitue JOKYyMEHT0000poTa.
OOmmye NpPUHLMUIBI OpraHUu3alu
JOKyMEHT0000pOTa, ero
OCHOBHBIC  JTambl: IpUeM U
TIepBUYIHAS 0bpaboTka
JOKyMEHTOB; pacnpernencHue
HOCTYTHBIINX JOKYMEHTOB;
perucTpanusi ~ JOKyMEHTOB U

OK 01, OK 02,
OK 03, OK 04,
OK 09
MK 1.2, TIK 1.3




MpeIBapUTEIHHOE 170
paccMOTpeHue; paccMoTpeHue
JIOKyMEHTOB PYKOBOACTBOM
opranuzanuu  (y4pexaeHus) H
HalpaBJieHUE UX Ha HCIIOIHEHHUE;
WCTIONTHEHWE ¥  KOHTPOIb  3a
WCTIOJTHEHHEM JOKYMEHTOB;
TeKyIIee XpaHeHHe JOKYMEHTOB.
Howmenxumarypa nen. O6paboTka
JIeN JUIs OCTIeIYIOIIEro
XpaHeHusl. DKCIepTH3a IEHHOCTU
JOKYMEHTOB, o(hopMIIeHHE A€,
coctapneHue onvceid. Caava nen B
apXuB.

[IpomexxyTouHast aTTecTanus

Bcero: 36

3. YcnoBus peasin3anu JUCIUTITUHBI

3.1 [ns peanu3ayiy mporpaMMbl JUCIHUILIHHBI JOJKHBI OBITh TPEAYCMOTPEHBI CIIEIYIOIINE
ClIelIMaJIbHbIE TIOMEILECHHUS:
Kabuner «JloKkyMEHTalIMOHHOTO O0OECTIeUeHUs YIIPaBICHUSD)
Ne | HawnmenoBanue o0opyoBaHus | TexHuueckoe onucaHue
I CnenranusupoBanHas MeOCIb U CUCTEMbI XpaHEHUS

OcHoBHOE 000pyIOBaHNE

VYueOHast focka

Pabouee MecTo npenogasaresis

[Tocagounble MecTa I 00YYaIOLIHXCSI

MeGeinb 7151 pa3MeleHUs] 1 XpaHEeHUs y9eOHOM JTUTepaTyphl U
HarJsAHOTO MaTtepuasa

JononauTensHOe 000py10BaHUE

Hononnumensho 6 (hopmy 3anuchbl8aromcs uMerueecs 8 Texnuueckue
Haauyuu 060py00eanue ¢ Opyeumu mexHu4ecKUMu XapaKxmepucmuxu
Xapakmepucmukamu, opyeoe 060py0osanue, UCNOIb3YIOWeecs 8 | 3anoHIIOMCS
oannom Kabuneme CaAMOCOSIMENbHO
obpazosamenvHoU
opeanusayuel

II TexHu4eckue cpencTaa

OcHoBHOE 000pyIOBaHUE

Komnerotep

MynbTUMeara TPOEKTOP
WnTepakTuBHAs 10CcKa MO0 3KpaH
JononauTensHoe 000py10BaHUE

Hononnumensho 6 popmy 3anucvl8aromcs UMeruuecs 6 Texnuyeckue
Hanuuuu komnviomepvi, MOY u Op. ¢ Opyeumu mexuuueckumu Xapaxmepucmuxu
Xapaxmepucmuxamu, opyeoe 0b60py0o8anue, UCHOIb3VIOWUECs 8 | 3anOTHAIOMCA
0anHoM Kabureme CAMOCMOSAMENbHO
obpazosamenvHoU
opeanuzayuell

11 IemoHCTpanroHHbIe Y4eOHO-HATISAHBIE TOCOOHS
OcHoBHOE 000pyIOBaHHE

CpencTBa ayJMOBU3yaIU3aLuI

Harnsinasle nocobus

JlonojHuTeNIbHOE 000pyI0BaHUE




Jlononnumenvro 8 hopmy 3anucvi8aiomcst UmMeouwuecs 6 Texnuueckue
Hanuyuu komnsvromepsvl, MY u Op. ¢ Opyeumu mexnuieckumu Xapaxmepucmuxu
Xapaxmepucmuxamu, opyzoe 060pydosanue, UCNOIb3YIOWUECS, 8 | 3aNOIHAIOMCS
OdanHoM KabuHeme CAMOCMOAMENbHO
o0bpazosamenvHol
op2anuzayuetl

3.2. Uadopmannonnoe o0ecrieyeHre peann3anuy IporpaMMBl

Jns peanuzanuy nporpammbl  OMOIMOTEUHBIM (DOHJI CTPYKTYpHOIO IOJpa3/ieieHus
JIOJDKEH UMETh IIeUaTHbIE U (WIIN) JIEKTPOHHbIE 00pa30BaTe/IbHbIE U MH(POPMALIMOHHBIE PECYPCHI,
JUI UCIOJIb30BaHUs B 0Opa3oBaresibHOM npouecce. [Ipu popmupoBanumn 6ubimoreqsoro Gpoxga
00pa30BaTeNbHON OpraHU3aluy BHIOMPAETCS HE MEHEE OJHOTO0 M3JAHMS U3 NEPEUYUCIIEHHBIX B
[TOOII neyaTHbIX M3JAHUN U (UIM) AJIEKTPOHHBIX M3JaHUM B KAa4eCTBE OCHOBHOTO, IIPU 3TOM
CIIUCOK MOXET OBbITh JOTIOJIHEH HOBBIMU H3/IaHUSMHU.

OcHOBHbIE MIEUaTHBIE U AJIEKTPOHHbBIE U3AAHUS

1. Ky3nernos, U. H. [lokymeHTarimonHoe obecriedcHue ynpasicHus. JJokyMeHT0000poT 1
JIeTTOTIPOU3BOICTBO : YYEOHUK U MPAKTUKYM JUISI CPEIHETro MpOoQecCHOHATBHOTO 00pa3oBaHUs /
. H. Ky3nenoB. — 4-e¢ uzn., nepepad. u pon. — Mocksa : M3gatensctBo Opaiir, 2023. —
545 ¢. — (Ilpodeccuonansuoe odbpazopanue). — ISBN 978-5-534-16004-8.

2. bacakoB, M. MW., JlokyMeHTallMOHHOEe oO0ecrneueHrne ympaBieHUs (C OCHOBaMH
apxuBoBeieHUs ) : yuebnoe mocobue / M. U. bacakoB. — Mocksa : KnoPyc, 2023. — 216 ¢. —
ISBN 978-5-406-11367-7. — URL: https://book.ru/book/948724 (nata obpamenus: 26.06.2023).
— TeKCT : DIEeKTPOHHBIN.

OCHOBHBIE JICKTPOHHBIEC W3/IAaHHS

1. Bapmyna, B. B., JlokymenTanmonHoe oOecniedeHue ympasiieHus : yueOHuk / B. B.
Bapmynn. — Mocksa : KOctunums, 2022. — 271 c. — ISBN 978-5-4365-8902-2. — URL:
https://book.ru/book/942707 (nara ob6pamenus: 26.06.2023). — TeKcT : 37E€KTPOHHBIMH.

2. KopueeB, WM. K. JlokymeHTanMoHHOe oOecCreyeHue YIpaBiIeHUs : Y4YEOHHK U
HOPaKTUKYM JUIsl cpeaHero npogeccuoHansHoro obpaszoBanus / U. K. Kopuees, A. B. ITmenxo,
B. A. Mamypnes. — 3-e u3n., nepepa0. u gon. — Mocksa : U3narensctBo Opaiit, 2023. —
438 c. — (IlpodeccuonanbHoe obpazoBanue). — ISBN 978-5-534-16002-4. — Tekct
anekTpoHHbld  //  OOpazoBatenpHas  miatpopma  Opaiir  [caiit]. —  URL:
https://urait.ru/bcode/523611 (mara obpamenus: 26.06.2023).

3. Ky3nenos, 1. H. JlokymeHTanmonHoe obecriedenue ynpasieHus. JJokyMeHToo00poT 1
JIETIOTIPOU3BOJICTBO : YYEOHUK W MPAKTHKYM JUIsl CPEIHETO MPOo(eCcCHOHATBHOTO 00pa3oBaHus /
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PesynbTarel 00ydueHus | Kpurepuu ouenku MeToibl OLIEHKH

HepequB 3H21HI/II7[, OCBAaMBACMbIX B paMKaX NJUCHUIIJIMHBI

TepmuHoIOTHS B 00J1aCTH
JOKYMEHTAIlMOHHOTO
oOecrnieueHus
yIpaBJICHUS,
HopmatusHbie
JOKYMEHTBHI,
periaMeHTHPYIOIINe
COCTaBJICHHE u
odopmienue
JOKYMEHTallUU U IOPSI0K
ee 00paboTKy;

[IpaBuna coctaBneHus H
o opMIICHHUS
OpraHU3allMOHHO-

- oopmieHHEe JTOKYMEHTOB W pPEIICHUE
MPaKTUYECKUX CUTYyalluil ¢ HOPMATUBHBIM
MIPaBOBBIM 0OOCHOBAaHUEM;

- MCITOJIB30BaHUE PA3TUHIHBIX HCTOYHHUKOB,
BKJIIOYAsl AJIEKTPOHHBIE PECYypcChl, Meaua

pecypcsl, WNHTepHeT-pecypcbl,
MEPUONICCKUC U3aaHuA 10
CIIELUATIbHOCTH JUIst peLIeHus

pohecCUOHAIBHBIX 33/1a4

- JIEMOHCTpalus OTBETCTBCHHOCTH 32
MPUHATHIC pEIIeHUs, O00OCHOBaHHOCTh
caMoaHanHM3a U KOPPEKIUS PEe3yIbTaTOB
CcOOCTBEHHOM PabOTHI;

- DOKCIIEPTHOE HaOIIIOJIEHNE
BBITIOJTHEHHS TPAKTUYECKUX
3aJlaHuM,

- OIICHKA I10 UTOraM yCTHOTO
oIpoca CTYJCHTOB,

- HaOmIOIEHWE TI0 HWTOTaM
TECTUPOBAHUS,
- OIEcHKa B
MIPOBEICHUS
MPOMEKYTOUHOU
aTTecTaluu.

npoiiecce
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pacnopsAUTENEHBIX
TOKYMEHTOB, BXO/SIINX B
YHU(DUIHPOBAHHYIO
cUcTEMY
OpraHM3aIMOHHO-
pacnopsauTEeTbHBIX
JOKYMEHTOB,
YHU(DUIHPOBAHHYIO
CUCTEMY MEPBUYHOU
YUETHOM TOKYMEHTAINH B
YacTu JOKYMEHTAlUH TI0

Yy4€Ty Tpyla,

Tlopsanok MPOBEJICHUS
SKCIEPTU3Bl  IICHHOCTHU
JIOKYMEHTOB u
MTOATOTOBKH Jie K

ApXUBHOMY XpaHEHHUIO.
TexHosorus oprauusanuu
JTIOKYMEHT0000pOTa B
OpraHHU3aLUAX
(YupexxaeHusx).

- HCIIONB30BaHWE 3aKOHOJATENBHBIX U
HOPMAaTUBHO-TIPAaBOBBIX ~ AaKTOB  IIpH
TUIAHUPOBAHUU  TIPEANIPUHUMATEIBCKOM
JOeSITeIbHOCTH B NIpo(ecCHOHAIbHOM
chepe;

- JeMOHCTpauusi 3HaHMM B obOmactu
(MHAHCOBOI TPaMOTHOCTH;

- KOHCTPYKTUBHOCTh B3aUMOJICHCTBHSA C
o0yyaromumMucs, IMpernojaBaTe/siMu B
xoze o0yueHus, PYKOBOJUTEISIMU
y4eOHOI U MPON3BOICTBEHHOW MPAKTHK.
-coOMIoIcHNE HOPM TPodecCHOHATLHOM
9TUKH;

—  TOCTpoeHHE  TIpO(ecCHOHATBEHOTO
oOmeHnst ¢  y4eToM  COIMalbHO-
npo¢)eCCHOHANBHOTO CTaTyCca, CUTYaLUH
oOmieHusi, 0coOeHHOCTeH Tpynmel H
WHAUBUAYAIBHBIX 0co0eHHOCTEN
YYaCTHUKOB KOMMYHHKAIINY;

- IPaMOTHOCTb YCTHOM M NHMCbMEHHOU
peuu;

- odopmiieHue JTOKYMEHTOB B
cootBeTcTBHH ¢ 'OCToM;

- SICHOCTh (DOPMYJTUPOBAHMS M U3JI0KEHUS
MBICTICH;

- IPOSIBJICHUE TOJIEPAHTHOCTH B IpoOLIECCe
00IIeHNS;

- coOIII0IeHNe HOPM TTOBEJICHHUSI BO BPEMS
y4eOHBIX 3aHSTHUI;

- coOroieHne CTaH/IapTOB
AHTUKOPPYHLIMOHHOI'O IIOBEJICHHUS;

- CcOOMIOaeT HOPMBI  JKOJOTHUECKON
0€30I1aCHOCTH;
- onpeaesseT HanpaBJICHUS
pecypcocOepexeHus B pamKax
npoeCCHOHANBLHONW  JICSITETBHOCTH  T10
CIEIHATLHOCTH;

- 3¢)(peKTUBHOCTD UCIIOJIB30BAHMS CPEICTB
(bU3UYECKON KyJIBTYPBI JJIS1 COXPAHCHHSI 1
VKPEIUICHUS]  3JI0POBbsS B TpoIlecce
mpo()eCCHOHANIBHON ~ JCATEeIBbHOCTH W
MoJyIep)KaHuss  HEOOXOJMMOr0  YPOBHS
(bu3nYeCcKoi MOArOTOBICHHOCTH;

- 3(QEeKTUBHOCTh HCIONB30BAHUS B
poheCcCHOHATBHOMN JICATSIIbHOCTH
HEOOXOMUMON JOKYMEHTAllMd, B TOM
YHCJIe HA HHOCTPAHHOM SI3BIKE

HepequB YMCHI/Iﬁ, OCBaMBACMbIX B paMKaX NJUCHUIIJIMHBI

[IpumeHsTH Ha TpaKTHKE

- Oq)OpMJ'IGHI/IC JAOKYMCHTOB M PCHICHUC

- DJKCIEpTHOE HaOIoIeHe
BBITIOJTHEHHS TPAKTUYECKHUX

roCyJIapCTBCHHBIC MPaKTUYECKUX CUTYAITUi ¢ HOPMATHUBHEIM | 3aJlaHUH,

CTaHAAPTHI, JIpyTHE | TIPaBOBBIM 0OOCHOBAHUEM; - OIIEHKAa IO UTOTaM yCTHOTO
HOPMAaTUBHO- - HCIIOJIb30BAaHUE PA3IUYHBIX HCTOYHUKOB, | OMPOCa CTYACHTOB,
METOANYECKUE BKIIFOUAsl DJICKTPOHHBIC PECYPChl, Menua | - HaONIOACHHE II0 HTOTaM
JOKYMEHTHI, pecypchl, WHTEepHET-pecypceHl, | TECTUPOBAHUS,
perIaMeHTUPYIOIINE MIEPUOIUYECCKUE W3J1aHus 0 | - OLEHKa B  Ipolecce
OpraHU3aLHI0 MPOBEACHUS




JOKYMEHTAIlMOHHOTO
obecrniedeHus
yIpaBIICHHUS;
CocTaBisTh U MPaBUIBLHO
0pOpPMIIATH OCHOBHBIE
BUJBl  OpTaHHU3aIMOHHO-
pacnopsAUTENEHBIX
JOKYMEHTOB;
OdopmisaTs
WHPOPMALTUOHHO-
CTIPaBOYHYIO
JOKYMEHTAIIHIO;
OdopMisTh  KaapOBYIO
JOKYMEHTAIIHIO;
OdopMIsTh
MPETEH3NOHHO-HCKOBYIO
JOKYMEHTAIIHUIO.

CHENHANTbHOCTH JUTS
podeCCHOHATTLHBIX 3a/1a4
- JIEMOHCTpalMs OTBETCTBEHHOCTH 32
NPUHATBIE  pelieHHus, OOOCHOBaHHOCTD
camMoaHajM3a M KOPPEKIMs Pe3yJbTaToB
COOCTBEHHOM PabOTHI;

- WCIIONB30BaHUE 3aKOHOJATEIBHBIX U
HOPMAaTHUBHO-TIPABOBBIX  aKTOB npu
TUTAHUPOBAHUU  TIPEANIPHUHUMATEIILCKOM
JOEeSITeIbHOCTH B Npo(hecCHOHAIBHOM
cepe;

- JIEeMOHCTpanusi 3HaHWUH B 00JacTH
(hMHAHCOBO# TPaMOTHOCTH;

- KOHCTPYKTUBHOCTh B3aUMOJICHCTBHSA C
0o0yvaroImuMuCs, TPenojaBaTes M~ B
X0JIe o0yueHus, PYKOBOJUTEISIMU
y4eOHOM U TPOU3BOJICTBEHHOMN MPAKTHUK.
-co0roIeHNe HOPM IMPOgeCCHOHANBHOM
ITHKH;

—  TOCTpoeHHEe  TPO(ecCHOHATLHOTO
o0IeHnsT ¢ Y4eToM  COIMAJIbHO-
NpoeCCHOHANBLHOTO CTATyCa, CUTYAIHH
oOmmeHns, OCOOCHHOCTeW Tpymmbsl U
WHAUBUAYAIBHBIX 0co0eHHOCTEN
YYACTHUKOB KOMMYHUKAIIHH;

- PaMOTHOCTh YCTHOM M NHCbMEHHOU
peuu;

- odopmiieHre JIOKYMEHTOB B
cootBercTBun ¢ 'OCTom;

- SICHOCTh (DOPMYJIMPOBAHUS U U3JIOKSHUS
MBICJICH;

- TIPOSIBIICHHUE TOJIEPAHTHOCTH B MPOIIECCE
OOIIIEHH;

- coOIIIoIeHre HOPM TOBEJICHUSI BO BpPEMSI
Y4EOHBIX 3aHSITHIA;

peuieHus

- coOuroIcHNe CTaHJAPTOB
AHTUKOPPYIILMOHHOTO TTIOBEICHNS;

- coOMroIaeT HOPMBI  3KOJIOTHYECKOH
0€30I1aCHOCTH;

- oTpeeiaeT HaMpaBJICHUS
pecypcocOepexeHus B paMKax
npopeCCHOHANBLHOW  JICSITETBHOCTH IO
CHEIUATBHOCTH;

- 3¢)(peKTUBHOCTD UCIIOJIB30BAHUS CPEIACTB
(U3NYECKOM KYJIbTYPBI JJIs1 COXPAHEHHUS U
YKpEIUIeHUs  3/I0pOBbs B TIpoIlecce
MpoPECCHOHANLHON ~ NIEATEIPHOCTH |
MOJJCPXKaHUsI ~ HEOOXOIUMOI0  YPOBHS
(hM3UYECKOM MOTOTOBIEHHOCTH;

- 3((}EeKTHBHOCTh HCIIONB30BAHUS B
poheCcCHOHATBHON JICATSIIbHOCTH
HEOOXOJMMON JIOKYMEHTallMd, B TOM
YKCIie HA MTHOCTPAHHOM SI3BIKE

MIPOMEXKYTOYHOU
aTTeCTaLuH.







