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Hacrosimass ~ oOpasoBaTenpHass mporpaMma IO CHEHUATBHOCTH  CPEIHETO
npodeccuoHanbHOoro obpazoBanus (manee — IIOII CIIO) pa3paborana Ha OCHOBE
(benepaibHOTO rOCYAapCTBEHHOTO 00pa3oBaTENHHOTO cTaHjaapra CpemHero
npodeccuoHanbHOro  obpasoBanus 1o cnermanbHocTH - 40.02.04  FOpucnpyneHums,
yrBepkaeHHoro IIpukazom Munnpocsemienus Poccun ot 27 okts10pst 2023 1. Ne 798.

[Iporpamma ompenenser pPEeKOMEHIOBAHHBIM O00BEM U COAEPIKAHUE CPEIIHETO
npodeccuoHanbHOr0  oOpasoBanus 1o  crenuanbHocTH  40.02.04  FOpucnpyneHmus,
IUITAHUPYEMbIE PE3yJIbTaThl OCBOCHHS 00pa30BAaTEIIEHOW HMPOrpaMMBbI, IPUMEPHBIE YCIOBHUS
00pa3oBaTeNbHOMN A TEIEHOCTH.



1. OBIASI XAPAKTEPUCTHKA TIPUMEPHOI1 PABOYEI ITIPOTPAMMEI
YYEBHOM JUCHMUILIMHBI
OI1.06 TOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHMS

1.1. MecTo AMCUUIIUHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/IbHON MPOrpaMMbl
VYuebnas qucuummnaa OI1.6 JlokymeHTanMoHHOE oOecrieueHne yIpaBIeHUs SBISCTCS
oOs3aTenpHON yacThio OOmenpopeccHoOHaTbHOTO IUKIa 00pa30oBaTeIbHON MPOTrPaMMBL,

pa3paboTaHHON Ha OCHOBE (peiepalibHOTO IOCYyAapCTBEHHOIO0 00pa30BaTEIbHOrO CTaHAapTa

cpenHero npodeccuoHanbHOro 00pazoBanus no crenuanbHocTd 40.02.04 KOpucnpynenmus,

yrBepkeHHoro [Ipukazom Munnpocsemenns Poccun ot 27 oktsaopst 2023 . Ne 798.

Oco0o¢ 3HaYeHUE TUCIMILUIMHA MMEET NP (POPMHUPOBAHUU M PA3BUTHH OOLIUX H
npodeccuonansubix komnerernuii OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 07, OK
08, OK 09, TIIK 1.2. TIK 1.3.

1.2. He.]'lb U IINTAHUPYEMBIC PE3YJbTATHI 0CBOCHUSA TUCHUIIJIMHBI:
B paMKax ImporpamMmbl yqe6H0171 AUCHUITIIIMHBI O6y‘laIOIJ_[I/IMI/IC$I OCBAaUBArOTCs YMCHUS

U 3HaHUsA
Kon Ymenus 3Hanusn
IIK, OK

OK 01, [IpumeHsTH Ha npakTuke | TepMUHOJIOTHIO B obsactu

OK 02, roCyZapCTBEHHBIE CTaHJApThl, | JOKYMEHTALIMOHHOTO o0ecrnieueHus

OK 03, JIpyrue HOPMaTUBHO-METOJAMYECKHUE | YIPABICHUS;

OK 04, JOKYMEHTBI,  pernameHtupyromue | HopmatusHbie JIOKYMEHTHI,

OK 05, OpPraHM3alMI0 JOKYMEHTALIMOHHOTO | PETJIAMEHTUPYIOIIME  COCTaBIEHUE W

OK 06, oOecrieuyeHus yrnpaBIeHUS; oopmIIeHHE TOKYMEHTAllUUu U MOPSJIOK

OK 07, CocraBnrh u NpaBUWIBHO | €e 00paboTKy;

OK 08, opopMIIATH OCHOBHBIE Buael | [IpaBuna coctaBieHuss U OQOpMIICHHUS

OK 09, OpraHU3alMOHHO- OpraHU3alMOHHO-PACIIOPAAUTENBHBIX

K 1.2, pacIOpsAIUTENIBHBIX TOKYMEHTOB; JIOKYMEHTOB, BXOJAIINX B

IIK 1.3. Odopmisath MH(POPMALIMOHHO- | YHU(DHUIIMPOBAHHYIO CUCTEMY
CIPaBOYHYIO JOKYMEHTALUIO; OpraHU3al[MOHHO-PACTIOPSAAUTENbHBIX
Odopmisath KaJpOBYIO | JOKYMEHTOB, YHU(DUIUPOBAHHYIO
JNIOKYMEHTAIUIO; CUCTEMY IIEpBUYHOMN Y4ETHOU
Odopmisath IIPETEH3UOHHO- | JOKYMEHTAllUM B 4YacTH JOKyMEHTalluu

HCKOBYIO IOKYMCHTAIHIO.

0 y4eTy Tpy/a;
[Topsimok  mpoBeneHUs  IKCHEPTHU3BI
HEHHOCTHU NOKYMCHTOB U IMOATOTOBKU JEJI
K apXUBHOMY XPaHEHHUIO.
TexHomoruto
JOKYMEHTO000poTa B

(YupexaeHusx).

OpraHu3aIuu
OpTaHHU3aIUIX




2. CTPYKTYPA U COJAEPXKAHUE YUYEFHOM JUCIATLIAHBI
2.1. O0beM y4eOHOM NTMCHUILIMHBI U BUbI Y4eOHO# padoThl

Buna yuyeOHo# padoThl O0Bem B yacax
O0bem 00pa3zoBaTeJIbHOM MPOrPpaMMbl Y4eOHOM U CHUATIIUHbBI 36
B T. U.:
TEOPETUIECKOE O0yUeHUE 18
MIPAKTUYCCKHUE 3aHATUS 18
IIpome:xxyTounasi arrectanus B gopme 3ayera




2.2. TeMaTH4yeCKMil IJIAH U COAEPKAHME YUeOHOM JUCHMIIIIHHBI

Koanl kommneTeHIuii,

HanmeHnoBanme Coaep:xanue yueOHOro MaTepuaya u (pOpMbl OPraHU3aLUU Oo0bemM, akan. (bopmupoBariio
pa3iesioB U TeM AeATeJIbHOCTH 00y4aroIuxcs q KOTOPRIX
CIOCOOCTBYET 3J1eMEeHT
NPOrpaMMbl
1 2 3 4
Pazgen 1. OCHOBBI JOKYMEHTUPOBAHUS YIIPABJIEHYECKOM JEATEJbHOCTH 6
Tema 1.1 Ilonsitue o | Coaepxanue y4eOHOIo MaTepuaJia 3 OK 01, OK 02, OK 05,
AOKYMEHTAalMOHHOM | OCHOBHBIE CBOMCTBA JOKYMEHTOB U UX (PYHKIIMU B CUCTEME YIIPaBIICHUSI. OK 09
odecreyeHu [Tonsitme nokymenta. WHdopmamms w  moxkymenrt. Kiaccudukanus IIK 1.2, 1IK 1.3
yIpaBJICHHS, JOKYMEHTOB: 0 BHUAY O(GOPMIICHMS; MO COJEpXKaHMI0; IO (opme; Mo
JAOKyMeHTe H NPOMCXOXKACHUIO; MO CpeACTBaM (UKCAlMU; IO CpPOKaM XpaHEHHUs. 1
cnocodax MarepuanbHble HOCUTENIN HHPOPMALIUH.
noxkymenruposanust | [lonarue nokymenTupoBaHusi. OCHOBHBIE CIIOCOOBI JOKYMEHTHUPOBAHUS.
OCHOBHBIE COBPEMEHHbIE TEXHOJOI'MH, IPUMEHsSEMbIe NPU OpraHU3aLIU
paboThl ¢ JOKYMEHTaMH B OpraHu3alusax (YUpexKIeHUsX).
Tema 1.2 Coaep:xanue yueOHOTo MaTepHaJia 1
HopMmatusno- HopmaTtuBHO-IpaBOBBIE  aKThI, PETYJHUPYIOLIUE  JTOKYMEHTAllHOHHOE OK 01, OK 02, OK 05,
npasosas 6aza oOecrnieueHre yrnpapiaeHus. Y HU(UKAIMS U cTaHIapTU3alKs KaK OCHOBHBIE OK 09
JOKYMEHTAIMOHHOI'0 | HAIIPABJIEHUSI COBEPLICHCTBOBAHMS JOKYMEHTOB U JTOKYMEHTALlHOHHOIO IIK 1.3
ob0ecrnieyeHust obecrieueHus ympaBicHUsI.
ylnpaBJieHust [TepeueHb OCHOBHBIX TOCYAAPCTBEHHBIX CTAHIaPTOB Ha YHU(UIIMPOBAHHBIE 1
CUCTeMBbl JOKyMeHTaluu. OCHOBHBIE TIOJIOKEHUSI TOCYIapCTBEHHOU
CHUCTEMBl JIOKyMEHTAllMOHHOTO obecniedeHus: ympasieHus. CocTas
YHADUIIMPOBAHHBIX cHCTEM JIOKYMEHTaLlUU: OpraHU3aIMOHHO-
pacropsaAuTeNabHas, OTYETHO-CTATUCTHYECKAs], GUHAHCOBAs U Jp.
Tema 1.3 Cnocoobl u | Cogep:kanue yueOHOTo MaTepHaJia 3 OK 01, OK 02, OK 03,
NMPaBWJia CO31aHUA Xapakrepuctuka, cocraB u coaepxkanue ['OCTa Ha cucremy OK 04, OK 05, OK 06,
AOKYMEHTOB OpraHU3aI[MOHHO-PACTIOPAAUTENLHON TOKYMEHTAMU. YHUDUIMPOBaHHAS OK 07, OK 08, OK 09
cucreMa OpraHU3alMOHHO-PACIIOPAIUTEIBLHON JOKYMEHTALUH. 1 I[IK1.2,1IK' 1.3
TpeboBanust &k odopmieHuto aokymeHToB. Dopmynsap-odpazerr OP/I.
ITpaBuna opopmieHHst peKBU3UTOB, pernameHTupoBaHHbx 'OCTowm.
B Tom 4ucie 2




IIpakTnyeckue 3aHATHS
[Tpaktuyeckoe 3anstue 1o Teme 1.3 CriocoObl U paBuiia CO3AaHus
JJOKYMEHTOB

Paznen 2. OPTAHU3AIIUA CUCTEMbBI JOKYMEHTAIIMOHHOI'O OBECIIEYEHUSA 26
Tema 2.1 Conep:kanue y4eOHOT0 MaTepuaJia 4 OK 01, OK 02, OK 03,
Odopmitenune XapakTepucTUKa MU COCTaB CIPABOYHO-MH(POPMAIMOHHBIX JTOKYMEHTOB OK 04, OK 05, OK 06
HH(OPMAIHOHHO- (cmy>keOHBIX TTUCEM, CITPABOK, 3asIBJICHUH, aKTOB, TPOTOKOJIOB, JOKJIaTHBIX 2 IIK1.2,1IK 1.3
CIPaBOYHOM U OOBSCHUTEIBHBIX 3alHCOK), TpeOoBaHUS K HX OGOPMIICHHIO.
AOKYMEHTALlUH JlokyMeHTupoBaHue AeITeIbHOCTH KOJUIETHAIBLHBIX OPTaHOB.
B ToM 4nc/ie IpaKTHYeCKUX 3aHATHI
[TpakTiaeckoe 3ausatue no teme 2.1 OdopmieHune nHGOpMAITOHHO- 2
CIPABOYHOU JJOKYMEHTAIlUU
Tema 2.2 Coaep:xxanue yue0HOro MaTepHaJia 6 OK 01, OK 02, OK 03,
Odopmitenune OcHOBHbBIE TPYNIBl OPraHU3ALMOHHO-PACHOPSAUTEIBHBIX JOKYMEHTOB. OK 04, OK 05, OK 06,
OPraHM3alMOHHO- | XapakTepUCTUKAa M COCTaB OpPraHU3allMOHHBIX JIOKYMEHTOB (yCTaBa, OK 07, OK 08, OK 09
PACHOPAIUTEIBLHOM | MOJOXKEHUS,, MHCTPYKIUH, AOHKHOCTHOM MHCTPYKLIMH), TpeOOBaHUS K [K 1.2, 11K 1.3
AOKYMEHTALlUH oopmIIeHHI0. XapaKTEPUCTHUKA U COCTAB PACHIOPSAUTENbHBIX JOKYMEHTOB
(mocTaHOBNEHUS, INpUKa3a, PpELICHMs, PACHOPSIKEHUs, YKa3aHHs), 4
TpeGoBaHuUs K UX 0(POPMIEHHUIO.
[lonsiTie mMO/UIMHHWKA, KOIMWUM, BBIMHUCKH, AyOnukara. Buasl komwii
JIOKYMEHTOB, 0COOEHHOCTH 3aBEPEHUs KOMUI U BBIMMCOK HOTAPHAIbHBIMU
KOHTOpPaMH U JOJKHOCTHBIMU JIMIIAMH OpraHU3auil.
B ToM 4nciie NPAKTHYECKHUX 3aHATHH 2
[IpakTuueckoe 3anstue o teme 2.2. OpopmieHne opraHu3aMOHHO- 2
pacropsaAUTENbHON TOKYMEHTAUH.
Tema 2.3 Conep:xanue yueOHOTro MaTepuaJia 6 OK 01, OK 02, OK 03,
Odopmitenne 3asBIeHMS U MPUKa3bl 10 JIMYHOMY cocTaBy. JInunas kaprouka ¢popmsl T-2 9 OK 04, OK 05, OK
Ka/IPOBOH U JIMYHBIE Jel1a 06,09
AOKYMEHTAIlMHU B ToM umciie IpaKTHYeCKUX 3aHATHI 4 IIK 1.3
[Tpaktuyeckoe 3anatue mno Teme 2.3 OdopmieHue KaapoBoii 4
JIOKYMEHTaI1H.
Tema 2.4 Copnepxxanue yueOHOIro MaTepuaJa 4 OK 01, OK 02, OK 03,
JloroBopHo- [Tonsitue noroBopa. OCHOBHBIE pa3zeibl 10roBopoB. [Topsanok opopmienus 9 OK 04, OK 05, OK 06

TPYAOBOI'O JOroBOpa, J0roBopa MOCTaBKHU, 1OTOBOpA KYTUIU-IIPOJAKH.

IIK1.2,1IK' 1.3




npaBoBasi B ToM unciie npakTHYecKuX 3aHATHI 2
JAOKYMEHTalus ITpakTrueckoe 3ansatue no teme 2.4 JloroBop HO-paBoBasl JOKYMEHTALUs 2
Tema 2.5 Conep:kanue y4eOHOT0 MaTepuaJia 6 OK 01, OK 02, OK 03,
IIperen3uonHo- OcCHOBHBIE PEKBU3UTHI U MOPSAAOK OPOPMIICHHS NMPETEH3UH, OTBETOB HA OK 04, OK 05, OK 06,
HCKOBas npeteH3uo. IOpuaudeckas ciyx0a, BBITONHSIONMAS PETEH3MOHHO- OK 07, OK 08, OK 09
AOKYMeHTalus HCKOBYIO paboTy Ha npeanpuatuu. JKypHan perucTpauu npeTeH3ui. 2 I[IK1.2,1IK' 1.3
[Topsimox odopmileHHs HCKOBBIX 3asBICHUNA U TMPEACTaBICHHE HX B
ApOUTpaKHBIH CYA.
B ToM umciie npakTHYecKuX 3aHATHI 4
[TpakTueckoe  3ansitTue 1o TemMe 2.5  IIpeTeH3MOHHO-UCKOBas 4
JIOKYMEHTAaIusl.
Paznen 3 OPTAHU3AIIUA PABOTHI C JOKYMEHTAMMU B OPITAHU3ALUAX 5
(YYPEXKJEHUSX)

Tema 3.1 Coaep:xanue yue0HOro MaTepHaJia 1 OK 01, OK 02, OK 03,
Texnonorus VYnpasiaenne W AeNONpoM3BOACTBO.  OpraHu3anvoHHBIE — (HOPMBI OK 04, OK 09
OpraHu3aNuu JICJIONPOU3BOICTBA. Cnyx6a JIOKYMEHTALlHOHHOI'O o0ecrieyeHus IIK 1.2, 11K 1.3

JOKYMEHT0000pOTA B | YIIpaBJICHUS, OCHOBHAas 3a1a4a, (YHKIWUH, THUIOBBIE CTPYKTYPHI, 1
OpraHM3anusax JOJDKHOCTHOM cocTtaB. PernmamenTauus padotsl ciayx0bl JIOY. [Tpumeproe
(Yupe:kaeHHusX) MOJIOKEHHE O CIYk0€ JOKYMEHTAI[MOHHOIO OOEeCreueHusl yIpaBieHUs U

JIOJDKHOCTHBIE MHCTPYKLIMH.
Tema 3.2 Conepxxanue yuyeOHOro MaTepuasa 3 OK 01, OK 02, OK 03,
Ocob0enHocTH [TonsTust mpeanokeHus, 3asBleHUs U kajnoOwl. [lpuem u perucrpanus OK 04, OK 05, OK 06,
JAeJI0NPOU3BOACTBA | MUCEM IpaxkaaH. PaccMoTpeHue u pa3pelieHre nuceM, CpoK pacCMOTPEHUS. OK 07, OK 08, OK 09
1o o0paneHusAM AHanu3 nuceM rpaxjaH. IIK 1.2, T1IK 1.3
rPaXKaaH u Kon¢unenuuansHoe nenonpousBoacTBo. I'pud orpaHuueHus nocrymna K 1
KOH(HICHIHAIBHOI | JOKYMEHTY. ABTOMAaTH3UPOBAaHHBIE CHCTEMBI PAa0OTHI C JOKYMEHTaMH.
o aenonpousBoacTrBa | CpencTBa M3rOTOBJIECHUS, KONMHMPOBAHHWS W Pa3MHOXKEHUS JOKYMEHTOB.
Opranuzanus paboynx MecT.
B ToM unciie NpaKTHYECKHUX 3aHATHH 2
[TpakTuyeckoe 3ansTHe o TeMe 3.2 OCoOEHHOCTH JET0NPOU3BOJICTBA IO 2
oOpaleHusIM rpakJaH U KOH(DHUICHIIMATILHOTO JIEIONPON3BO/ICTBA
Tema 3.3 CopaepxxaHue y4yeOHOro MaTepmuasa 1 OK 01, OK 02, OK 03,
CucremMarmnsanus [Tonsite  gokymeHnTooOopora. OOmMe  NPUHIUIBI  OPraHU3AIMH 1 OK 04, OK 09
AOKYMEHTOB, JIOKYMEHT0000pOTa, €ro OCHOBHBIE TAlbl: MPUEM U NEepBUYHAsI 00paboTKa K 1.2, TIK 1.3




¢dopmMupoBanue ux B
JeJia U nepeaayva B
apXuB OPraHu3anuu

JOKYMEHTOB; pacIpelleIecHue MOCTYIMUBIINX JOKYMEHTOB; PETHUCTpAIHsI
JOKYMEHTOB W TMpPEIABAPUTEIBHOEC WX PAaCCMOTPCHUE, PAaCCMOTPECHUE
JIOKYMEHTOB PYKOBOJICTBOM OpraHW3alluu (YUpEXkKICHUS) U HalpaBJICHUE
HX Ha UCIIOJTHCHUEC; UCIIOJITHCHUC U KOHTPOJIb 3a UCIIOJIHCHUCM JJOKYMCHTOB,
TEKyIlee XpaHECHHE JOKYMECHTOB.

Howmenxkmnarypa gen. O6paboTka aei it MOCIEAYIONMIEro XpaHeHHs.
DKcIepTr3a NEHHOCTH JOKYMEHTOB, 0(pOpMIICHHE JIeJ, COCTaBICHUE
onuceld. Cnaya Jies1 B apXuB.

HpOMe}I(YTOLIHaH arrecragus - 3a4€T

Bcero:

36




3. YCJIOBUA PEAJIN3AIIMM YYEBHOM JUCIHUILIVHBI

3.1. Jlna peanu3anuM nporpaMmbl NpogecCHOHAIBLHOIO0 MOAYJISI J0JKHBI ObITH
NpeayCMOTPeHbI clienuaabHble IOMEIeHHs:
Kabuner «JloKyMeHTaIMOHHOTO 00ECTICYeHHS YIIPaBICHU,
OcHoBHOe 000py10BaHUE:
YyebHas mocka
Pabouee mecto npemnonaBarens
[Tocamounbie MecTa asisi 00y4daroIuXCst
Me6enb Ui pa3MeLIeHNs. U XpaHeHHUs yueOHOH TUTepaTyphl U HArJITHOTO MaTeprasa
Texnuueckue cpeacraa
Kommnerotep B coope B coctaBe Pentium G620\4096\500\DVD-RWGT
[IpoexTop Epson EB-X12+ noTtonouyHoe kperieHue
Okpan HacTeHHbIl ScreenMedia Goldview.

3.2. UnopmannonHoe odecnevenne peaju3anum NporpaMmbl

3.2.1. OcHOBHBbIE TIeYaTHbIE U3TAHUS

1. Ky3nenos, U. H. JlokymMeHTanMOHHOE oOOecreueHue yrpaBicHus. JOKyMEeHTOOOOpOT U
JICITOTIPOU3BOJICTBO : YUCOHUK U MPAKTUKYM JUIS CPEIHEro MpodecCHoHaaIbHOro obpasosanus /
. H. Ky3neuoB. — 4-e¢ uzn., nepepad. u pon. — Mocksa : M3ngatensctBo HOpaiir, 2023. —
545 c. — (Ilpodeccuonansuoe oopazoBanue). — ISBN 978-5-534-16004-8.

2.bacakos, M. U., JlokyMeHTallMOHHOE OOecrieueHre yrnpaBieHus (C OCHOBaMH apXHUBOBEICHUS)
: yaueOHoe mocobue / M. U. bacakoB. — Mocksa : KnoPyc, 2023. — 216 c. — ISBN 978-5-406-
11367-7. — URL: https://book.ru/book/948724 (mara oOpamenus: 26.06.2023). — TekcT :
JJIEKTPOHHBIN.

3.2.2. OcHOBHbIE 3JIEKTPOHHbIE U3IAHUS
1.Bapmynn, B. B., lokymenTanimonHoe obecrieuenue yrnpasienus : yueOHuk / B. B. Bapmynn. —
MockBa : IOctmmma, 2022. — 271 c¢. — ISBN 978-5-4365-8902-2. — URL:
https://book.ru/book/942707 (nata obpammenus: 26.06.2023). — TekcT : 371€KTPOHHBIH.
2.Kopuees, U. K. JlokymMeHTallMOHHOE OOecriedeHne ynpaBleHUs : YU4eOHUK U MPAKTUKyM JUIs
CpEIHEro npogecCuoHaIbHOr0 oOpa3oBaHus / H. K. Koprees, A. B. [Tmenko,
B. A. MamypneB. — 3-e u3z., nepepad. u gon. — Mocksa : U3parensctBo HOpaiit, 2023. —
438 c. — (IlpodeccmonansHoe oOpaszoBanue). — ISBN 978-5-534-16002-4. — Tekcr
anekTpoHHeld  //  OOpazoBarenpHas  miarpopma  Opaiit  [caiit]. —  URL:
https://urait.ru/bcode/523611 (mara obpamenus: 26.06.2023).
3.Ky3uenos, W.H. JlokymeHTtannonHoe oOecnedeHue ymnpasiieHUs. JokyMeHTOOGopoT u
JIETIONPOM3BOACTBO : YYEOHHK M MPAKTUKYM JJIsl CPETHEro MpodecCHoHaIbHOro oopa3zoBaHus /
U. H. Ky3nenoB. — 4-e u3a., nepepad. u gon. — Mocksa : M3narensctBo FOpaiit, 2023. —
545 c. — (IIpodeccuonansnoe obpasoBanue). — ISBN 978-5-534-16004-8. — Tekcr
ANeKTpoHHBIH  //  OOpazoBarenbHas  1iatgopma  HOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/523613 (marta obpammenus: 26.06.2023).
4 Kysnenosa, U. B. JlokymeHTanimoHHOE o0ecriedeHue yrpasiaeHus : yueoHoe nmocoodue mist CI10
/ U. B. Ky3nenosa, I'. A. Xagarpsta. — 2-e¢ u3n. — Caparos : [IpodobpazoBanue, Aii [In Op
Memuna, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — Tekcr :



SJICKTPOHHBIA // DNeKTpoHHBIM pecypc 1mdpoBoit  obpazoBarenbHor cpeast  CIIO
PROFo6pa3zoBanue : [caiit]. — URL: https://profspo.ru/books/80326

5.IyBanosa, H. H. JlokymeHTanmonHoe o0ecrieueHre ynpaBieHus ;| Y4eOHUK U MPAKTHKYM JIJIs
cpenuero npodeccuonansaoro obpazosanus / H. H. lllyBanosa. — 3-e uzj., mepepad. u 1om. —
Mocksa : M3parensctBo FOpaiit, 2023. — 247 c. — (IIpodeccronanpHoe 0o0Opa3oBaHue). —
ISBN 978-5-534-16538-8. — Tekcr : anekTpoHHblid // O6pazoBatenbHas miatdopma HOpait
[caiiT]. — URL: https://urait.ru/bcode/531240 (nara obpamenus: 26.06.2023).

3.2.3. JlonoJiHUTEIbHbIE HCTOYHUKH

1. Anb00M TIEPBUYHBIX JOKYMEHTOB: JekTpoHHas kaura (1 CD).- M.: U]] «PaBHOBecue.-
(Cepus [lenoBbie TOKYMEHTBD», BHIIL. 6).

2. PoixakoB A.I1. OGpa3iibl JOKYMEHTOB IS rpakian: DnekrponHas kaura (1 CD).- M.: U]
«PaBHOBecHE».

3. CrnpaBouHO-TIpaBoBas cucrema «l apanty.
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA

YYEBHOM JUCLUAILIUHBI

Pe3syabTaTsl
00yuyeHust

Kpurepum ouenkn

MeTtoabI OLICHKH

HepequL 3HaHHﬁ, OCBAaMBACMBIX B paMKax JUCHUIIJIMHBL

Tepmunomorus B
obnactu
JOKYMEHTAUOHHOTO
oOecrnieueHus
yIpaBJIeHUS;
HopmatusHbIe
JIOKYMEHTHI,
periaaMeHTHpyoIIne
COCTaBJICHHE u
odopmiieHre
JOKYMEHTalluU U
MOPSIIOK €€ 00paboTKH;
[IpaBuna cocraBieHus
51 oopmIiIeHUS
OpraHu3alMOHHO-
pacnopsaUTENbHbIX
JIOKYMEHTOB,
BXOJISALINX B
YHUDULIIPOBAHHYIO
CUCTEMY
OpraHU3alMOHHO-
pacopsiAUTEIbHBIX
JIOKYMEHTOB,
YHUDUIIUPOBAHHYIO
CUCTEMY  TNEPBUYHOMU
YUETHOM
JOKYMEHTalluu B 4acTu
JOKyMEHTaluu o
y4eTy Tpyna,

[lopsanox mnpoBeneHus
AKCIEPTU3Bl LEHHOCTU
JIOKyMEHTOB u
NOATOTOBKU A€l K
apXUBHOMY XPaHEHHUIO.
TexHomorus
OpraHu3aluu
JTOKyMEHTOOOOpoTa B
OpraHHu3aLusIX
(Y4pexIeHusx).

- opopmileHHEe TOKYMEHTOB U peIIeHHe

MPAKTUYECKUX CUTYaLUH c
HOPMAaTUBHBIM IIPaBOBBIM
000CHOBAHHUEM;

- HCIIOJIb30BaHUE pa3IMYHBIX

HMCTOYHUKOB, BKIIIOYas DJICKTPOHHBIC
pecypcsl, Meaa pecypcebl, MarepHer-
peCypChl, IEPUOINICCKUE U3TaHUS TIO
CHEIHAIbHOCTH TUIs pelieHus
npodeccHoHABHBIX 3a7a4
- JIEMOHCTpAIUsi OTBETCTBEHHOCTH 3a
MPUHSATHIE PEIICHUsI, 000CHOBAHHOCTh
camoaHaim3a u KOPPEeKIHS
Pe3yJIbTaTOB COOCTBEHHON pabOTHI;
- HCIOJb30BaHUE 3aKOHOJATENbHBIX U
HOPMATUBHO-TIPABOBBIX ~aKTOB TIpHU
TJIAHUPOBAHUU
MPEANPUHUMATEIBLCKON JIeITeTbHOCTH
B npodecCHoHANBHOM cdepe;
- JIEMOHCTpalusi 3HaHUW B 00JacTH
(uHAHCOBOW TPAaMOTHOCTH;
- KOHCTPYKTHUBHOCTb B3aMMOJICHCTBHS
¢ O0Y4YarOIIMMHUCS, TPETIOaBATEIIMU
B XojAe OOydeHUus, PyKOBOIUTEISIMHU

yueOHOM U MPOU3BOJCTBEHHOU
IPaKTHUK.
-coOroieHne HOPM

npodeccHoHaNbHON STUKY;
— MOCTpOEHUE NPO(EeCCHOHATBHOTO

OOIIEHHS C YYETOM COIMaIbHO-
npodeccHoHaIBHOTO craryca,
CHTyallil OOILEHHS, OCOOEHHOCTEH
T'pyHIIbL u WHIUBHUIYAJIbHBIX
ocoOeHHoCTeH YYaCTHUKOB
KOMMYHHKAIIUU;

- TPaMOTHOCTh YCTHOW U NMHCBbMEHHOMN
peuu;

- odopMmieHHE  JOKYMEHTOB B
cootBeTcTBUH ¢ 'OCToM;

- SACHOCTb  (OPMYIHUPOBAHHS U
HU3JI0KECHUST MBICIICH;
- OpPOSIBJIEHHWE TOJEPAHTHOCTH B

Tporiecce OOIICHHS;
- coONIo/IeHHe HOpPM TMOBEACHUS BO
BpeMs y4EOHBIX 3aHSTHIA;

- OLEHKa IO uToram
YCTHOTO orpoca
CTYJCHTOB,

- OlLEeHKa B Ipolecce
IIPOBEJICHUS
MIPOMEKYTOUHOU
arrectaiui =~ B (hopme
3aueTa




- coOIroIEHNE CTaHIApTOB
AHTUKOPPYIIIMOHHOTO TIOBEICHUS;

- COOJIIOTaeT HOPMBI JKOJIOTUYECKON
0e30IMacHOCTH;

- orpenenser HaIpaBJICHUS
pecypcocOepekeHmst B paMkax
poeCCHOHATILHON JESTEIBHOCTH TI0
CHEIHAIBHOCTH;

- 9} ¢dEeKTUBHOCTh  HCIOJIB30BAHUS
cpeactB (U3NYECKON KyJIbTYphl s
COXpaHCHHS U YKPEIUICHUS 37I0POBbS B
mporecce npodeccrnoHaIbHON
JeSITeTbHOCTH u MOJIePIKaHUS
HE00X0IUMOT0 ypOBHS (pU3MUECKON
MOJITOTOBJICHHOCTH;

- 3¢ (}EeKTUBHOCTh HCITOJI30BAHUS B
npoeCCHOHAILHON ~ JICATEIbHOCTH
HEO0OXOIMMOM JOKYMEHTAIIMH, B TOM
YHCJIC HA HHOCTPAHHOM SI3bIKE

HepequL YMGHHﬁ, OCBAaMBACMbIX B paMKax JUCHUIIIIMHBI

[IpumensaTh Ha
MPaKTHKE
rOCyJapCTBEHHBIC
CTaHAapTHl, apyrue
HOPMAaTHUBHO-
METOINYECKUE
JIOKYMEHTHI,
periiaMeHTUpYIOLIHe
OpraHu3aINIo
JTIOKYMEHTAI[UOHHOTO
obecrnieueHus
yIpaBICHUS;
CocraBndTth u
NpaBUWIbHO O(OPMIIATH
OCHOBHBIE BUJIBI
OpraHu3alMOHHO-
pacropsIuTeTbHBIX
JIOKYMEHTOB;
OdopmsaTs
UH(POPMAaIMOHHO-
CIPaBOYHYIO
JIOKYMEHTALHUIO;
OdopmisiTh KaapoBYyIO
JIOKYMEHTALHUIO;
OdopmnsaTs
PETEeH3UOHHO-
HCKOBYIO
JIOKYMEHTAIHIO.

- opopmIIeHHE TOKYMEHTOB U pEIIEHNE

MPAKTUYECKHUX CUTYyalui c
HOPMAaTHUBHBIM MIPaBOBBIM
000CHOBAHHEM;

- HCIIO0JIb30BaHHE pa3IMYHBIX

HMCTOYHUKOB, BKIIIOYasi JJIEKTPOHHBIC
pecypcel, Meaua pecypebl, MHTepHET-
pecypchl, TEPUOJUUECKUE U3JIaHUS O
CTIEUATBHOCTH TSt pelieHus
npogeccuOHaNbHBIX 3a]1a4
- JIEMOHCTpAIMs] OTBETCTBEHHOCTH 3a
MIPUHATBIE PELIeHUs], 000CHOBAHHOCTh
caMmoaHajmn3a " KOPPEKIIHS
pE3yNbTaTOB COOCTBEHHOM pabOTHI;
- WCTIONIb30BaHNE 3aKOHOAATEIBHBIX U
HOPMAaTUBHO-TIPABOBBIX aKTOB TP
TUTAHUPOBAHUH
MpeNPUHUMATEIBCKON JAeITeTbHOCTH
B IpoeccuonanbHoi chepe;
- JIEMOHCTpalus 3HAaHUM B 00JacTH
(rHaHCOBOW I'PaMOTHOCTH;
- KOHCTPYKTHUBHOCTh B3aMMOJICHCTBUS
¢ O0yYarOIIMMHUCS, TIPETIOIaBATEIIIMU
B Xo0Jle¢ 00yueHHs], pyKOBOAUTEIAMU

yueOHOM U MPOU3BOJICTBEHHOU
IPaKTHUK.
-coOmroieHne HOPM

npodeccHoHaNTBEHON STUKY;

— MOCTpOEHUE MPO(EeCCHOHATBHOTO
OOIIEHUsT C Yy4eTOM  COIHAIBLHO-
poQeCcCHOHATTLHOTO craryca,

- OLEHKa [0 HTOram
YCTHOTO orpoca
CTYJCHTOB,

- OIIEHKa B Ipolecce
IPOBEJCHUS
POMEKYTOUHOMN
arrecrauuu = B ¢opme
3aueTa.




CUTyall OOIIEHUs, OCOOCHHOCTEH

TPYIIIBI " WHVBUIYaIbHBIX
0COOCHHOCTEH Y4aCTHUKOB
KOMMYHUKAIUH;

- TPaMOTHOCTh YCTHOW M MUCHMEHHOM
peuu;

- odopmieHHe  JIOKYyMEHTOB B
coorBeTcTBUH ¢ I'OCToM;

- SICHOCTh  (OPMYJIMPOBaHUS U
HU3JI0KEHHS MBICIICH;

- TNpOSIBICHHE TOJIEPAHTHOCTH B
rpoiiecce OOIICHHUS;

- coOJroIcHUE HOPM TOBEJCHHS BO
BpeMs yueOHBIX 3aHSATHIA;

- coOuroIeHHe CTaHJapTOB
AHTUKOPPYIIIMOHHOTO TIOBEICHUS;

- COOJIIOIaeT HOPMBI JKOJIOTUYECCKON
0Ee30I1aCHOCTH;

— orpenenser HaIpaBJICHUS
pecypcocOepexeHus B paMKkax
npoecCHOHABHON JeSTeILHOCTH TI0
CICIUATBHOCTH;

- 3(h}eKTUBHOCTh  WCTIOJIB30BAHUS
cpeactB (U3NYECKOH KyJIBTYphI IS
COXPAHCHHUS U YKPEIUICHHS 3I0POBbS B
nporecce npodeCCHOHATLHOU
JEeSATCIIEHOCTH u TOI/ICPKaAHUS
HEeo0XOIUMOT0 ypOBHS (pu3MUecKOn
MTOITOTOBJICHHOCTH;

- 3¢ (}eKTUBHOCTh HCIIONB30BAHUS B
npodecCuoHaNIbHON JIeATETLHOCTH
HE0OXOIMMOM JOKYMEHTAIMH, B TOM
YHCJIe HA HHOCTPAHHOM SI3bIKE




