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1. OBILASI XAPAKTEPUCTHKA IIPUMEPHOI1 PABOYEIT IPOTPAMMBI
YYEBHOM JUCLHUIIAHDBI
«OI1.06 JOKYMEHTAIIMOHHOE OBECIIEYEHME YIIPABJEHUSI»

1.1. MecTo aAucuMnJIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM NPOrpaMMbl

VYuyebHass IUCHMIUIMHA «/OKyMEHTallMOHHOE O00€CIeUYEeHUE YIPABICHUA» SIBIIAETCS

oOs3aTenpHOM  vacThio  OOmenpodeccHoHabHOTO [UKJIa TMPUMEPHOH 00pa3oBaTeIbHOM

nporpammsl B coorBerctBur ¢ ®I'OC CIIO no cnennanbHOCTH.

Ocoboe 3HaueHWe AWCUUIUIMHA WMEeT MpH (OPMHUPOBAHUM W PA3BUTHU OOIIUX
xomrerenuii OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 07, OK 08, OK 09.

1.2. Hesab v IuiaHupyeMble pe3yJbTAThl 0CBOEHHS TUCIHMILIUHBI:
B pamkax mporpamMmbpl y4eOHON TUCIUTUIMHBI OOYYaIOIIMMUCS OCBAWBAIOTCS yMEHUS

Y 3HaHUSA
Kon YmMmenus 3Hanus
IIK, OK

OK 01, IIpumeHsaTh Ha npaktuke | TepMuHOIOrHIO B o0nactu

OK 02, roCy/1apCTBEHHbBIE CTaHJapThl, | JOKYMEHTALIMOHHOTO o0ecrieueHus

OK 03, JIpyrue HOPMATUBHO-METOJUYECKHUE | YIPABIICHHUS;

OK 04, JIOKyMEHTBI,  periaameHtupyoomue | HopmatusHbie JIOKYMEHTHI,

OK 05, OpraHU3alUI0 JTOKYMEHTAlIMOHHOIO | pErJIaMEHTUPYIOIIME  COCTaBICHHE U

OK 06, o0ecrieyeHus yIpaBlIeHHS; oopmieHre TOKYMEHTAllMUd U TMOPSIAOK

OK 07, CocTtaBnsthb u MIPaBWIBHO | €€ 00paboTKH;

OK 08, 0popMIIATH OCHOBHBIE Buzbl | [IpaBuna cocraBiaenuss U odopMieHUs

OK 09, OpraHM3alMOHHO- OpraHU3aLMOHHO-PACTIOPAAUTENBHBIX

IIK 1.2, paciopsAUTEIbHBIX TOKYMEHTOB; JIOKYMEHTOB, BXOJISLINX B

IIK 1.3. OdopmasaTe MH(OPMALIMOHHO- | YHU(PHUIIMPOBAHHYIO CUCTEMY
CIPAaBOYHYIO JJOKYMEHTAIUIO; OpraHU3allMOHHO-PaCIOPSAUTEIbHBIX
OdopmisaTe KaJJpOBYIO | JOKYMEHTOB, YHU(DULIIPOBAHHYIO
JIOKYMEHTALUIO; CUCTEMY MIEPBUYHOMN YYETHOU
Odopmisate IPETEH3UOHHO- | TIOKYMEHTAllUd B YacTU JIOKYyMEHTalluu

HCKOBYIO TOKYMCHTAILIHIO.

0 y4YeTy TpyJa;

[Topsimok  mpoBeneHUs  KCIEPTU3bI

LIEHHOCTH JOKYMEHTOB M MOJrOTOBKH

7Ie71 K apXUBHOMY XPaHEHHUIO.
OpraHu3aluu

OpraHu3aIHIX

TexHomoruto
JIOKyMEHTO000poTa B
(YupexIeHHUsIX ).




2. CTPYKTYPA U COAEPXKAHUE YUYEFHOM JUCIATLIMHBI
2.1. O6beM yueOHOI JMCHHMIIJIMHBI M BU/ABI Y4e0HOi padoThI

Buj yueOHoii padoThI O0bem B yacax

O0bem o0pa3oBaTeIbHOI MPOrpaMMbl Y4eOHOM JMCIHIIIHHBI 54

B T.4. B popMe NPaKTHYECKOH MOATOTOBKH 36

BT. U..

TEeOpeTUIecKoe 00yUIeHHe 36
MIPAaKTUYECKHE 3aHATUS 26
Camocmosmenvuas paboma ' 18
IIpomeskyTOUHAs aTTeCTALMS

' Camocmosmenvnas paboma 6 pamkax 00paA306aMeNbHOU NPOSPAMMbL  NAAHUPYEMCA  006pA306amMenbHOL

opeanuzayueti 8 coomgemcmeuu ¢ mpedosanuamu PIOC CIIO ¢ npedenax obvema yueOHOU OUCYUNIUHBL 8
KOMuuecmee 4acos, HeoOXO0OUMOM Ol BbINOJHEHUA 3A0AHULL CAMOCMOAMENbHOU padomsl 00yYaOWUXCcs,
NnpeodyCMOMPEHHbIX MeMAMUYECKUM NIAHOM U COOEPHCAHUEM YUeOHOU OUCYUNTUHDL.



2.2. TemaTu4yecKuil IJIAH M coJep:KaHue Y4eOHOM TN CUMILIHHBI

O0beM, akaj.

y/
B TOM 4yuciae B | Koabl komMnereHnuuii,
HaumeHnoBanue Coaep:xanue yueOHOro Mmarepuasa u GopmMbl OpraHu3anun popme ¢opmupoBanuio
pa3/iesioB U TeM AeITeJIbHOCTH 00y4aroluXxcst NPAKTHYECKO | KOTOPBIX CIIOCOOCTBYET
i 3JIeMEeHT NMPOrpaMmMbl
MOArOTOBKH,
aKaj. 4
1 2 3 4
Paszea 1. OCHOBBI JOKYMEHTHUPOBAHUS YIIPABJIEHYECKOM JEATEJIBbHOCTH 5/2
Tema 1.1 Ilonsitue o | Coaep:xanue y4eGHOT0 MaTepuaJia 1 OK 01, OK 02, OK 05,
AOKYMEHTAllHOHHOM | OCHOBHbIE CBOMCTBAa JOKYMEHTOB M MX (DYHKUHHU B CHCTEME YNpaBICHHUS. OK 09
o0ecmeyeHUH [Tonsitue nmoxkymenra. WHbopmanus wu mokymeHrt. Kraccudukarus IIK 1.2, 11K 1.3
ylpaBJieHu, JIOKYMEHTOB: 1O BUAY O(OPMIICHHUS; IO COJAEP)KaHUIO; MO (opme; Io
JAOKyMeHTe U NPOMCXOXAECHUIO; 10 CpeAcTBaM (PUKcalluy; MO CpPOKAM XpaHEHUs. |
cnocodax MartepuanbHble HOCUTEIH HHPOPMAIIUH.
AoxkymenTupoBanus | [Tonarue nokymeHTupoBaHHs. OCHOBHbBIE CIOCOOBI JOKYMEHTHPOBAHHUS.
OCHOBHBIE COBPEMEHHBIC TEXHOJIOTUH, HMPUMEHSEMbIE MPHU OpraHU3aLUU
paloThI ¢ JOKYMEHTAaMH B OpraHU3aLUAX (YUPEKICHUIX).
Tema 1.2 Copepxxanue yueOHOro MmaTepuaJia 1
HopmaTtusHo- HopmaTuBHO-paBOBBIE  aKThl, pEryJUPYIOIIME JOKYMEHTALMOHHOE 1 OK 01, OK 02, OK 05,

npasosas 6a3a
AOKYMEHTAIlHOHHOI0
ol0ecnieyeHust
ylpaBJieHUs

obecrieueHre yIpaBiieHUs. Y HU(UKAIKS U CTAaHIAPTH3AIUSI KaKk OCHOBHEIC
HAINpaBJIeHNS! COBEPIICHCTBOBAHUS JOKYMEHTOB M JOKYMEHTAIHOHHOTO
oOecrnieyeHus ynpaBiIeHUsl.
OCHOBHBIX

rocy1apCTBE€HHBIX CTaHIapTOB Ha

OCHOBHBIE TOJOKEHUS

[Tepeuenn
YHUQUIIUPOBAHHBIE CHUCTEMBl JOKYMEHTAIIUH.
JTOKYMEHTAI[MOHHOT O
YHUGUIMPOBAHHBIX  CHCTEM  JOKYMEHTAIUH:
OTUYETHO-CTAaTHUCTUYECKAS,

rocy/1apCTBEHHON CHUCTEMBI o0ecrnieueHus
yrpaieausi. CocTaB

OpTraHHu3allMOHHO-pACTIOPpAANUTCIIbHAS,

OK 09
IIK 1.3




¢duHaHCOBas U Jp.

Tema 1.3 Cnoco0b1 u | Coaep:kanue y4eOHOIro MaTepuaia 3/2 OK 01, OK 02, OK 03,
NMpaBUJia CO31aHUsA Xapaktepuctuka, coctaB u coxepkanne [OCTa Ha cucremy OK 04, OK 05, OK 06,
JAOKYMEHTOB OpraHU3alMOHHO-PACHIOPSAUTEIBHON JOKYMEHTAUH. YHU(PHUIUPOBAaHHAS OK 07, OK 08, OK 09

cUcTeEMa OpPraHU3aIMOHHO-PACTIOPSIUTEIIHHOMN JIOKyMEHTAIINH. 1 IIK 1.2, 11K 1.3

TpeboBanust k odopmieHuto JokyMeHTOB. Dopmysip-obpazerr OP/I.

[TpaBunia opopmiieHUs: PEKBU3UTOB, periaMeHTupoBaHHBIX ['OCTom.

B Tom unc/ie npakTHYECKUX 3aHATHH 2

[TpakTueckoe 3ausatue Nel. OdopmiieHne peKBU3UTOB HAa JOKYMEHTaX. 2
Pazpnen 2. OPTAHUBAIIUA CUCTEMbBI JOKYMEHTAIIMOHHOI'O OBECIHHEYEHUA 26/14
Tema 2.1 Copepxanue yueOHOro MmarepuaJia 4/2 OK 01, OK 02, OK 03,
Odopmaenue XapakTepucTUKa M COCTaB CIPABOYHO-WH(POPMAIMOHHBIX JIOKYMEHTOB OK 04, OK 05, OK 06
HH(POPMALHOHHO- (cmy>xe0HBIX TTUCEM, CIIPABOK, 3asBJICHUM, aKTOB, IPOTOKOJIOB, TOKJIaIHBIX ) IIK1.2,IIK 1.3
CIIPABOYHOM U OOBACHUTENBHBIX 3alUCOK), TpeOoBaHUS K WX Oo(OpMIICHHIO.
JOKYMEHTAIUU JlokyMeHTHpOBaHHUE AESITEIILHOCTH KOJUIETHATIBHBIX OPTaHOB.

B TOoM umciie npakTHYeCKUX 3aHATHI 2

[Tpaktrueckoe 3ansatue No2. Odopmiienrne nHPOPMAITMOHHO-CIIPABOYHOI )

JIOKyMEHTAIUH.
Tema 2.2 Copaeprxxanue yueOHOTro MaTepuaJia 6/2 OK 01, OK 02, OK 03,
Odopmienue OCHOBHBIE TpYNIbl OPraHU3ANMOHHO-PACTOPSAUTENBHBIX JOKYMEHTOB. OK 04, OK 05, OK 06,
OpPraHu3anMoOHHO- XapakTepucTUka W COCTaB OpraHMU3AallMOHHBIX JIOKYMEHTOB (ycTaBa, OK 07, OK 08, OK 09
PACHOPAAUTEbHON | TIONOXKEHUS, MHCTPYKIUH, TOJKHOCTHOW WHCTPYKLHUH), TpeOOBaHUS K IIK 1.2, 11K 1.3
JOKYMEHTAIUU odopmiieHn0. XapaKTepUCTHKA U COCTaB PacHOPSAUTEIbHBIX JOKYMEHTOB

(mocTaHOBNEHUS, TMpHUKa3a, pELICHUs, pACHOPsDKeHUs,  yKa3aHus), 4

TpeOOBaHUs K UX OPOPMIICHUIO.

[TonsTe TOIMHHMKA, KOMHH, BBINUCKH, ayOnukara. Bunmel komuit

JIOKYMEHTOB, OCOOCHHOCTH 3aBEpEHUs] KOMHI U BBIMHCOK HOTapUAIbHBIMU

KOHTOPAaMH U JIOJKHOCTHBIMU JIMIIAMHU OpraHU3alUin.

B ToM 4ynciIe NPpAKTHYECKHUX 3aHATHH 2

[Tpaktuueckoe 3ansatue Ne3. OdhopmiieHre OpraHu3aIuoOHHO- 2




pacIopsAIUTEIIbHON TOKYMEHTALINH.

Tema 2.3 | Conep:kanue y4eOHOT0 MaTepuaJia 6/4 OK 01, OK 02, OK 03,
Odopmitenue 3asBieHUS U MPUKA3bI 10 JUYHOMY COCTaBy. JInuHas kaprouka popmbr T-2 ) OK 04, OK 05, OK 06,09
KaJIpoBOii U JUYHBIE Jea IIK 1.3
AOKYMEHTalHU B ToM 4ynciIe NPAKTHYECKHUX 3aHATHH 4

[Tpaktuueckoe 3anstue Ned. OdopmiieHre KaapoBOH JOKyMEHTAIUH. 4
Tema 2.4 | Conep:kanue y4eOHOT0 MaTepuaJia 4/2 OK 01, OK 02, OK 03,
JorosopHo- [lonsitue  goroBopa. OcHOBHBIE  pasnenbl  JnoroBopoB. llopsimok OK 04, OK 05, OK 06
NnpaBoBast o(opmIIeHHs TPYAOBOTO JOrOBOpa, JOTOBOpa MOCTaBKH, IOTOBOPA KyIUIU- 2 I[IK1.2,1IK 1.3
AOKyMEHTALUsI IPOJAXKH.

B TOoM 4ncJie npaKTHYeCKUX 3aHATHI 2

[TpakTrueckoe 3ansaTue Ne5. OdhopmieHre 10roBOPOB. 2
Tema 2.5 | Coaepxxkanue yueOHOro MaTepuasa 6/4 OK 01, OK 02, OK 03,
IIperen3uonHo- OCHOBHBIE PEKBU3UTHI M TOPSIOK OGOPMIICHHS] TPETEH3UI, OTBETOB Ha OK 04, OK 05, OK 06,
HCKOBas nperensuto. FOpuamueckas ciyx0a, BBINONHAIONAS —MPETCH3MOHHO- OK 07, OK 08, OK 09
AOKYMEHTalusA HCKOBYIO paboTy Ha npeanpusaTiu. XXypHan perucrpaiuu npeTeHs3uil. 2 K 1.2,1IK 1.3

[Topsimox odopmileHHs] MCKOBBIX 3asBICHHH H TPEACTABICHUE HUX B

ApOUTpaxkHbIH CyI.

B TOoM umciie npakTHYeCKUX 3aHATHI 4

[Tpaktuyeckoe 3austue Ne6. OdopmieHne NpeTEeH3MOHHO-UCKOBOM 4

JIOKYMEHTalUH.
Pa3znen 3 OPTAHU3ALUSA PABOTBI C JOKYMEHTAMMU B OPTAHU3ALIUAX 5/
(YYPEXXAEHUSX)
Tema 3.1 Coaep:xxanue yueOHOro MaTepuaJia 1 OK 01, OK 02, OK 03,
Texnonorus VYnpaBineHue U JeI0OOPOM3BOJACTBO.  OpraHuzanoHHbIE  (OPMBI OK 04, OK 09
OpraHu3anuu JIETIONTPOU3BOJICTBA. Cnyx0a JIOKYMEHTALlOHHOTO obecrieueHus TIIK 1.2, T1IK 1.3
JAOKYMEHT0000pOTa | yIpaBlIeHUs, OCHOBHAas 3ajayda, (YHKLUUH, THUIIOBBIE CTPYKTYpBI, 1

B OPraHHU3anMAX
(yupe:xaeHusix)

JOJDKHOCTHOM coctaB. Pernmamenranus padotsr cimyx60s1 JOY. ITpumepnoe
MOJIOKEHHUE O CIy’KOe TOKYMEHTALMOHHOTO OOECIeUeHUs YIpaBIICHUS U
JOJDKHOCTHBIC MHCTPYKIHH.




Tema 3.2
Oco0eHHOCTH
JeJIONPON3BO/CTBA
1o o0paleHnsIM
rpax<aaH u
KOH(pHUIEHIHATBHOT
0 J1eJIONPOU3BO/CTBA

Conep:xanue yueOHOro MaTepuaJa

3/2

[TonaTus npennoxkeHus, 3asBieHUs U kanoObl. [Ipuem m perucrpauus
nuceM  rpaxnaaH. PaccMoTpeHne M paspellleHMe  [HCEM,  CPOK
paccMOTpeHHs. AHATIU3 ITMCEM TPaKAaH.

KonduaennuansHoe nenonpou3BoACcTBO. I'pud orpaHumdeHust qoctymna K
JOKYMEHTY. ABTOMAaTH3MpPOBAHHBIE CHCTEMBl pabOThI C JOKYMEHTaMHU.
CpencTBa M3roTOBIICHMS, KONMPOBAHUS M Pa3MHOXKEHHUS JOKYMEHTOB.
Opranunzanus pabo4ux MecT.

OK 01, OK 02, OK 03,

OK 04, OK 05, OK 06,

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

B ToM 4ynciie NPpAKTHYECKHUX 3aHATHH 2

[Tpaktuueckoe 3anstue Ne7. OdbopmiieHre 00paIeHuid rpask/IaH. 2
Tema 3.3 Coaep:xxanue yueOHOro MaTepuaJia 1 OK 01, OK 02, OK 03,
Cucremarn3anmus [TonsiTne  mokymeHtoobopora.  OOmuMe  NPUHIMIBI  OpraHU3aI[UU OK 04, OK 09
JAOKYMEHTOB, JIOKYMEHTO000pOTa, €r0 OCHOBHBIE JTAIbl: MPUEM U MepBUYHAs 00paboTKa I[IK 1.2, 11K 1.3
(hopmupoBanue UX B | JOKYMEHTOB; PpacHpeleleHUE IOCTYNUBIINX [JOKYMEHTOB; PETUCTPALUA
Jesia U nepefavya B JOKYMEHTOB M TpEIBAPUTEIbHOE MX pPACCMOTPEHHUE; PAaCCMOTPEHUE
apXUB OPraHM3alMH | JJOKyMEHTOB PYKOBOJCTBOM OpraHM3alMU (YUpEKIEHHUS) U HaIpaBlICHUE 1

UX Ha WCIOJHCHHE, WCIOJIHCHHE W KOHTPOJb 3a HCIOJHECHUEM
JOKYMCHTOB; TCKYIICC XPAHCHUC TOKYMCHTOB.

Homenkmarypa gen. O6paboTka aein i MOCIeAYONMEro XpaHeHusl.
DKkcnepTH3a IEHHOCTH JOKYMEHTOB, 0(OpMIICHHE JIe]I, COCTABICHUE
onuceit. Cnava jien B apXuB.

HpOMC)KYTO‘IHaH aTTcCcTanuAa

Bcero:

54




3. YCJIOBUS PEAJIMBAIIAM YYEBHOM JUCHUIIJIAHBI

3.1. na peaam3anuu nporpamMmbl NpogecCHOHATBHOIO0 MOAYJSI JOJAKHBI ObITh
NpeAyCMOTPEeHbI crielalbHble IOMELeHNs:

Kabuner «J/lokymeHTanmoHHOro  oOeCTHeUeHHsT  yNpaBJICHUS»,  OCHAIICHHBIN
B COOTBETCTBUU C 1. 6.1.2.1 oOpa3zoBaTeabHOI MPOrpaMMBbl IO CHIEITUATBHOCTH.

3.2. UndopmanuoHHOe o0ecnedyeHre peau3alu NPOrpaMmbl

Jns peanuzanuu mporpaMMmbl  OMONMMOTEYHBIH (QOHA 00pa30BaTENbHONW OpTaHU3AINH
JIOJKEH UMETh NeYaTHbIE W/WIIK 3JIEKTPOHHbIE 00pa30BaTelbHbIe U MH()POPMAILMOHHBIE PECYPChI
U1 UCTIOJIb30BaHUs B oOpa3oBatenbHOM mpouecce. [Ipu popmupoBanuu Oubinoreynoro ¢ponaa
o0pa3oBaTeNbHON OpraHu3alueil BbIOMpaeTcs HE MEHEe OJHOIO M3JaHHUs M3 IepedrCIIEHHBIX
HWKE TIEYaTHBIX HM3aHUH W (WJIM) SJEKTPOHHBIX W3JaHWH B KauyeCTBE OCHOBHOTO, NIPU ITOM
CIIMCOK MOXET OBbITh JJOMOJHEH JPYTUMH U3JIaHUSIMH.

3.2.1. OcHOBHBIE TeYATHBIE N3aHUSA

l. 1. KyznmenoB, W.H. JlokymeHTanmoHHoe oOecCleUeHUe  YIpaBIICHUS.
JIOKyMeHTOOOOpOT ¥ JIeJIONpPOU3BOJCTBO : YYEOHHK U MPAKTUKYM I CPETHEro
npodeccuonansHoro obpazosanus / M. H. Ky3nenos. — 4-e uza., nepepad. u gon. — Mockaa :
WznatensctBo FOpaiit, 2023. — 545 ¢. — (IIpodeccuonanbuoe obpazopanue). — ISBN 978-5-
534-16004-8.

2. bacakoB, M. H., JlokymMeHTauMOHHOEe obecrieueHue ynpaBieHUs (C OCHOBaMH
apxuBOBezieHUs1) : yuebHoe nocobue / M. . bacakoB. — Mocksa : KuoPyc, 2023. — 216 c. —
ISBN 978-5-406-11367-7. — URL: https://book.ru/book/948724 (mara oOpamieHus:

26.06.2023). — TeKcT : 2JeKTPOHHBIH.

3.2.2. OcHOBHbBIE JIEKTPOHHbIE U3IAHUSA

l. Bapmynn, B. B., JlokymeHTanioHHOe o0ecriedenre ymnpasieHus : yueonuk / B. B.
Bapmynn. — Mocksa : FOctunus, 2022, — 271 ¢. — ISBN 978-5-4365-8902-2. — URL:
https://book.ru/book/942707 (nara obpamenus: 26.06.2023). — TekcT : 371€KTPOHHBIH.

2. Kopuees, U. K. JlokymMeHTanoHHOe oOOecrieueHue YMpaBieHUs : YYEOHUK U
NPaKTUKYyM U cpeqHero npodeccuoHambHoro obpaszoBanus / U. K. Koprees, A. B. ITmenxo,
B. A. Mamypues. — 3-e usn., nepepad. u mon. — Mocksa : MUznatenscTtBo FOpaiit, 2023. —

438 c. — (IIpodeccuonanbuoe o6Opazoanue). — ISBN 978-5-534-16002-4. — Texkcr
anekTpoHHbld  //  OOpazoBarenpHas  miatpopma  Opaiir  [caiit]. —  URL:
https://urait.ru/bcode/523611 (nata obpamienus: 26.06.2023).

3. Kys3Hernos, n. H. JIOKyMEHTAITMOHHOE obecrieueHue yIpaBJICHUS.

JIOKyMeHTOOOOpOT ¥ JIeJONpPOU3BOJCTBO : Y4YEOHHK U  MPAKTUKYM JJIi  CPETHEro
npodeccuonansHoro obpazosanus / M. H. Ky3nenos. — 4-e uza., mepepad. u gon. — Mockaa :
NznarensctBo FOpaiit, 2023. — 545 ¢. — (IIpodeccuonanbroe obpazoBanue). — ISBN 978-5-
534-16004-8. — TexkcT : anekrponHbI // OOpa3oBatenpHas miaardopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/523613 (nara obpamnienus: 26.06.2023).

4. KysnenoBa, U. B. JlokymMeHTallMOHHOE oOOeclieueHue yIMpaBieHUs : ydeOHoe
nocoone mis CIIO / U. B. Kysmemoma, I'. A. Xauarpsn. — 2-¢ m3a. — CaparoB :
[MpodobpazoBanue, Aii ITu Dp Menua, 2019. — 166 ¢. — ISBN 978-5-4486-0404-1, 978-5-



4488-0216-4. — TekcT : 3MEeKTPOHHBIN // DIEKTPOHHBINA pecypc HUpoBOK 0Opa3zoBaTeIbHOM
cpenbl CITO PROFoOpazoBanue : [caiiT]. — URL: https://profspo.ru/books/80326

5. [ysanosa, H. H. JlokymMeHTanmoHHOE OOecledeHne YNpaBICHUsS : YUeOHUK U
NPaKTUKyM Uil cpenHero mpodeccnonambHoro obpasosanus / H. H. llyBanoBa. — 3-e w3,
nepepad. u mon. — Mocksa : M3ngarensctBo Opaiit, 2023. — 247 c. — (IlpodeccronanpHoe
oOpazoBanmne). — ISBN 978-5-534-16538-8. — Texkcr : anmektponHbiii // OOpaszoBarenbHas
mwiarpopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/531240 (mara oOpameHus:
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4. KOHTPOJIb 1 OLIEHKA PE3YJIbTATOB OCBOEHUA

YUYEBHOM JUCIHIUTIJIMHBI
Pe3yabTarsl Kpurepuu ouenku MeToabl OllEeHKH
00y4eHust
IlepeueHs 3HaHUH, OCBAaNBAEMBIX B PAMKaX JUCIMILTAHBI
TepMuHonorus B |- odopmieHHEe  JOKYMEHTOB H | - SKCIIEpTHOE HAOIIOeHIE
obmactu pelleHrne MPAKTUYECKUX CHUTYyalud ¢ | BBITOJHEHUS
JOKYMEHTAI[MOHHOTO HOPMAaTHUBHBIM MIPABOBBIM | MMPAKTUYECKHUX 3aaHUM,
obecrneucHUs 000CHOBAHHUEM; - OILEHKAa II0 HWTOram
YIPaBIICHUS; - HCIIOJIb30BaHHE Pa3IUYHBIX | YCTHOTO orpoca
HopMaTHBHBIE MCTOYHHMKOB, BKIIKOYas ODIIEKTPOHHBIE | CTY/IEHTOB,
JTOKYMEHTBHI, pecypehl, Menua pecypebl, MHTEpHET- | _ yagmonenne mo uroram
PTTIAMEHTHPYIOMIHE pecypcehl, IEPUOAMYECKUE U3IaHUS TI0 TECTHPOBAHHL
CITEIIMATbHOCTHU JUISt perieHus
COCTaBJIEHHE u IPOhECCHOHATBHBIX 3a71a4 - OIEHKa B TpoIecce
odopmrenue - JIEMOHCTpALHs OTBETCTBEHHOCTH 3a | |POPCACHHA
AOKYMEHTallu1 W | npuHsTHIC penIeHuUs, 000CHOBAHHOCTh HPOMENYTORHON
aTTecTaluu.

MOPSIIOK €€ 00padoTKH;
[IpaBuna coctaBiieHUs
u odopmiIeHUs
OpraHHU3aIOHHO-
pacnopsAUTEIbHBIX
JTIOKYMEHTOB,
BXOJISAINX B
YHHUPUIHTPOBAHHYIO
CUCTEMY
OpraHHU3alIOHHO-
pacnopsAUTEIbHBIX
JOKYMEHTOB,
YHUPUIHTPOBAHHYIO
CUCTEMY
Y4ETHOU

IIEPBUYHOMN

AOKYMCHTAIlUU B YaCTHU

JOKYMEHTaluu 1o
yueTy TpyJa;
ITopsmok  mposeneHUs
AKCIEPTU3bl LIEHHOCTU
JIOKYMEHTOB u
MOATOTOBKU  JIel K
apXUBHOMY XpPaHEHHIO.
TexHomorus
OpraHM3aluu
JOKYMEHTOOOOpoTa B
OpraHM3aIusIxX
(YupexaeHusx).

camoaHajIu3a " KOPPEKIIHS
pe3yabTaTOB COOCTBEHHON pabOTHI;

- UCTIOJh30BAaHUE 3aKOHOATEIBHBIX U
HOPMAaTUBHO-TIPABOBBIX aKTOB npu
TUTAHUPOBAHHUH
HpCZ[HpHHI/IMaTGJILCKOﬁ ACATCIIBHOCTHU
B npodeccuoHanbHOU cepe;

- JEMOHCTpanus 3HaHUA B 00JACTH
(MHAHCOBOW TPAMOTHOCTH;

- KOHCTPYKTHBHOCTH
B3aUMOJICHCTBUSL C OOYyYarOUTUMUCH,
MPEnoIaBaTeNIIMI B X0JIe¢ OOy4YeHUS,

PYKOBOJIUTENSIMU yaeOHOU U
MIPOU3BOJICTBEHHOM MPAKTHK.
-cobnoieHne HOPM

npodeccuoHaNbHON STUKU;
HOCTPOCHHE MPO(ECCHOHATBEHOIO

o0IeHnss ¢ y4YeTOM COIMaIbHO-
po¢heCcCUOHATBLHOTO cTaryca,
CUTyalli  OOIIeHHs, OCOOCHHOCTEH
TpyHIIbI u WHIVBUAYATbHBIX
0COOEHHOCTEM Y4aCTHUKOB
KOMMYHHKAIIH;

- TPaMOTHOCTh YCTHOM M NMCBMEHHOMN
peuu;

- odopmiieHHE  JTOKYMEHTOB B

cootBeTcTBUH ¢ I'OCToM;
- SICHOCTH  (OpPMYJIHUPOBAHUS

HM3JI0JKCHHS MBICIICH;

- IIPOABJICHUC TOJICPAHTHOCTHU B




Mpolecce OOIIEHNUS;
- cOOJIOJICHHE HOPM TOBEICHHS BO

BpeMs yueOHBIX 3aHITUH;

- coOJroieHue CTaHJIapTOB
AQHTUKOPPYILIUOHHOTO MOBEIACHUS;
- co0J0/1aeT HOPMBI JKOJOTUYECKON

0e30IMaCHOCTH;

— orpenenser HaTpaBJICHUS
pecypcocOepekeHus B pamKax
npodeCCHOHATTLHON JIEATEIILHOCTH 110
CICIMAIHOCTH;

- 3(h}EeKTUBHOCTh  HMCHOJb30BaHUS
CpencTB (U3MUYECKON KYyIbTYphI JUIS
COXpaHCHHS U YKPETUICHHSI 3/I0POBBS B
nporecce npodeccHOHATBLHON
JeSITeTbHOCTH " TOJICPIKaHUS
HE0OXOUMOTO YpOBHS (pu3mUecKon
MOJITOTOBJICHHOCTH;

- 3(h(}eKTUBHOCT WCIOIB30BAHUS B
npodeCCHOHATLHON JeSITeIIbHOCTH
HEOOXOUMOM JTOKYMEHTAI[UU, B TOM
YHCJIC HA HHOCTPAHHOM SI3BIKE

HCpG‘IGHB yMeHHﬁ, OCBAMBACMBIX B paMKaX JUCHUITIIMHBI

[IpumenaTH Ha
IIPAaKTUKE
rOCYJJapCTBEHHBIC
CTaHIApTHI, apyrue
HOpPMAaTHUBHO-
METOANYECKHE
JOKYMEHTHI,
periaMeHTHpYIoLHe
OpraHu3aIHIo
JOKYMEHTAIHOHHOT'O
obecrniedeHus
yIpaBJICHUS;
CocraBiATh u
NPaBWIBHO O(GOPMIIATH
OCHOBHBIE BUJIbI
OpTaHU3aIMOHHO-
pacropsIuTeIbHbIX
JTOKYMEHTOB;
OdopmisTs
MH(pOpPMaLMOHHO-
CIIPaBOYHYIO
JTOKYMEHTAITHIO;
OdopMITATE KaIpOBYIO
JOKYMEHTAIHIO;

- odopmieHue  JOKyYMEHTOB U

pelleHre MPaKTUYECKUX CHUTyaluul c

HOPMAaTHUBHBIM MIPABOBBIM
000CHOBAHHEM;
- HCIIOJIb30BaHUE Pa3IMYHBIX

MCTOYHHMKOB, BKIIIOYasi JJICKTPOHHBIC
pecypchl, Meaua pecypcsl, HTepHeT-
pecypchl, IepUOIUIECKUe U3AaHUS 110
CTEIUATBHOCTH VTS peneHus
npodeCCUOHATIBHBIX 3a]a4

- JIMOHCTpAIUsi OTBETCTBEHHOCTH 3a
MPUHSATBIC PEIIeHHs, 000CHOBAHHOCTh
camoaHaln3a " KOPPEKIIHS
pE3yJIbTaTOB COOCTBEHHON pabOTHI;

- WCIIOJIb30BaHKUE 3aKOHO/IATEIILHBIX U
HOPMATHUBHO-TIPABOBBIX ~ AKTOB  IPHU
TUTAHUPOBAHHUH
NpeANPUHUMATELCKON JIeATEIbHOCTH
B IIpodeccroHaIbHOM chepe;

- JIEMOHCTpaIusi 3HaHUW B O00JIACTH
(UHAHCOBOW TPAMOTHOCTH;

- KOHCTPYKTHBHOCTB

BSaHMOHeﬁCTBHH C 06y‘-IaIOIJ_[I/IMI/IC}I,
npenoaaBaTrejsiMu B XO4€ O6yquI/IH,

PYKOBOAUTEISAMU yueOHOi u

- JKCIEpTHOE HaOII0eHIE
BBITIOJTHCHUA
MPAKTHYECKUX 3aTaHUIH,

- OLEHKa M0 WTOraM
YCTHOTO orpoca
CTYICHTOB,

- HAOJIOJEHHE 110 UTOraM
TECTUPOBAHUS,

- OIEHKa B
IPOBEICHUS
IIPOMEKYTOUHON
aTTecTaluu.

nporecce




OdopmisaTe
MPETeH3UOHHO-
HCKOBYIO
JOKYMEHTAIHIO.

IIPOU3BOJCTBEHHOM IIPAKTUK.
-cobmoenne HOPM
podhecCHOHATLHOM ATUKY;

— ToCTpoeHHEe TPOo(hecCHOHATBHOTO
OOIIEHUST C Y4YEeTOM  COIMAJIbHO-

npohecCuoHaIBHOTO craryca,
CHTyallMl OOLICHUs, OCOOEHHOCTEH
T'pyHIibL u WHAUBUAYAJTbHBIX
ocoOeHHoCTeH YYaCTHUKOB
KOMMYHHKAIIUU;

- TPAMOTHOCTh YCTHON M MHCHMEHHOM
peun;

- odopmiieHHE  JOKYMEHTOB B
cootBeTcTBUH ¢ 'OCToM;

- SACHOCTH  (hopMyITUpOBaHHSA U
W3TI0KEHUS MBICTIEH;

- TpOSIBIEHHE TOJEPAaHTHOCTU B
Mporiecce OOIICHMS;

- CcOONIOICHHEe HOPM TOBEJEHHUS BO
BpeMs YUEOHBIX 3aHATHH;

- coOuoieHne CTaHJapTOB
AHTUKOPPYIITUOHHOTO TIOBEICHHUS;

- CcOONI0OAaeT HOPMBI IKOJIOTHYECKOM

0e30IMacHOCTH;
- ornpeenser HaTpaBJICHUS
pecypcocoepexeHus B paMKax

po(eCcCHOHATLHOW JIEATEIIBHOCTH T10
CTIeUaIbHOCTH;

- 2(QQPEKTUBHOCTh  HCIOIH30BAHUS
cpencTB (pU3NYECKO KyIbTyphl IS
COXpaHEHHS U YKPETUICHHS 3/I0POBbSI B
nporecce npodeccrHoHaIbHON
JeSITeTbHOCTH " MOJIePIKaHUS
HE0oOXOUMOT0 YpOBHA (pu3mueckoin
MOJITOTOBJICHHOCTH;

- 3(hdeKTUBHOCTh HUCHOIB30BAHUS B
npodeccHoHATEHOM NeSTSIIbHOCTH
HEOOXOIMMOW JOKYMEHTAIlH, B TOM
YrcJie HA HHOCTPAHHOM SI3BIKE
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