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1. OBHIAS XAPAKTEPUCTHUKA
PABOYEM ITPOT'PAMMbBI YYEBHOM JJUCHUILJIAHBI
OI1.06 JOKYMEHTAIIMOHHOE OBECIIEYEHHUE YIIPABJIEHUSA

1.1. MecTo McuMIIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM NPOrpaMMbI:

V4yebHasg IUCUUILIAHA
00s13aTeNIpHOMI

u BapHaTHBHOﬁ 4aCTbIO

«JloKkyMEeHTaIMOHHOE
obmenpogeccCuoHaIBHOTO

obOecrieyeHue YIIpaBJICHUA)»  ABJIACTCA

IIMKJIa OCHOBHOH

obpazoBarenbHol porpammsel B cooTBeTcTBHE ¢ @I'OC CIIO mo crenuanbHOCTH.

Ocoboe 3HaueHne TUCHHMIUIMHA uMeeT npu dhopmupoBanun U pazsutuu OK 01, OK 02, OK
03, OK 04, OK 05, OK 09.

1.2. Heas 1 niIaHupyeMble pPe3yJbTAaThl 0CBOEHUS JUCIHUIJIMHBI:
B pamkax mnporpaMMbl y4eOHOW AMCHUILIMHBI OOYYArONIMMHKCS OCBAaWBAIOTCS YMCHHUS

Y 3HAHUA
l'[II((,Of)K Ymenus 3HaHud
OK 01 IIpumensTs Ha npaktuke | TepMuHONOrUIO B obnacTu
OK 02 TOCYJApCTBEHHBIE CTaHAAPTHI, APYrHE | JOKYMEHTALMOHHOIO obecrnievueHus
OK 03 HOPMAaTHUBHO-METOANYECKUE JOKYMEHTHI, | yIpaBieHus; HopmaTuBHblE  TOKYMEHTHI,
OK 04 periiaMeHTUPYIOIINE OpPraHU3ALMIO | PETrIaMEHTHPYIOLIUE COCTaBJICHUE u
OK 05 JIOKYMEHTAI[HOHHOTO oOecriedeHus | OpOpMIICHHE JOKYMEHTAllUd W TOPSAOK €e
OK 06 ynpasieHus; COCTaBIIAT, M MPaBWIBHO | 00paGoTku;  [IpaBuma  cocTaBieHUS U
OK 07 oopMIATh OCHOBHBIE BUJBI | opOpMITEHUS OpraHU3aLHUOHHO-
OK 08 OpraHU3alMOHHO-PACTIOPATUTEIBHBIX pacropsIIUTEIBHBIX JOKYMEHTOB, BXOISIIUX B
OK 09 JIOKyMEHTOB; OdopmiaTh | yHUDUIUPOBAHHYIO CUCTEMY
I1K.1.2 MH(POPMALIIOHHO-CIIPABOYHYIO OpTraHU3alMOHHO-PACHOPSIUTEIbHBIX
IK.1.3 nokymeHTtanuoo; OQopMiIsTh KaJIpoBYIO | JOKYMEHTOB, YHHU(DHIMPOBAHHYIO CHUCTEMY
JOKYMEHTAIIHIO; OdopMisaTh | NEPBUYHOM YYETHOH IOKYMEHTALlMM B 4YacTu
MPETEH3NOHHO-NCKOBYIO JOKYMEHTALIMIO. | IOKyMEHTAIMK 1o yueTy Tpyaa; I[lopsaok
MIPOBEICHUS 9KCIEPTHU3BI LEHHOCTH
JOKYMEHTOB M HOATOTOBKH /€] K apXUBHOMY
XpaHEHHUIO. Texnomoruto OpraHu3aluu
JOKYMEHT0000poTa B OpTaHu3alusIX
(yupexneHusx).




2. CTPYKTYPA U COJAEP)KAHWUE YYEBHOM JUCIHHUILINHBI

2.1. O0beM y4eOHOM TMCHUIIMHBI U BUbI Y4eOHOI padoThl

Bun yuyeonoii padoTsl O6bem B yacax
O0bem o0pa3oBaTeIbHON NPOrpaMMBbl y4eOHOM THCHUTINHBI 50

B T.4. B (popMe NMpaKkTHUECKOil MOAr0TOBKH 32

B T. 4.

TeopeTHYeCKoe 00yUeHUe 16
NPAKTUYECKUE 3AHATUSL 16
CamocTrosTenbHas pabora 18
ITpome:xkyTOUHAsI aTTECTALMS 3ader ¢ OIeHKOH




2.2. TeMaTH4yeCKMil IJIAH U COAEPKAHUE YHeOHOM JUCHMIIIIHHBI

Oo0beM, akaja. 4/ B TOM

Koapl
KOMIIeTeHIH I
M JJUYHOCTHBIX

HaumenoBanmue Copep:xanue yue0HOro MaTepuaJia u GopMbl OPraHU3alUHU 1S TeJIbHOCTH yucJe B popme pesyaLTATOR'
pa3fesioB U TeM o0yuyaroLuxcs NPaKTHYeCKOoii (bopmupoBatiitio
KOTOPBIX
NOArOTOBKH, aKal. 4 crocoeTByer
3JIeMeHT
NpOrpaMMsl
1 2 3 4
Pazgen 1. OCHOBBI JOKYMEHTUPOBAHMSI YIIPABJIEHUECKOM JESTEJIBHOCTHU 8

Tema 1.1. Conep:xanue yueOHOro MaTepuaJa 2 OK 01
JloKyMeHT u OcCHOBHBIE CBOWCTBa JOKYMEHTOB M HX (YHKIMH B cucTeMe yrpaBieHus. llonsTue 2 OK 02
cucTremMa nokymenrta. Mupopmanuss u  poxymeHt. Kiaccudpukamus ITOKYMEHTOB: [0 BHIY OK 03
JAOKYMEHTAlUH oopMIICHHUS; TIO COJEPXAaHWIO; MO (QOpMe; IO TMPOUCXOKACHUIO; TIO CPeJACTBaM OK 04
¢ukcanuu; MO cCpokaM XpaHeHus. MarepuanbHbie Hocutenn uHpopmaruu. [loHsATHE OK 05
JOKyMeHTUpoBaHUsi. OCHOBHEIE CIIOCOOBI JOKYMEHTHpOBaHMsl. OCHOBHBIE COBPEMEHHBIC OK 06
TEXHOJIOTHH, IPUMEHSIEMbIe IIPH OpraHU3alK PabOThI ¢ TOKYMEHTAaMH B OpraHM3alusIX OK 07
(yupexneHusx). OK 08
CamocrosiTensHas padoTta 2 OK 09
[IK.1.2
MK.1.3
Tema 1.2. Coaeprxanue y4e0HOro MaTepuaJia 2 OK 01
HopmatuBHo- HopmatuBHO-IpaBOBBIE  aKTBl, PETyJUPYIOIIME JOKYMEHTAMOHHOE obecreueHune 2 OK 02
npaBoBas 0a3a yhnpaBneHus. YHHQUKaUS ¥ CTaHIApTU3alMsg KaK OCHOBHBIE — HAlpaBIICHUS OK 03
JOKYMEHTAMOHHOI'0 | COBEPIICHCTBOBAHHUA JIOKYMEHTOB M JOKYMEHTAIIHOHHOTO OO0ECHEUeHHs YIpPaBJICHUS. OK 04
o0ecnedyeHus [lepeyeHb OCHOBHBIX T'OCYJIApCTBEHHBIX CTaHIAPTOB HAa YHU(DUIIMPOBAHHBIE CHUCTEMBI OK 05
ylpaBjeHuUsi JIOKYMEHTAIIHH. OcHoBHBIE MTOJIOKEHUS rOCy/IapCTBEHHOMN CHCTEMBI OK 06
JOKYMEHTAIlHOHHOTO oOecrieueHust ynpasieHus. CocTaB YHU(PHUUIHUPOBAHHBIX CUCTEM OK 07
JIOKYMEHTAITHH: OpraHu3aIMOHHO-PACTIOPSANTEIIbHAS, OTYETHO-CTaTUCTUYECKAs, OK 08

! B cootsercTBmm ¢ Ipunoxenuem 3 TIOOIL.




¢uHaHCOBas U Op.

OK 09

CamocTosiTenpHas paborta 4 [IK.1.2
IK.1.3
Tema 1.3 Cnocoobl 1 | Conep:kaHue y4eOHOr0 MaTepuasa 4 OK 01
npaBuIa CO3NAHMA | Yanaxrepuctuka, coctaB M cojepxkanune 1'0OCTa Ha cuCTeMy OpraHM3alMOHHO- OK 02
AOKYMEHTOB PaCTIOpAMUTENbHON JOKyMEHTAIMK. YHHU(UIMPOBAHHAS CHCTEMA OPTaHHM3AIHOHHO- OK 03
pacrmopsAUTeNbHON — JTOKyMeHTanuu. TpeOoBanus K O(QOpMIICGHHIO TOKYMEHTOB. OK 04
®Dopmymsap-oopazerr OPJl. IlpaBuma odopmiileHusT peKBU3WUTOB, PETIaMEHTHPOBAHHBIX OK 05
T'OCTom OK 06
B ToM 4ucie IpakTHYECKUX 3aHATUI 2 OK 07
OK 08
[IpaxTrueckoe 3anstue Nel. OdopmieHre peKBU3UTOB Ha JOKYMEHTAX. 2 OK 09
CamocTosiTenpHas paborta 2 K.1.2
IK.1.3
Paznen 2. OPTAHU3ALIUSI CUCTEMbI JOKYMEHTAIIMOHHOI'O OBECITEUEHU 1 16/10
Tema 2.1 Conep:xanue yueOHOro MaTepuasa 4 OK 01
Odopmirenne XapakTepucTHKa W COCTaB  CHPaBOYHO-MH(OPMAIMOHHBIX  JIOKYMEHTOB 2 OK 02
MHPOPMALHOHHO- (cmy>XeOHBIX TIMCEM, CIPABOK, 3asBJICHUM, aKTOB, MPOTOKOJOB, IOKIAJHBIX H OK 03
CHpaBoYHOH OOBSCHUTENBHBIX 3aIMCOK), TpeOOBaHMs K UX 0opMiIeHH0. JJOKyMEHTHPOBaHKE OK 04
AOKyMEHTAIMH JIEATEIIbHOCTU KOJUIETHaJbHBIX OPraHoB. OK 05
B Tom uncie npakTHYeCKUX 3aHATHI 2 OK 06
IIpaxTHueckoe 3aHATHE No2. OdopmieHne WH(POPMAITMOHHO-CIIPABOYHOM 2 8§ g;
JOKYMCHTAIIUH.
CaM};)CTOSITIelJ'IBHaH pabora 2 OK 09
[K.1.2
[K.1.3
Tema 2.2. Conep:xanue yueOHOro MaTepuasa 6 OK 01
Odopmitenne OCHOBHBIE TPYIIIBI OPraHNU3alMOHHO-PACTIOPSIIUTENBHBIX TOKYMEHTOB. XapaKTEpUCTHKA 2 OK 02
OPraHU3alHOHHO- M COCTaB OpraHU3alMOHHBIX JOKYMEHTOB (YyCTaBa, TIOJIOKEHHS, HWHCTPYKIHH, OK 03
PACIIOPSAIMTEIBHON | JIOJDKHOCTHOM HWHCTPYKIMHK), TpeOOoBaHUS K O(OPMIICHHIO. XapaKTEpUCTHKA M COCTaB OK 04
| KaJPOBOil | pacropsAUTENFHBIX JOKYMEHTOB (IIOCTaHOBJIICHHMS, NMPHKa3a, PELICHHUs, pacTOpsHKEHUs, OK 05
JOKYMEHTAlH yKazaHus), TpeOoBaHUs K uX odopmieHHo. IloHITHE MOTMHANKA, KOMWH, BBITHCKU, OK 06
nyonmukara. BUIbl KoM JTOKYMEHTOB, OCOOCHHOCTH 3aBEPEHHS KOMUH M BEBIITHCOK OK 07




HOTapHUaJIbHBIMHA KOHTOpaMH1 U JOJDKHOCTHBIMU JIMIIAMHU OpFaHHSaHHﬁ.

OK 08

3asiBIIeHUSI W MIPHUKA3bl IO JTUYHOMY cocTaBy. Jlndaaast kaprouka ¢opmel T-2 u nmudHBIE OK 09
zena [IK.1.2
B ToMm uncie npakTHYECKHX 3aHATHIA IK.1.3
IIpaktrueckoe 3amsarme Ne3. OdopmileHHEe OpraHW3aHOHHO-PACTIOPSIATEITHFHON
JOKYMCHTAIIHH.
IIpaktudeckoe 3ansatre Ned. OdopmireHue KaapoBOi TOKyMEHTAIHH. 2
CamocTosiTenpHas paborta 2
Tema 2.3 Conep:xanue yueOHOro MaTepuasa 6 OK 01
JorosopHo- [Monsitre noroBopa. OCHOBHBIEC pa3nelnbl JOoroBOpoB. [lopsimok odhopmileHHsS TPYAOBOIO 2 OK 02
npasoBas JIOTOBOPA, JOTOBOPA MOCTABKH, JOI0OBOPA KYIIA-IIPOIAXKH. OK 03
JOKyMeHTanMsA OCHOBHBIE PEKBU3UTHI U TOPSIOK O(QOPMIICHHSI MPETEH3UH, OTBETOB Ha MPETECH3HUIO. OK 04
Opuamueckass  cimyx0a, BBHIIONHAOMAS  MPETEH3WOHHO-WCKOBYIO  paboTy Ha OK 05
npennpuiatuu. JKypHan peructpanuu mnpereHsuwid. llopsmgok odopMiIeHHs HCKOBBIX OK 06
3agBJIEHUI U NIPEACTaBIeHUE UX B ApOUTPaKHBIH Cy/I. OK 07
B ToM 4MciIe NPAKTHYECKUX 3aHATHIA 4 OK 08
IIpaktuueckoe 3ansTue NeS. OdopmieHue JoroBopos. 2 OK 09
IpakTuueckoe 3ausaTHe Ne6. OpopmiieHHEe NPETEH3HOHHO-UCKOBOM JOKYMEHTAIIHH. 2 HK.1.2
CamocrosTensHas paboTta 2 1K.1.3
Pazgen 3 OPTAHU3AIIUA PABOTBI C JOKYMEHTAMM B OPTAHU3ALUAX (YUPEXKIEHUSAX) 8/4
Tema 3.1 Conep:xanue yueOHOro MaTepuasa 4 OK 01
TexHonorus VYnpasineHue u IeNONpou3BOACTBO. OpraHu3aluMOHHBIE (OPMBI J1EIONPOU3BOCTBA. 2 OK 02
OpraHu3aluM Cayx0a IOKyMEHTAalMOHHOTO oOecreueHHs yNpaBieHHs, OCHOBHAs 3a1ada, (YHKIHH, OK 03
JOKYMEHT0000pOTa | TUIIOBBIC CTPYKTYpBI, JOJDKHOCTHOH coctaB. Permamenrtanusi pabotel ciayx0sr J1OY. OK 04
B OPraHHU3alHuAX [IpumepHoe monoXKeHHE O CIyX0e NOKYMEHTAllMOHHOTO OOecIleueHHs YIpaBJICHUS U OK 05
(Y4pe:kaeHMAX) JOJKHOCTHBIE HHCTPYKIIHU. OK 06
[lonsTs MpemIoXKeHus, 3asBIeHHS 1 )kalloObl. [IpueM U perncrpanys muceM rpaxaaH. OK 07
PaccMoTpenne m paspemieHue mnuceM, CpoK pacCMOTpPEHMs. AHaJINM3 MUCEM Tpa)<aaH. OK 08
Kondunennuansnoe aenonpon3BoicTBo. [pud orpanmdeHuss A0CTyna K JIOKYMEHTY. OK 09
ABTOMAaTH3UPOBAaHHBIE CHCTEMbI pabOThl ¢ AOKymMeHTaMu. CpeacTBa H3TOTOBIICHHS, [IK.1.2
KOITUPOBAHUS M pa3MHOKEHUS JOKyMEHTOB. OpraHu3ariis pabodanx MecT. IK.1.3
B ToM 4mcie IpaKTHYECKUX 3aHATHH 2
[Ipaktrueckoe 3ansatue Ne7. OdopmieHne oOpaieHuid TpaskKaaH. 2




CamocTosiTenbpHas padora 2
Tema 3.2 Coaepsxanue yueOHOr0 MaTepuaJia 4 OK 01
Cucremaruzanus [TonsTre nokyMeHToOOOpoTa. O0IIMEe TPUHIUIIBI OPTaHU3aMH TOKYMEHTO000pOTa, €ro 2 OK 02
JOKYMEHTOB, OCHOBHBIC OJTallbl: TpUEM M TepBUYHAs 00pabOTKa JOKYMEHTOB; paclpeiesicHue OK 03
(opMupoBaHHe UX B | TIOCTYNMUBIINX JOKYMEHTOB; pETHCTpAlysi JTOKYMEHTOB W IPEABAPUTENHHOE HX OK 04
Jeja U nepeaaya B paccMOTpeHue; pacCMOTPEHUE JTOKYMEHTOB PYKOBOACTBOM OpraHu3alu (YUpesKICHUs) OK 05
apXMB OPraHM3AlMU | ¥ HANpaBJeHHE WX Ha HCHOJHCHHE, WCIOJHEHWE W KOHTPOJb 3a HCIIOJHEHUEM OK 06
JIOKYMEHTOB; TeKyIllee XpaHeHne NoKymeHToB. HomeHkmaTtypa nen. O6paboTka nenm ams OK 07
MOCJEAYIONIeT0 XpaHeHUs. DKCIepTH3a IICHHOCTH JIOKYMEHTOB, OQOpMIICHUE JIel, OK 08
coctaBienue onuced. Caaya fen B apxuB OK 09
B TOM uMc/ie TpAKTHYECKUX 3aHATHI 2 IIK.1.2
[paktndeckoe 3anstue Ne8. Perucrpamuss ¥ NpeaBapHTENBHOE  PACCMOTPEHHE 2 IIK.1.3
JOKYMEHTOB
CamocTosiTenbHas padora 2

HpOMe)RyTO'lHaH arrecrauus

3auer ¢ OLEHKOM

Bcero:

50




3. YCJIOBUS PEAJIM3AIIANA YYEBHOM TUCHUIIIAHBI

3.1. [das peanu3anuM NPOrpaMMbl Y4eOHOH JMCHMUILUIMHBI JOJIKHBI OBITH
NpeayCMOTPEeHbI cJIeAylue clieliaJbHble OMelleHUs:

Kabuner  «J/lokyMeHTalMOHHOrO  OOeclleYeHus  YIPABJICHUSA»,  OCHAIIEHHBIN
o0opynoBaHueM: Jo0cka ydeOHas, pabouee MECTO IMpernoaaBarelis, CTOJbl, CTYJlbs (O YHCIY
00yyaroImuxcsi), TEXHUYECKUMH CPEICTBAMH: KOMIIBIOTEP C JOCTYIIOM K HHTEpHET-pecypcam,
CpeCTBa BU3yaIM3al1H, HaIJIs,IHbIE IOCOOUS.

3.2. UnpopMmanoHHOe obecnedeHne peajn3alui NpPorpaMMbl

Jis peanmuzanuu MporpaMMbl OMOIMOTEYHBIH (OHI 00pa3oBaTENbHON OpraHu3alud
UMeeT TeYaTHBIE W/MIM 3JCKTPOHHBIE 00Opa3oBaTelbHbIE M HH(DOPMAIMOHHBIE PECYpCHI s
UCTIOJIb30BaHUS B 00pa30BaTEIHHOM IPOLIECCE.

3.2.1. OcHOBHBIE MeYaTHBIE U YJIEKTPOHHbIE U3TAHUS

1. 'pozoBa, O. C. Jlenonpou3BoACTBO: YYEOHUK JIsi CPEeaHEro MpodecCHOHATBHOTO
obpazoBanus / O. C. I'po3oBa. — 2-¢ uzn. — Mocksa: M3parensctBo KOpaiit, 2025. — 131 ¢. —
(ITpodeccronansroe obpazoBanme). — ISBN 978-5-534-15986-8. — Texct: »nekTpoHHBIH //
Oo0pasoBarenbHas miardpopma HOpaiit [caiit]. — URL: https://urait.ru/bcode/563440 (nmara
obpaienus: 06.05.2026).

2. Jenonpousoactio : yueObnuk / T.A. beikoBa, JI.M. Bsnosa, F0.M. Kykapuna, JI.B.
Cankuna ; mox oOmr. pena. mou. T.A. beikoBoil. — 5-e u3a., mepepad. u mon. — Mocksa :
NH®PA-M, 2026. — 403 c. + Jlon. marepuansl [DnekTpoHHbI pecypc]. — (Cpennee
npodeccuonanbHoe obpazoBanue). - ISBN 978-5-16-020456-7. - Tekcr: snexkrponHsiid. - URL:
https://znanium.ru/catalog/product/2229298 (narta obpammenus: 06.05.2026).

3. Hoponuna, JI. A. JlokyMeHTallMOHHOE OOECIICUYCHHE YIPABICHUS : YYCOHUK U

MpakTUKyM  JUia  cpeaHero  mpodeccuoHanbHoro  oOpazomanusi/  JI. A. JlopoHuHa,
B. C. UputukoBa. — 2-e¢ u3z., nepepad. u mom. — Mocksa : UznarensctBo FOpaiit, 2026. —
270 c.— (IIpodeccuonanbHoe oOpasoBanue). — ISBN 978-5-534-16017-8. —  Tekcr:
DIIEKTPOHHBIN / OO6pasoBarenbHas miatdopma IOpaiit [caiT]. —
URL: https://urait.ru/bcode/585601 (mata obparenus: 06.05.2026).

4. KazakeBuu, T.A. JIoKyMEHTallMOHHOE OOECeueHue YIpaBieHUs: Y4YEOHUK U

NpakTUKYM  JUIsi  cpegHero  mpodeccroHanbHOro — oOpasoBanms/  T. A. Kazakesuy,
A. 1. Tkanuu. — 2-e uzn., ucnp. u gon. — Mocksa : M3narensctBo FOpaiit, 2026. — 177 ¢. —
(ITpodeccronansroe obpazoBanme). — ISBN 978-5-534-06291-5. — Tekct: »nmekTpoHHBIN //
Oo6pasoBarenbhas miardpopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/584997 (nara
obpamienus: 06.05.2026).

5. KopueeB, MW. K. JlokymeHTanmoHHOEe oOecrieueHUe yIpaBleHUs: Yy4eOHUK H

MPaKTUKYyM JUIsl cpeaHero npodeccuoHanbHoro odpasosanus / U. K. Kopnees, A. B. ITmenko,
B. A. MamypneB. — 3-e u3a., nepepad. u jmorn. — Mocksa: M3narensctBo FOpaiit, 2026. —
438 c. — (IlpodeccuonanbHoe obpazoBanue). — ISBN 978-5-534-16002-4. — Texkct
AIIEKTPOHHBIN / OO6pasoBarenbHas iatdopma IOpaiit [caiT]. —
URL: https://urait.ru/bcode/585550 (nmata oOpamenus: 06.05.2026).

6. lllyBamoBa, H. H. JlokymeHTalioHHOE OOECIIeYeHHE YIPaBICHUS | YYSOHUK ISt

cpenuero npodeccuonansuoro obpazosanus / H. H. lllyBanosa. — 3-e uzna., nmepepad. u 1om. —
Mocksa : M3zmarensctBo FOpaiit, 2026. — 234 c. — (IIpodeccuonanbroe obpazoBaHue). —


https://urait.ru/bcode/563440
https://znanium.ru/catalog/product/2229298
https://urait.ru/bcode/585601
https://urait.ru/bcode/584997
https://urait.ru/bcode/585550

ISBN 978-5-534-20349-3. — Tekct: anektponnsiii // OOpa3zoBarenvHas miatdopma FHOpait
[caiit]. — URL.: https://urait.ru/bcode/583834 (nara obparuenus: 06.05.2026).

3.2.2. JlonoJIHUTEIbHbIE HCTOYHUKH

1. Koncturynus Poccuiickoit deneparun

2. 'paxxnanckuii konmekc Poccuiickoit ®enepamuu, 4. 1, 2, 3, 4 (B nelcrByromei
peaaKIum)

3. Tpynosoii kogekc Poccuiickoii @eneparuu ot 30 nexadbps 2001 r. N 197-®3 (TK PD)
(B IEUCTBYIOIICH peIaKIINM).

4. bsant, B. C. JlokymeHTannonHoe obecriedeHue yrpasieHus. KOpuandeckas TeXHUKA:
y4eOHHMK I cpeaHero mnpodeccuoHanbHoro obpazoBanus / B. C. bsanr. — 3-e usn., ucnp. u
norm. —  MockBa:  UszmarensctBo  FOpaiit, 2026.— 89c.—  (IlpodeccuonanpHoe
obpaszoBanue). — ISBN 978-5-534-16132-8. — Texkct: anektpoHHBI // OOpa3oBarenbHas
wiarpopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/586387 (mara oOpameHus:
06.05.2026).

5. Kysnenos, . H. JlokymenTanronHnoe obecrneuenue ymnpapieHus. JlokyMeHTO0O0pOT

U JICJIONIPOU3BOJICTBO: YUCOHHK U MPAKTUKYM JIJISl CPEAHEro nmpodeccHoHaIbHOro 00pazoBaHus /
. H. Ky3nenoB. — 5-e uza., nepepad. u gomn. — MockBa: M3parensctBo HOpaiit, 2025. —
425 c.— (Ilpodeccuonanproe o6OpazoBanue). — ISBN 978-5-534-20025-6. — Tekcr:
3JIEKTPOHHBIN / ObpazoBarenbHast mwiardopma Opaiit [caiiT]. —
URL.: https://urait.ru/bcode/581141 (mata obpamenus: 06.05.2026).

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUAA

YYEBHON JUCHUIIJINHBI
Pe3yabTathl 00yueHust ‘ Kputepum onenkun ’ MeToabl OLlEHKH
IlepeyeHb 3HAHUIA, 0CBANBAEMbIX B PAMKAX JHCHUIJIMHbBI
Tepmunomorus B obOnactu | - odopmiieHHe JIOKYMEHTOB U | - 3KCIEPTHOE HAOJIIOJICHUES
JIOKYMEHTAI[MOHHOTO  00ECICUEHUs | pElICHUe NPAKTUYSCKUX CUTYalMid | BBITIOJHCHHS MPAKTUYECKUX
YIIPaBJICHMUS; Hopmarushsie | ¢ HOPMaTUBHBIM MPaBOBBIM | 3aJaHUM,
JIOKYyMEHTBI,  perJIaMEHTHPYIOIIHe | 000OCHOBAaHHEM; - OIEHKa [0 HWTOTaM
COCTaBJICHHE u oopmileHHE | -  HWCIOJIB30BAaHME  PA3IUYHBIX | YCTHOTO OMPOCa CTYJEHTOB,
JMOKYMEHTAIlMd W  TOPSAOK €€ | HCTOYHHKOB, BKJIIOYAs | - HAONIOJIEHWE IO HWTOTaM

o0paboTtku; [IpaBuia cocTaBieHHs U | 3JEKTPOHHBIE  PECYpCHl, MeHa | TECTUPOBAHUA, - OIIEHKa B
odopmieHus OpPraHU3alMOHHO- | PECYPCHI, WHTepHeT-pecypcesl, | mpouecce MIPOBEIECHUS
paclopsiIUTENbHBIX  JOKYMEHTOB, | IEPHOJINYECKHE  HM3[aHUS [0 | MPOMEXYTOUHOU
BXOASIIMX B YHU(DUIUPOBAHHYIO | CICUMAIBHOCTH  JJsl  PELICHHUS | aTTeCTallHu.

CUCTEMY OpraHu3aluOHHO- HpO(i)GCCI/IOHaJ'ILHBIX 3aaa4,;
pacrnopAaanuTEIbHBIX JOKYMCHTOB, | - JEMOHCTpalrsd OTBETCTBECHHOCTU
YHHq)HHHpOBaHHYIO CUCTCMY | 3a IIPUHATBIC peuicHus,

MEPBUYHON yYETHON NTOKyMEHTAIlMH | 0OOCHOBAaHHOCTh CaMOaHaln3a H

B YacTH JOKYMEHTallUM IO YYETy | KOPPEKIHs pe3yabTaTOB
TPYAa; ITopsamox NpoBeJeHNs | COOCTBEHHOH paboTHI;
9KCIIEPTHU3Bl IEHHOCTH IOKYMEHTOB | - UCIIOJIb30BaHNe

U MOATOTOBKHM Jell K apXMBHOMY | 3aKOHOJATENIbHBIX U HOPMATHBHO-
XPaHEHHUIO. TexHoJyorHs | MPaBOBBIX aKTOB pu
OpraHuszaluy JOKYMEHT0000OpOTa B | INIAHUPOBAHUH
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opranuzanmsix (yIpekIeHUsIX).

IpeANPUHUMATEIBCKON
JeATeTbHOCTH B
npodeccuoHansHoOl cdepe;

- IEMOHCTpAIMs 3HaHUH B 00J1aCTH
(hMHAHCOBOM TPAaMOTHOCTH;

- KOHCTPYKTUBHOCTh
B3aUMOJICUCTBUS c
00yYaIOIUMHUCS,
MPETo1aBaTeIsIMH B xoze
o0ydeHus, PYKOBOIUTEIIMHI
yuyeOHOW M  MPOU3BOJCTBEHHON
MIPAKTHK;

- coOutoieHre HOPM
poecCUOHATBHON 3THUKH;

— MOCTPOCHUE
po(ecCHOHATBHOTO OOINEHUS ¢
Y4eTOM COITUAITLHO-
podecCHOHANTBEHOTO craryca,
CUTyalluu o0IIeHu s,
0COOCHHOCTEH TPYTIIBI u

WHAWBUAYaAIBHBIX  0COOEHHOCTEH
YYACTHUKOB KOMMYHUKAIIHU;

- IpaMOTHOCTb  yCTHOH U
MMCHbMEHHON peun; - oopMIICHHE
JIOKYMEHTOB B COOTBETCTBUU C
I'OCTowm;

- SCHOCTh (OPMYJIUPOBAHHUS U
W3JI0KEHUS MBICIIEH; - IPOsIBIICHHE
TOJIEPAaHTHOCTH B Tpolecce
OOIIIEHUS;

- COOJIIOJICHUE HOPM TOBEACHUS BO
BpeMsl y4eOHBIX 3aHATHIA;

- coOuroIeHHE CTaH/apTOB
AHTUKOPPYIIIMOHHOTO TIOBECHUS;
- coOoaer HOPMBI
9KOJIOTHUECKON 0€301MacHOCTH;

—  OmpelensieT  HampaBlICHUS
pecypcocOepexxeHusi B paMKax
po(eCcCHOHATIBHON JIEATEIbHOCTH
o CHELUAIBHOCTH; -
3¢ (HEeKTUBHOCTh  HMCIIOJIb30BaHUS
cpeAcTB (U3NYECKOW KYJIBTYPHI
JUIS COXPAaHCHHS W YKPEIJICHUS
3II0POBbS B nporiecce
npo¢eCCUOHANBHON e TETbHOCTH
U TOoJAepKaHUs HEe00XO0IUMOIo
YpOBHS ¢busnveckoit
MOJITOTOBJIEHHOCTH;

- 3()EeKTHUBHOCTh MCITOJIb30BAHUS
B npodeccrnoHaNnbHON




ACATCIIBHOCTHU HCO6XO)1PIMOI>1
OOKYMCHTallMKi, B TOM 4YHCJIC Ha

HWHOCTPAHHOM A3bIKC

Ilepeyenb ymMeHMii, 0CBaMBaeMbIX B PAMKAX M CLIH

IJIMHbBI

IPUMEHATh
roCy/1apCTBEHHbBIE

Ha MIPAKTHKE
CTaHAAPTHI,
JIpyTHe HOPMAaTHBHO-METOAMYECKUE
JMOKYMEHTBI,  pPEerJIaMeHTHPYIOIHE

opraHu3alnuro  JOKYMCHTAIIMOHHOTO

obecrieueHus YIpaBIeHIS,
COCTaBIISITh u MPaBUIBHO
oopmATH OCHOBHEIE BUJIBI
OpraHM3aIMOHHO-
pacrnopsANTENbHBIX JOKYMEHTOB;
opopMIIATh WHPOPMAIIMOHHO-
CIIPaBOYHYIO JIOKYMEHTALHIO;
oQopMIIITH KaJIpOBYIO
JOKyMEHTAIIHIO; ohopmIATH

MPETECH3NOHHO-UCKOBYIO
JTOKYMEHTAITHIO

- odopmiteHHE
pelICHNEe MPAKTUYCCKUX CHTYyaIlui
MPaBOBBIM

JOKYMEHTOB U

c HOPMAaTHBHBIM
000CHOBaHHEM;

- WUCHOJB30BAaHHE  Pa3TUYHBIX
HCTOYHMKOB,
AJNICKTPOHHEBIC
pecypcesi,

[IEPHOANYCCKUE
CIIELIMATBHOCTH

BKJIIOYast
pecypcsl, Meaua
HNHuTtepHeT-pecypcesl,
W3JaHus  TI0
JUIL  peIIeHHS
po(hecCHOHATBHBIX 33]1aY;

- ACMOHCTpanuAaA OTBETCTBCHHOCTHU
3a IIPUHATHIC peuicHus,
00OCHOBaHHOCTh CaMOaHalu3a M
KOPPEKIIHs

COOCTBEHHOH padOTHI;

pe3yabTaToB

- HCIIOJIBb30BAaHUC
3aKOHOJATCIIbHBIX U HOPMAaTUBHO-

IIPaBOBBIX aKTOB npu
IJIAaHUPOBAHUU
NpeANpUHUMATEIbCKON
JCATCIIBHOCTHU B

npodeccuoHanbHoOl cdepe;

- IGMOHCTpAIMs 3HaHUH B 00J1aCTH
(hMHAHCOBOI IPaMOTHOCTH;

- KOHCTPYKTUBHOCTB
B3aUMO/ICHCTBHS c
00yYaIOIUMHKCS,
NpernoiaBaTeNsIMH B xoJe
o0y4eHus, PYKOBOJIHUTEISIMU
y49eOHOH ®  TIPOM3BOJICTBEHHOMU
MPAKTHK;

- coOutoIeHre HOPM
npodeccnoHabHOM ATHKH;

- MOCTPOCHUE
po(ecCHOHATBHOIO OOIEHUS ¢
y4eTOM COIHAJIEHO-
podeCcCHOHANTBLHOTO cTaryca,
o0IIeHNS,

CPYIIIBI u

CUTyalun
0COOCHHOCTEH
WH/IMBUIYAIBHBIX  0COOEHHOCTEN
YYaCTHUKOB KOMMYHHKAIIVH;

- IpaMOTHOCTb  YCTHOH U
MUCbMEHHOH peur; - opopmIleHHE

AOKYMCHTOB B COOTBCTCTBUH C

- DKCIEPTHOE HAOIIOACHHE
BBITIOJTHCHUS TPAKTUYCCKUX
3aJIaHNM,

- OINEHKa TI0 HWTOraMm
YCTHOT'O OIIPOCa CTY/IEHTOB,
- HaOJIOJEHWE MO WTOTaM
TECTUPOBAHMUS,
- OlIEeHKa B Iporecce
MIPOBEIEHUS
IIPOMEKYTOUHOU

aTTeCTalluu.




I'OCTowm;

- SCHOCTh (OPMYJIUPOBAHHI U
H3JI0KESHUS MBICTICH;

- TPOSIBJICHUE TOJIEPAHTHOCTH B
Tporiecce OOIICHNS;

- COOJIIOJICHUE HOPM TOBEACHUS BO
BpeMs YIeOHBIX 3aHSTHIA;

- coOuoieHne CTaHAApPTOB
AHTUKOPPYIIIMOHHOTO TOBECHUS;
- cobiromaet HOPMBI
9KOJIOTHYECKON 0€301MacHOCTH;

—  OmpeJenser  HarpaBlICHUS
pecypcocOepekeHls B paMKax
npo¢eCcCHOHANBEHON e TETLHOCTH
o CTEeIUATEHOCTH; -
3¢ (HEeKTUBHOCTh  MCIIOJIB30BAHUS
CpeACcTB  (U3MYECKOW KYJIBTYPHI
JUIL COXpaHEHHS W YKPEIJICHUS
3II0POBbS B npoiiecce
PO eCCHOHANBEHON JEATSTHHOCTH
U TOIJCPKaHUSA HEOOXOIUMOr0
YpOBHS (u3HIeCcKOi
MOJITOTOBJICHHOCTH;

- 3(()EeKTUBHOCTh HCIIOJIb30BaHUS
B npoeccnoHambHON
JIEITENLHOCTHA HEOOX0IUMOI1
JOKYMCHTAIlMM, B TOM YHCJIC Ha
HHOCTPAHHOM SI3bIKE




