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PabGouas nmporpamMma JAMCHMIUIMHBI — pa3paboTaHa Ha OCHOBE  (enepaabHOro
TOCYAapCTBEHHOTO 00pa30BaTEIIFHOTO CTaHAApTa CPEAHETr0 MPOQecCHOHATBLHOTO 00pa30BaHUS
(manee — @I'OC CIIO) no cnennansHoctu 40.02.04 IOpucnpyneHnus

Pazpabotunku:

Baraesa IOnus AnexcannpoBHa, npenogaBarensb 1 KK

Pabouast mporpamMma JUCHUTUIHHBI PACCMOTPEHA M PEKOMEHIOBaHA K YTBEPXKICHHUIO Ha
3aCeJlaHUM IPEAMETHO-IUKIOBOM KOMUCCHUH YIKOHOMUYECKUX YUETHBIX U KPEAUTHBIX TUCLUILIINH

[Tpotokon ot «09» ssuBapst 2025 r. Ne6
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OOmas xapakTepucTika padoueit mporpaMmbl AUCHUTUTUHBI

o MecTo AUCIUTUTHHBI B CTPYKTYpe OCHOBHOM 00pa30oBaTEIHLHON MPOTPaMMBbI

JAucuumninza

OIL.06  JloKkyMEHTalMOHHOE

oOecrieuenne

YHOpaBJICHUA  ABJIACTCA

00s13aTeNIbHONM  YacThio OOIIENTPO(ECCHOHATILHOTO IHMKJIAa 00pa30BaTeNbHOM MPOrpaMMbl B
cootBercTBUU ¢ PI'OC CIIO no cnenmansHocty 40.02.04 FOpucnpyaeHuus.

Ocoboe 3HaueHue TUCHMIUIMHA UMeeT npu ¢opmupoBanuu U pazsutun OK 01, OK 02,
OK 03, OK 04, OK 05, OK 06, OK 09.

O HCJ'IB U IUIaHUPYCMbIC PC3YyJIbTAaThl OCBOCHUA NUCIIUIIAHBI:
B paMKax 1mmporpamMmmbl JUCHUIIIMHBI CTYACHTaAMH OCBAUBAKOTCA YMCHHUA U 3HAHUA

Kox o0mux n VYMmenus 3HaHus
npodhecCHOHATBHBIX
KOMITETEHITHIA

OK 01, IIpumeHATH Ha npaktuke | TepMuHonoruro B obmactu

OK 02, rOCy1apCTBEHHbBIC CTaHJIapThl, | TOKYMEHTAIUOHHOTO

OK 03, JIpyrue HOPMAaTUBHO- | 00ecIeueHus yIpaBIeHUS;

OK 04, METOINYECKUE JNOKyMeHThI, | HopmaTtuBHBIE JIOKYMEHTBHI,

OK 05, periiaMeHTHPYIOIINe perIaMeHTHPYIOIINE COCTABJICHHE

OK 06, OpraHU3aLuIo U oopmieHHe JOKyMEHTalUuH M

OK 09, JIOKYMEHTAllMOHHOTO 00EeCTIeueHus | MOPsAIOK ee 00padoTKH;
YIOpaBIEHUS; [TpaBuna COCTaBJICHUS u
CocraBnsrthb U MPaBWIBHO | OPOPMIIEHHSI  OpPraHU3AIMOHHO-
OoQOpMIISTH  OCHOBHBIE  BHBI | PACHOPSAUTEIBHBIX JIOKYMEHTOB,
OpraHU3aIMOHHO- BXOJSIIINX B YHU(DUIIUPOBAHHYIO
pacnopsAUTENbHBIX TIOKYMEHTOB; | CUCTEMY OpraHU3alOHHO-
OdopmitsaTe MH(POPMALIMOHHO- | PACTIOPAAUTENbHBIX JOKYMEHTOB,
CIPABOYHYIO IOKYMEHTALIUIO; YHUPUIUPOBAHHYIO CUCTEMY
Odopmitsate KaJ[pOBYIO | IEPBUYHOMN YyUETHOH
JIOKYMEHTALUIO; JIOKYMEHTaIlu1 B 4acTu
Odopmitsate IIPETEH3UOHHO- | TOKYMEHTALUMU 110 yUeTy Tpy/a;
MCKOBYIO JIOKYMEHTAIIHIO. [Topsmox MIPOBEICHUS

IKCIEPTU3BI LEHHOCTHU

JIOKYMEHTOB ¥ TOJATOTOBKH JIE K
ApPXUBHOMY XpaHEHHUIO.
TexHoIOTHIO OpTraHu3aIuu
JIOKyMEHTO000pOTa B
opram3aiusx (YUpexIeHusX).

CtpyKTypa U cozepkaHnue AUCIUTLITMHbBI

o OO0beM TUCHUILIMHBI U BUJIBI YI€OHOM pabOThI

Bu1 yueOHoM paboThI O0BeM B yacax
O0beM 00pa3oBaTeILHON MPOrPAMMBI TUCITATIHHBI 46
O0beM pabOThI CTYACHTOB BO B3aUMOJICHCTBUH C MIPEMO/IaBaTEIIEM 38
B TOM YHCJIC:
TEOPETUIECKOE 00yUICHHE 16
MPAKTUYECKUE 3aHITUS 22




J1a00paTOpPHBIE PAOOTHI

KOHTPOJIbHBIE PAOOTHI

KypcoBoii npoekt (padora)

CaMOCTOATCIIbHAsA pa60Ta

[TpomexxyTounas arrectanus B hopme JuddepeHmpoBannbpiii 3a4eT




o TeMarnyeckuii IIaH U COAECPKAHUE JUCLUTLIHNHBI

Kongsl
Conepxanue y4eOHOTO KOMITCTCHLITH,
(hopMHUPOBaHHIO
Haunmenoanue Mmarepuana u GopMsl
O0beM B acax KOTOPBIX
pa3znesoB U TeM OpraHu3alMu AesSTeIbHOCTH
CTyIeHTOB croco0cTByeT
3JIEMEHT
IPOrpaMMBbl
1 2 3 4
Paznen 1. «<OCHOBbBI JIOKYMEHTHPOBAHU A
VITPABJIEHYECKOWU JIEAATEJIBHOCTH «
Tema 1.1 Ilonstue o Copnepxanue y4eOHOTO OK 01, OK 02,
JIOKYMEHTaIlMOHHOM MaTepuana OK 05, OK 09
obecnieueHN U OCHOBHBIE CBOWCTBA JOKYMEHTOB
yIpaBJIeHHs, JOKYMEHTE | U X (QYHKIHH B CHCTEME
u criocobax ynpasiesus. Ilonstue
JOKYMEHTHUPOBAHUSI. nokymenTa. Madopmanms u
HopwmatuBHo-tipaBoBast | moxymeHT. Knaccudukarms
Oaza JOKYMEHTOB: IO BULY
JIOKYMEHTAIIHOHHOTO 0 OPMIICHHS; TI0 COJIEPIKAHUIO;
oOecrieyeHust 1o (¢opMe; 0 NPOUCXOXKICHHUIO;
YIpaBJICHUS Mo cpeAcTBaM (QUKcaIyu; 10
CpPOKaM XpaHEeHHUSI.
MarepuanbHble HOCUTENN
WH(OpPMAITHIH.
[lonsTHE ZOKYMEHTHPOBAHMUSL.
OcHOBHBIE CITOCOOBI
JNOKyMeHTHpoBaHUs. OCHOBHbIE
COBPEMEHHBIE TEXHOJIOTHH,
[IPUMEHsEMbIE IPH OPraHU3aUN
paboThI C TOKYMEHTaMH B
opra"u3anusx (YIpeKIeHUsX ). 2

HopmatuBHO-1IpaBOBBIC aKTHhI,
perynupyolmime
JTOKYMEHTAllMOHHOE 00eCIIeYeHUEe
yrpasieHust. Y HUQUKaIusg U
CTaH/APTH3aLMsI KaK OCHOBHBIE
HaIpaBJICHUS
COBEPIIICHCTBOBAHHS TOKYMEHTOB
U TOKYMEHTaHOHHOTO
obecrniedeHus yrpaBIeHusI.
[lepeuenn OCHOBHBIX
roCyAapCTBCHHBIX CTaHIAAPTOB Ha
YHU(HUIUPOBAHHEIE CHCTEMBI
OOKYMCHTAIUU. OcHOBHBIE
TIOJIO’KSHUS rOCy/IapCTBEHHOM
CHCTEMBl  JTOKYMEHTAI[HOHHOTO
obecrieuenus ynpasieHus. CocTaB
YHU(DUIIUPOBAHHBIX cucTeM
JIOKYMEHTAIlMN: OPTaHU3allHOHHO-
pacnopsauTeIbHas, OTYETHO-
CTaTUCTHUYCCKas, q)HHaHCOBaSI u




Ap.

CamocrosTensHas paboTa
CTYACHTOB

Ucropust pa3BuTHs HayYHBIX
MpEJICTaBICHUH O
JIOKYMEHTAIIHOHHOM 00eCTIeUeHUH
YHOpaBJICHHUS.

Tema 1.2 CnocoOsI 1 Coneprkanue yueOHOTO MaTepualia OK 01, OK 02,
TIpaBUiIa CO3MTAaHMUs XapaKTepHuCTHKA, coCTaB u OK 03, OK 04,
JIOKYMEHTOB cogepxanue I'OCTa Ha cucremy OK 05, OK 06,

OpraHU3aMoOHHO- OK 09

pacropsAnTeNbHON

JIOKYMEHTAIIHH.

YaudunupoBaHaas cucrema

OpraHMu3aloHHO-

pacnopsaauTenbHON

JOKyMEHTaluu. TpeOoBaHus K

0(hOPMIICHUIO JIOKYMEHTOB.

dopmynsip-obpazen OP/I.

[IpaBuna odopmiteHus

PEKBU3UTOB,

pernamenTrpoBaHHBIX ['OCToM.

B TOM umncne npakTuyeckux

3aHATUN

IIpakTuyeckoe 3ansTue Nel.

OdopmieHne peKBU3UTOB Ha

JIOKYMEHTaXx.
Paznen 2. OPTAHU3ALIMA CUCTEMBI
JOKYMEHTAIIMOHHOI'O OBECIIEHEHN A
Tema 2.1 Odopmienue Conepxanue y4eOHOTO OK 01, OK 02,
MH(pOPMAIIOHHO- MaTepuana OK 03, OK 04,
CIIPAaBOYHOM XapakTepucTika u COCTaB OK 05, OK 06
JIOKYMEHTAIHN CIIPaBOYHO-UH(DOPMALMOHHBIX

JIOKYMEHTOB (CITy>K€OHBIX THCEM,

CIPABOK, 3asIBJICHUM, aKTOB,

IIPOTOKOJIOB, JOKJIaIHBIX u

00BSICHUTETBHBIX 3aIHUCOK),

TpeOOBaHMS K HX OGOPMIICHHIO.

JlokyMeHTHpOBaHuE

NESITETPHOCTH  KOJIJICTHAJIbHBIX

OpIaHoB.

B TOM uncite mpakTH4eCKuX

3aHATHI

[IpakTrueckoe 3ansTue No2.

Odopmierne HHPOPMATMOHHO-

CIIPaBOYHOM JOKYMEHTALUU.
Tewma 2.2 Odopmienne Copeprxanne yu4eOHOTO OK 01, OK 02,
OpraHMu3aloHHO- MaTepuana OK 03, OK 04,
pacropsInTeTFHON OcCHOBHBIE TPYIIITEI OK 05, OK 06,
JIOKyMEHTAITUI OpraHU3alMOHHO- OK 09

pacrnopAauTECIbHBIX HOOKYMCHTOB.
XapaKTepI/ICTI/IKa n COCTaB




OpraHU3alMOHHBIX  JOKYMEHTOB
(ycraBa, IOJOXEHHS, HHCTPYKIIUH,

JTOJKHOCTHOH HHCTPYKIIHH),
TpeOoBaumsI K  OGOPMIICHHIO.
XapakTepucTHka u cocTaB
pacrnopaauTECIbHBIX JOKYMCHTOB
(mocTaHOBICHUS, NpUKa3a,
pelieHus, pacrnopsbKeHus,
yKa3aHus), TpeOOBaHUS K WX
0 OpMIICHHIO.

[loHsATHE TOANMHHUKA, KOIMH,
BBIMMCKY,  AyOnukara.  Buasl
KOMHUIl TOKyMEHTOB, 0COOEHHOCTH
3aBEpPEHUS] KOMUA U  BBIIHCOK
HOTapHUaJIbHBIMK  KOHTOpaMU U
JOJDKHOCTHBIMH JIULAMH
OpraHu3aluil.

B ToM uncnie mpakTuyecKux
3aHATUN

IIpakTuyeckoe 3ansTue No3.
OdopmiieHre OpraHu3aIuoOHHO-
pacnopsauTenbHON
JTOKYMEHTAIIHH.

CamocrosTenbHas pabora.
Knaccuduxauns
OpraHU3aIMOHHO-
pacmnopsAUTENLHON
JIOKYMEHTAIHH:
OpraHu3alMOHHEIC,
pacropsAuTeNbHbIE, CIPABOYHO-
nH(pOpMAaITMOHHEIE.

Tema 2.3 OdopmieHue
KaJpoBOU
JIOKyMEHTAIHN

Coneprxkanue yueOHOIro MaTepraiia
3asBICHUS U IPUKA3BI 10 TUYHOMY
cocraBy. JInunas kapTouka GOpMbI
T-2 u nuuHbBIe neIa

B TOM uucne mnpakTHYECKHX
3aHATUI

[IpakTnueckoe  3ansaTHe  Ned.
Odopmitenne KaJpOBOM
JOKYMEHTAIIHH.

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

Tema 2.4 JloroBopHO-
MpaBoBas
JIOKYMEHTAaLus.
[IpeTeH3nOHHO-UCKOBAs
JOKYMCHTaluAd

Coneprkanue yaeOHOTO MaTepraa
[lonstue nporosopa. OcHOBHBIE
pazaensl  goroBopoB. Ilopsmok
odopmiteHUs TPYJAOBOTO
JIOTOBOpa, JOTOBOpa IOCTaBKH,
JIOTOBOPA KYTUTH-TTPOIAXKH.

OCHOBHBIE PEKBU3UTHI U MOPSAIOK
odopMIIeHUSI TIPETEH3MI, OTBETOB
Ha mpereHsuto. IOpunmueckas
cyxko0a, BBITIOJTHSFOIIIAS
MPETEeH3HOHHO-UCKOBYIO  paboTy
Ha NIPEIIPUATHH. Kypnan

OK 01, OK 02,

OK 03, OK 04,

OK 05, OK 06,
OK 9




perucTpanuu nNpeTeHs3uil.
[Topsinox odopmiaeHHsS HCKOBBIX
3asBJIEHUI U MpPEJCTAaBIECHUE HUX B
ApOuTpaXkHBIN CyI.

B ToM 4ucine mnpakTH4YECKHX
3aHATHU

[Ipaktueckoe  3amsaTHe  NeS.
OdopmiteHrE TOTOBOPOB.

[Ipaktueckoe  3amsaThe  Neb.
Odopmiienne MIPETCH3NOHHO-
HCKOBOM JOKyMEHTalUH.

CamocrosTenbHas pabora.

Bust JIOTOBOPOB: KYTUTH-
NPOJaXH, MOCTABKH, KOMUCCUU U
np. Buael goroBopoB B cdepe
3aKyTIOK.

Paznen 3 OPTAHU3ALINA PABOTHI C JOKYMEHTAMU
B OPTAHM3AIIMAX (YUPEXAEHUAX)

Tema 3.1 Texunonorus
OpraHu3zalyu
JIOKYMEHT0000pOTAa B
OpraHu3aInsIX
(YupexxneHusx).
Cucremaru3anus
JIOKYMEHTOB,
(hopMUpOBaHHUE UX B
JieNa v riepeiava B
apXHB OPraHU3aAIIH

ConepxaHue y4eOHOTO
Marepuaia

VYnpasienue u
JIeTI0IPON3BO/ICTBO.
OpranuzaioHHbIe HOPMBI
nenonpon3BoacTBa. Ciryxb6a
JOKyMEHTAIIHOHHOTO
obecrieyeHuUs ypaBiIeHus,
OCHOBHas 3a/1a4a, (PyHKITUH,
TUIIOBBIE CTPYKTYPHL,
JIOJIKHOCTHOM COCTaB.
PernamenTanus paboTsl ci1y kOB
JIOY. IlpumepHOE TOT0KEHUE O
ciry:x0e JOKyMEHTalHOHHOTO
obecriedeHus yIpaBIeHUs U
JOJDKHOCTHBIE MHCTPYKIIH.
[Monsitue JIOKYMEHTO000pOTA.
OOmme TPUHITAIIEI OpPTaHU3AIIH
JIOKYMEHT0000poTa, ero
OCHOBHBIC  JTambl: IpHEM H
MepBUYHAs o0paboTka
JIOKYMEHTOB; pacrpeneneHue
MOCTYTHBIINX JIOKyMEHTOB;
perucTpanusa JOKYMCHTOB u
HpeBapUTEIbHOE 1754
paccMoTpeHue; paccMoTpeHue
JOKyMEHTOB PYKOBOJICTBOM
opranm3aiuu  (Y4pexXICHUs) U
HaIlpaBJICHUEC HMX Ha HUCIIOJIHCHUE;
UCIIOJITHEHHE W KOHTPOJIb 32
HUCIIOJIHCHUEM JOKYMCHTOB;
TEeKyIllee XpaHEHHE IOKYMEHTOB.
Howmenxinatypa nen. O6paboTka
JIeTT JUIS TTOCIIEAYIOIIETO

OK 01, OK 02,
OK 03, OK 04,
OK 09




XpaHEeHUsI. DKCIEPTH3a IIEHHOCTU
JIOKYMEHTOB, OpOpMIIEHHE JIET,
cocTtaBieHue onuceii. Cnada fei B

aApXWB.

CamocrosTensHas padoTa.

Nupopmannonusie

TEXHOJIOTHH B 2

ACIOIMPOU3BOACTBE
Tema 3.2 Ocobennoctn | Comeprkanue yaeOHOTO MaTepraa OK 01, OK 02,
JIEJIONIPOU3BOJICTBA MO Iloustus MPEJI0KEHHUS, OK 03, OK 04,
oOpalleHusIM rpakJjaH U | 3asBIeHUS ¥ KaoObl. [Ipuem wu OK 05, OK 06,
KOH(UICHIIUATBHOTO perucrpauus IHACEM  TPaXkAaH. OK 09
JIEeJIOTIPOU3BOICTBA PaccmoTperne wu  pasperieHue

MMMCEM, CPOK  pPacCMOTPEHHSI.
Amnanuz nuceM rpakaaH.

KondunennuansHoe

JIeIOIPON3BOICTBO. I'pud 2
OTpaHNYEHHS JocTyma K
JOKYMEHTY.

ABTOMaTI/ISI/IPOBaHHLIe CHUCTEMBbI
paboTel ¢ nokymeHTamu. Cpeacraa
HU3TOTOBJICHUA, KOIIMPOBAHUA U
Pa3MHOKEHHS JOKyMEHTOB.
Opranu3zanus pabo4nx MecT.

B ToM umcie TpaKTHYECKHX

3aHSITUN 2
IIpakTuueckoe  3ansitue  Ne7.
Odopmienue oOpareHui 2
TpaKIaH.

[IpomesxyTouHas aTTecTarus

Bcero: 46

3. YcnoBus pcamn3anu JUCHUTIIINHBI

3.1 JIns peanuzanuy NporpaMMbl JUCIUIUIMHBI JOJKHBI OBITh MPEAYCMOTPEHBI CIEAYIOLTHE

CIICIUATIBHBIE TOMEIICHUS
Kabunet «JlokyMeHTaIMOHHOTO O0ECTIeUeHus YIPaBICHUSD

N2 | HanmMeHoBaHMe 060py0BaHUS | TexHunyeckoe onmucaHue
| CneumanusnpoBaHHas Mebenb U CUCTEMbI XpaHEHUS
OcHoBHOEe 060pyA0BaHUE
YyebHas focka
Pabouyee mecTo npenopgasartens
Mocafo4Hble MecTa s obyyatowmxcs
Mebenb gns pasMeLLeHMa N XpaHEHUS y4eOHOM anTepaTypbl U
Harns A4HOro Marepuana
Il TexHnyeckue cpeacrTea
OcHoBHOEe 060pyA0BaHUE
KomnbroTtep
MynbTMeaua NnpoexkTop
MHTepaKTUBHas A0CKa 6O sKpaH
11l leMOHCTpaLMOHHbIE y4ebHO-HarNsAHble NOCObUs

3.2. Uadopmannonnoe odecrieueHre peaan3auy IporpaMMBl



Jns peanu3anuu MporpamMmbl  OMOIMOTEUHBIH (DOHI CTPYKTYPHOTO MOJpa3/ieieHus
JTOJDKEH UMETH TeYaTHBIE U (M) 3JIEKTPOHHBIE 00pa3oBaTebHbIC K HH(OOPMAITMOHHBIE PECYPCHI,
JUTSL KICTIONTh30BaHMs B 00pa3oBaTelibHOM Tiporiecce. [Ipu hopmupoBannu 6ubnmmuorednoro ¢honma
o0pa3oBaTeNbHON OpraHU3aIllui BHIOMPAETCS HE MEHEEe OJHOTO M3JaHMS W3 MEPEYUCICHHBIX B
[IOIl newaTHbIX M3JAaHUM M (UJIM) JIEKTPOHHBIX W3/IaHUN B KAa4€CTBE OCHOBHOIO, IPU 3TOM
CIIUCOK MOXET OBITh JJOTIOJIHEH HOBBIMU U3JJaHUSIMHU.

OCHOBHBIE TICYaTHBIC U YJICKTPOHHBIC N3TAaHHS:

1. Kysnenos, 1. H. JlokymeHTanmonHoe obecriedeHre ynpasieHus. JJokyMeHToo00opoT
U JIeJIONPOMU3BOJICTBO : YIEOHUK U MPAKTHKYM JJISi CPEAHET0 MPOoQecCHOHaIBHOr0 00pa3oBaHus /
U. H. Ky3nenoB. — 4-e uzn., nepepad. u non. — Mocksa : M3natensctBo HOpaiit, 2023. —
545 ¢. — (IIpodeccuonanbroe 06pazoBanue). — ISBN 978-5-534-16004-8.

2. bacakoB, M. MW., JlokymeHTaunoHHOe oOecreyeHue ympaBiIeHUs (C OCHOBaMHU
apxuBoBejieHH) : yueOHoe mocooue / M. U. bacakoB. — Mocksa : KuoPyc, 2023. — 216 c. —
ISBN 978-5-406-11367-7. — URL.: https://book.ru/book/948724 (nata ob6pamenus: 26.06.2023).
— TexcT : 3NEeKTPOHHBIN.

3. Bapmynn, B. B., JlokymeHnTaunonHoe obecrieuenue ymnpasieHus : yueOHuk / B. B.
Bapmynn. — Mocksa : HOctunus, 2022. — 271 c. — ISBN 978-5-4365-8902-2. — URL:
https://book.ru/book/942707 (nata obpamenus: 26.06.2023). — TeKcCT : 37ICKTPOHHBIN.

4. Kopuees, U. K. JlokyMeHTallMOHHOE OO€CIEUEHHE YTNPABICHUS : YUYEOHUK U
IOPAaKTUKYM JUIsl cpeaHero npodeccuoHanbHoro obdpazosanus / M. K. Kopuees, A. B. Ilmenko,
B. A. MamypueB. — 3-e uzn., nepepad. u jgon. — Mocksa : UznatensctBo FOpaiit, 2023. —
438 c. — (IIpodeccuonanproe ob6pazoBanue). — ISBN 978-5-534-16002-4. — Texkcr
nekTpoHHBIH  //  OOpasoBarenpHass  miardpopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/523611 (nata obpamenus: 26.06.2023).

5. Ky3ueuoBa, M. B. JlokyMeHTallMOHHOE OOecreyeHne ympaBieHus : ydeOHoe
nocobue s CIIO / WM. B. Kysuemosa, I'. A. Xawarpsn. — 2-e m3a. — Caparos :
[IpodobpazoBanue, Aii [Tu Op Meana, 2019. — 166 ¢. — ISBN 978-5-4486-0404-1, 978-5-4488-
0216-4. — TekcT : 2MEeKTPOHHBIN // DNeKTpoHHBIN pecypc LudpoBoi 00pa30BaTENbHOMN Cpebl
CIIO PROFob6pazoBanue : [caiit]. — URL: https://profspo.ru/books/80326

6. lysanora, H. H. JlokymeHTanmoHHOE OOECHIEYCHHE YIPABICHUS : YUYCOHUK H

NpPaKkTUKyM JJIs cpelHero npodeccuonanbHoro obpasosanus / H. H. lllyBanoBa. — 3-e wu3n.,
nepepad. u nomn. — Mocksa : U3narensctBo IOpaiit, 2023. — 247 c. — (IIpodeccuonansHoe
obpaszoBanue). — ISBN 978-5-534-16538-8. — Tekcr : anektpoHHbIH // OOpa3oBarenbHas
wiarpopma FOpaiit [caiir]. — URL: https://urait.ru/bcode/531240 (mara oOpameHus:
26.06.2023).

JlonIOJIHUTENBHBIE UICTOYHUKHU:

1. AnpOOM mepBHYHBIX JOKyMeHTOB: OnekTpoHHass kHura (1 CD).- M.: U]
«PaBHOBecuey.- (Cepust JlenoBbie TOKYMEHTBI», BHIIL. 6).

2. PepkakoB A.Il. OOpa3iel TOKYMEHTOB I rpaxkaan: DnekrpoHHas kaura (1 CD).-
M.: /1 «PaBHOBECHEY.

3. CnpaBouHo-npaBoBas cuctema «['apanm.

4. CmpaBouHo-npaBoBas cucreMa «Koncynbrantllrocy.

5. T'OCT P 7.0.97-2016. Hanmonanshsiii ctannapt Poccuiickoit @enepanuu. Cucrema
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4. KoHTpOJb U OLIEHKA PE3YJIbTaTOB OCBOCHUS JUCIUILINHBI
KoHTposip U oLieHKa pe3yJbTaTOB OCBOEHUS JUCLMILIMHBI OCYILECTBIISETCS IPENOAABATEIEM B
Iporiecce MPOBEACHUS MPAKTUYECKUX 3aHATUHI, TECTUPOBAHUS, A TAK)KE BBINIOJHEHUS CTYICHTaMH
MHJUBHUYaJIbHBIX 33JaHUM, IIPOEKTOB, UCCIICJOBAaHUN.

Pesyubrarsl o0yueHus | Kputepuu olieHkn | MeTo/ Il OLICHKH
[epeveHs 3HAHUI, OCBAUBAEMBIX B PAMKAX JTUCIUTUINHBI
TepmuHonorust B o6mactu | - opopmiieHHE IOKYMEHTOB W peuieHue | Tecmuposanue
JIOKYMEHTAIIHOHHOTO MPaKTUIECKUX CUTYAIMH ¢ HOPMATUBHBIM | 860NPOCHI K
obecrnieueHus MPaBOBBIM 00OCHOBAHUEM; oughghepernyuposannomy
YIpaBICHHS, - UCTIOJIH30BAHME PA3IIUYHBIX HICTOYHUKOB, | 3auemy
HopmarugHbie BKITIOYAsl DJICKTPOHHBIC PECypChI, Meaua
JIOKYMEHTBI, pecypchl, WnTtepuer-pecypchl,
perIaMeHTUPYIOLIUE MEPUOUYCCKHUC U3JIaHUS o
COCTaBJICHHE U | CIIeIMaIbHOCTH JUISt peleHus
odopmiieHne npohecCHOHANBHBIX 33724
JIOKYMEHTAIIMH U TIOPSIIOK | - JEMOHCTpAIMs OTBETCTBEHHOCTH 3a
ee 00paboTKH; MPUHATBIC  pellieHHus, O0O0OCHOBAHHOCTH
[IpaBuna coctaBieHUs W | CAMOAHANIN3a W KOPPEKIUS PE3yIbTaToB
odopmiteHUs COOCTBEHHOM pabOThI;
OpraHHU3aIMOHHO- - UCHOJB30BAaHHE 3aKOHOAATCIBHBIX U
pacropsAUTENLHBIX HOPMATUBHO-TPABOBBIX aKTOB npu
JIOKYMEHTOB, BXOJASIIUX B | IVIAHUPOBAHUM  MPEAIPUHAMATEIbCKOM
YHUPHUIIUPOBAHHYIO NIESATEILHOCTH B TPOQeCCHOHATBLHOM
CUCTEMY cepe;
OpraHU3aIMOHHO- - JIeMOHCTpalisi 3HaHWi B o0iactu
pacopsIIUTEIIbHBIX (hDMHAHCOBOW IPaMOTHOCTH;
JIOKYMEHTOB, - KOHCTPYKTHBHOCTb
YHUDHAITHPOBAHHYTO B3aUMOJICUCTBHSI ¢  OOyYalOITUMHUCH,
CUCTEMY MEPBUYHON | MPEMOAABATEISIME B XOAE OOYy4YCHHS,
YYETHOW IOKYMEHTAIUH B | PYyKOBOJUTEISIMU y4eOHOH u
YacTU JIOKYMEHTAIUKM IO | MPOU3BOJICTBEHHOMN MPAKTHK.
y4eTy Tpyaa; -coOroZicHre  HOPM TMPOQECCHOHATHEHOM
[opsimox MPOBEICHUS | ATHUKHU;
OKCMEePTH3bl  IIGHHOCTH | —  MOCTPOCHHE  MPO(GECCHOHATBHOTO
JIOKYMEHTOB W | OOMEHusT €  Y4eTOM  COIMAIBHO-
MOJrOTOBKH nen K | mpodecCHOHABHOTO CTaTyca, CUTYaINH
apXUBHOMY XPaHEHHUIO. oOmeHns, OCOOCHHOCTEW Tpynmsl U
TexHONOoTHs OpraHu3aliy | UHIUBUYaJTbHBIX ocobeHHoCTe!
JIOKYMEHT0000poTa B | yYaCTHHUKOB KOMMYHHKAIIHH;
OpraHM3aIHIX - TPaMOTHOCTh YCTHOH M MUCHMCHHOMN
(YUpEIKICHUSAX ). peun;
- ohopmIiIcHIE JIOKYMEHTOB B
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cootBercTBun ¢ 'OCTom;

- ICHOCTh (POPMYJTUPOBAHUS U U3IIOKCHUS
MBICTICH;

- TIPOSIBJICHHE TOJEPAHTHOCTH B TIPOIECCE
00IIICHUS,

- COOMIO/ICHUE HOPM TMOBEJICHUS BO BpEeMs
y4eOHBIX 3aHITHH;

- coOutoieHne CTaHIApPTOB
AHTUKOPPYIIIMOHHOTO MOBE/ICHUS;

- coOmrolaeT HOPMBI  JKOJIOTHYECKOU
0€30MacHOCTH;
- ompeaensieT HaTpaBJICHUS
pecypcocOepekeHHs B paMkax
MpodeCcCHOHATBFHON  NIEATEITFHOCTH IO
CIEIMATLHOCTH;

- 3)EKTHBHOCTh MCIIOJIH30BAHUS CPEJICTB
(bu3MYECKON KyJIBTYPhI JJIs1 COXPaHEHHUS U
YKpEIUIEHUS  3J0pOBbs B MPOIECCE
NpopEeCCHOHATLHON  JICATENILHOCTH |
MOJUICP)KaHUs ~ HEOOXOJMMOTO  YPOBHS
(u3UYECKON OrOTOBJICHHOCTH;

- 3((]eKTHBHOCTh HCIIONIL30BaHUS B
npodecCHOHATEHON JIESITENTBHOCTH
HEOOXOAMMOH JIOKYMEHTAllMd, B TOM
YKCIie HA MTHOCTPAHHOM SI3BIKE

HepequL yMeHHﬁ, OCBAMBACMBIX B paMKaXx JHCIUIIIHMHBI

IIpuMeHsATE Ha NpakTHKE
TOCY/IapCTBEHHBIE
CTaHIapTBHI,
HOpPMaTHBHO-
METOUYECKHE
JOKYMEHTHI,
peraMeHTUPYOIHUE
OpraHHU3alNIo
JIOKYMEHTAIIMOHHOTO
oOecrieueHust
YIpaBICHHS;

CocTaBisATh U MPAaBUIBHO
oopMIIATh OCHOBHBIE
BUABl  OPraHU3aLIOHHO-
pactopsIIUTENbHBIX
JIOKYMEHTOB;

OdopmitaTh
UHPOPMAITHOHHO-
CIIPaBOYHYIO
JOKYMEHTAIIHIO;
OdopMisITh  KaJpOBYIO
JIOKYMEHTAIHIO;
OdopmisTs
IPETEeH3UOHHO-UCKOBYIO
JIOKYMEHTAIIHIO.

Ipyrue

- oopmiieHHE JOKYMEHTOB W PEIICHUE
MPAKTHYECKUX CUTYAIMH ¢ HOPMATHBHBIM
PaBOBBIM 000CHOBAHUEM;

- UCTI0JIb30BAHUEC PA3JIMYHBIX UCTOYHHUKOB,
BKJTIOUAsl DJIEKTPOHHBIE PECYpPCHI, Meaua

pecypchl, Wntepuet-pecypckl,
NEPUOJUUCCKHE H3JaHNs h(s)
CIIELIUAIBHOCTH JUIs perieHus

npodecCHOHANBHBIX 3a7a4

- JIEMOHCTpalMs OTBETCTBEHHOCTH 32
NPUHATBIE  pellieHHus, O0O0OCHOBAaHHOCTD
camoaHajJHu3a M KOPPEKIHsS pe3yJbTaToB
coOCTBEHHOH padOTHI;

- HCIIONb30BAHUE 3aKOHOJATEIbHBIX U
HOPMATUBHO-TIPABOBBIX  aKTOB npu
IUIAHUPOBAaHUM  HPEANPUHUMATEIbCKON
HIESITEeNbHOCTH B IpodeccHoHaIbHON
chepe;

- JEeMOHCTpauus 3HaHMH B o0iactu
(uHAHCOBOM rPaMOTHOCTH;

- KOHCTPYKTHBHOCTD
B3aUMOJECHCTBUS C  OOYyYaroLIMMUCS,
npenojaBaTeNsiMd B Xoxe OOydeHwus,
PYKOBOIUTEISIMU y4eOHOi u
IIPOU3BOJCTBEHHON ITPAKTHUK.
-coOroieHne HOpM  MpodecCHOHATEHON
9THUKH;

—  TOCTpOeHHE  NPOQECCHOHATLHOTO
o0meHust ¢ y4eToM  COLMAaJIbHO-
po)eCCHOHAIBHOIO CTAaTyca, CHUTYAIUH

Tecmuposanue

60NPOCHL
oughgheperyuposannomy
3auemy




oOmieHus, 0coOEHHOCTEH Tpynmbl H
WHINBUAYATBHBIX ocobeHHOCTEH
YYaCTHUKOB KOMMYHHKAaINY;

- TPaMOTHOCTb YCTHOM M IIMCBMEHHOM
peuy;

- odopmiieHue JIOKYMEHTOB B
cootBercTBUU ¢ 'OCToMm;

- ICHOCTb ()OPMYJTUPOBAHUS U H3IIOKESHHUS
MBICTIEH;

- IPOSIBJICHHE TOJIEPAHTHOCTH B IIpOLECCE
OOIIEHNS,;

- cOOMIoICHNE HOPM IOBEJCHHUS BO BpeMs
Y4EeOHBIX 3aHITHH;

- coOmoieHne CTaHJIapTOB
AHTUKOPPYILIMOHHOTO MOBEACHUS;

- coOmromaeT HOPMBI  SKOJIOTHYECKON
0€e30MIacHOCTH;

- ompenenseT HaTpaBJICHUS
pecypcocoepeskeHus B paMkax
IpoeCCHOHAIBHON ~ JESITENbHOCTH IO
CIENUAITBEHOCTH;

- 3)eKTUBHOCTH MCIIOIB30BAHUS CPEICTB
(bu3nuecKol KyJIbTYpbl sl COXpaHEHUS U
VKpeIUICHUs]  3JI0pOBbsi B Ipoliecce
npoecCHOHANBHON ~ ACATENILHOCTH |
NOJ/IepKaHUs ~ HEOOXOJUMOIO0  YPOBHSA
(U3NYECKON TTOATOTOBICHHOCTH;

- 3((}EeKTHBHOCTh HCIIOJIL30BaHUS B
npodeccuoHaIbHON JESITENbHOCTH
HEOOXOOUMOM OOKyMEHTallud, B TOM
4HCcIIe HA MHOCTPAHHOM SI3BIKE




