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1. O6mas xapakTepucTHKa padoyeil MporpaMmbl U CHUTITHHBI

1.1. MecTO TMCUHMIJIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/ibHOI MPOrpamMMbl
YyeOHass aucnuIuiiHa «J/[oKyMeHTalMOHHOE OOECIICUCHHE YIPABJICHUS» SBISETCS 00sA3aTeIbHOM
yacTbto OO1IenpogeccuoHaNbHOrO IUKIa MPUMEPHOM 00pa3oBaTebHOI MPOrpaMMbl B COOTBETCTBUU

¢ ®I'OC CIIO 1o cnenuaibHOCTH.

Ocoboe 3HaueHHE AUCHUILIMHA UMEET MpU (popMUpOBaHUH U pa3BuTHH 00ImuX KommereHnuii OK 01,

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

1.2. Heab ¥ muiaHupyemble pe3yJbTaThl 0CBOEHM S TUCUUIIJIMHBI:

B pamkxax mporpammbl  y4yeOHOW  IUCHMIUIMHBI  OOYYAIOIIMMHCS  OCBaMBAIOTCA  YMEHUS
Y 3HaHUs
Kon Ymenust 3nanus
IIK, OK
OK 01, [IpumensaTh Ha npakTuke | TepMUHOJOTHIO B OOJIACTH JAOKYMEHTAI[HOHHOTO
OK 02, rOCyIapCTBEHHbIE  CTaHIApTHI, | OOECTIeUeHUs YIIPaBICHHUS,
OK 03, Ipyrue HOpMAaTUBHO- | HopMaTHBHBIE TOKYMEHTHI, periiaMEeHTUPYIOIIIe
OK 04, METOINYECKUE JIOKYMEHTBI, | COCTaBlIeHHE U O(OpMIIEHUE JOKYMEHTAlUU U
OK 05, perlaMeHTUPYIOLIHE MOPSIJIOK €€ 00pabOTKU;
OK 06, OpraHu3aLHUIo [IpaBuna COCTaBJICHUSA u odopMIICHUS
OK 09, JOKYMEHTAllMOHHOT'O OpraHU3aLMOHHO-PACIOPSAUTENbHBIX
[IK 1.2, o0ecrieueHus yrpaBIeHUS; JOKYMEHTOB, BXOJAIIUX B YHU(PUIIMPOBAHHYIO
I1K 1.3. CocraBiATh U IIPABWJIBHO | CUCTEMY  OpPraHU3alMOHHO-PACIOPSAIUTENBHBIX
OQOpMIISITH  OCHOBHBIE  BHUJbI | JOKYMEHTOB, YHUPHUIIMPOBAHHYIO CUCTEMY
OpraHU3alMOHHO- HNepBUYHON y4YETHOM JOKyMEHTallMM B 4YacTu
pacropsAUTENbHBIX TIOKYMEHTOB; | TOKYMEHTALlUU 110 YYETy TPY/a;
Odopmisate  unpopManuonHo- | [Topsaok mpoBeneHUs SKCHEPTU3BI  [IEHHOCTU
CIIPABOYHYIO JOKYMEHTALUIO; JOKYMEHTOB W TOATOTOBKM JI€]1 K apXUBHOMY
Odopmisate KaJpOBYIO | XPAaHEHUIO.
JOKYMEHTAIHUIO; TexHonoruo OpraHu3aluu JOKYMEHTO00O0poTa B
OdopmisaTe IPETEeH3UOHHO- | OPraHU3aIMSIX (YUPEKACHUSAX ).
HCKOBYIO IOKYMEHTALIHIO.
2. CTPYKTYPA U COAEPKAHUE JUCIHUIIJINHbI
2.1. O0bem IMCHMILUIMHBI H BHABI Y4e0HOH padoThl
Bun yae6HO#H paboThI KomnuuectBo yacos
MakcumasnbHas ydyeOHasi Harpy3ka (Bcero) 58
Oos3aTesbHAsI Ay IUTOPHAs YueOHasi Harpy3Ka (Bcero) 54
B TOM YHCJIE:
Teopetnueckoe o0yueHue 18
n1a6opaTOPHBIE U MPAKTUUECKUE 3AHATHS 36
MpaKTH4ecKasi MOAr0TOBKa 34
CamocrosiTesibHasi padoTa o0yuyaromerocs (Bcero) 2
KouncyabTanuu 2
Wrorosas arrectanus B hopme nuddepeHIIMpoBaHHOTO 3a4eTa




2.2. TeMaTH4eCKMii IL1aH U coepKAHNE TUCIHUILIHHBI

OobeMm, akaja. 1/
B TOM 4YHCJIE B

Koapl koMneTeHI i,

HaumenoBanue dopme ¢dopmuposanuio
Copaepxxanne yueOHOro MaTepuaja i (popMbl OPraHU3ALUH AeATETbHOCTH 00y4aI0IIUXCS .
pa3aenoB U TeM NPaKTHYeCKOH KOTOPBIX COCOOCTBYET
MOArOTOBKH, 3J1eMeHT NPOrpaMMbl
aKaj. 4
1 2 3 4
Paznen 1. OCHOBBI JOKYMEHTUPOBAHUS YIIPABJAEHUECKOM JESTEJIbHOCTH
Tema 1.1 IlonsiTHe 0 Coaep:xanue y4eOHOro MaTepuaJia 1 OK 01, OK 02, OK 05,
JAOKYMEHTAllUOHHOM OcCHOBHBIE CBOICTBa JOKYMEHTOB W WX (QYHKIHH B cHUCTeMe ympaBieHus. llorsTue OK 09
ol0ecrieyeHN nokymenra. Madopmanus u noxkyment. Kinaccudukanus 1OKyMEHTOB: TIO BUAY OQOPMIICHNS; K 1.2,TIK 1.3
ylpaBJeHHus, Mo cojepXaHuio; 1Mo (opme; MO0 MPOMCXOKICHHIO; TIO0 CPeACTBaM (HUKCAIMU; MO0 CPOKaM
JOKYMEHTE H c1ocodax | xpaHeHus. MarepuaibHble HOCUTENN HH(OpMAaLHY.
JOKYMEHTHPOBAHMSA [lonstne noxymentupoBaHus. OCHOBHBIE CIOCOOBI JOKyMeHTHpOBaHHA. (OCHOBHBIE
COBpPEMEHHBIC TEXHOJIOTHH, IMPHMEHSIEMble NpPH OpraHu3aliu padoThl C JOKyMEHTaMH B
OpraHM3aluax (YUpeKISHUIX).
Tema 1.2 Copaepxanne yueOHOr0 MaTepHaJia 1
HopmatusHo- HopmatuBHO-IpaBOBBIE ~ aKThl,  pEryjavpylolMe  JOKYMEHTalMOHHOEe  oOecreueHue OK 01, OK 02, OK 05,
npasosas 0a3a yhnpasieHus.  YHUQUKANWS W CTaHAapTU3alds  KaK  OCHOBHBIE  HaIpaBIICHUS OK 09
JOKYMEHTALMOHHOI' 0 COBEpIIIEHCTBOBAHMSI JOKYMEHTOB U JIOKYMEHTAIIMOHHOTO 00eCTIeYeHHs YIIPaBICHNUS. K 1.3
ol0ecneyeHnst [lepeueHbr OCHOBHBIX TOCYIAPCTBEHHBIX CTaHIAPTOB Ha YHU(PHUUHUPOBAHHBIE CHCTEMBI
ynpasJieHHsl nokymMeHTanuu. OCHOBHBIE TOJIOXKEHHUsSI TOCYIApPCTBEHHOM CHCTEMBI JIOKYMEHTALHOHHOTO
obecriedenusi  ynpasineHus. CoctaB  yHU(QHUUUPOBAaHHBIX  CHCTEM  JOKYMEHTALUH:
OpTaHU3aIMOHHO-PACTIOPSIUTEIbHAS, OTYETHO-CTATHCTHYECKAs!, (PUHAHCOBAS U JIp.
Tema 1.3 Cnoco0b1 u Conep:xanue yueOHOro MaTepuasia 1 OK 01, OK 02, OK 03,
NMpaBuWJIa CO3JAHUSA Xapakrtepuctuka, cocraB Hu coxepkanue ['OCTa Ha cucteMy OpraHu3alliOHHO- OK 04, OK 05, OK 06,
JOKYMEHTOB pacrlopsAuTeNIbHOW — JTOKYMEHTalMd.  YHU(PUUIUpOBaHHAs  CUCTEMa  OpraHU3allMOHHO- OK 09
pacnopsiAuTeNnbHON AoKyMeHTauuu. TpeboBaHus K odopmiieHHIO JOKYMEHTOB. Popmyrsp- K 1.2, T1IK 1.3
obpazerr OP/I. [IpaBmita odopmiteHUs peKBU3UTOB, periiaMmeHTHpoBaHHBIX ['OCTom.
B ToM 4mciie npakTHYeCKHX 3aHATHIA 6

[Ipaxtrueckoe 3aaaTue Nel. OdopmiteHre PeKBU3UTOB HAa TOKyMEHTAX.

Paznen 2. OPTAHU3ALIUA CUCTEMBI JOKYMEHTAIIMOHHOI'O OBECIIEYEHU A




Tema 2.1 Odopmiaenne

Conep:xanue yueOHOro MaTepuaJia

OK 01, OK 02, OK 03,

HH(OPMALTHOHHO- XapaKTepHCTHKa U COCTaB CIPaBOYHO-WHPOPMAIIMOHHBIX JOKYMEHTOB (CIIy>KEOHBIX THCEM, OK 04, OK 05, OK 06
CIIPABOYHOM CIIPaBOK, 3asABJICHUH, aKTOB, IIPOTOKOJIOB, NOKJIATHBIX W OOBSICHUTEIHHBIX 3aITHCOK), MK 1.2, 11K 1.3
JOKYMEHTALUH TpeOoBaHUs K UX 0QopMiIeHUI0. [JOKyMEHTHPOBaHUE AESITENbHOCTH KOJJIETHAIbHBIX OPTaHOB.

B Tom unciIe IPaKTHYECKUX 3aHATHI

[Ipaktuueckoe 3ausiTre No2. Ogopmienre HHPOPMALUOHHO-CIIPABOYHOM JOKYMEHTAIINH.
Tema 2.2 Odopmiaenue | Coaep:kanue yueGHOro Mmarepuasa OK 01, OK 02, OK 03,
OPraHu3anMOHHO- OCHOBHbIE TPYIIBl OPraHU3alMOHHO-PACIOPAIUTEIbHBIX JTOKYMEHTOB. XapaKTEpUCTUKA U OK 04, OK 05, OK 06,
pacnopsiauTeIbHO’ COCTaB OPraHU3allMOHHBIX JOKYMEHTOB (yCTaBa, MOJOXKEHHS, MHCTPYKIMH, TOJKHOCTHOMH OK 09
JOKYMEHTALlUH WHCTPYKLUH), TpeOoBaHUs K OPOPMIICHUIO. XapaKTePUCTHKA M COCTaB PACTIOPSIUTENBHBIX K 1.2,TIK 1.3

JOKYMEHTOB (IIOCTaHOBJICHHS, NIPUKa3a, PEIICHUs, PacloOpsDKEHUs, YKa3aHus), TpeOOBaHUS K
1X 0(hOpPMIICHHUIO.

[TonsiTHe MOIMHHYKA, KOIIMH, BBIITMCKH, 1yOnuKaTa. Buapl KOMUi JOKYMEHTOB, 0COOCHHOCTH
3aBCPCHUA KONUM M BBIIIHCOK HOTapHUaJJbHbIMHK KOHTOpaMMW MW OOJDKHOCTHBIMH JIMIIAMU
OpraHu3aLNM.

B ToM umciie npaKkTHYECKUX 3aHATHIA

[paktuueckoe 3ansTre Ne3. OdopmieHre OpraHn3alHOHHO-PACTIOPSAUTEILHON
JIOKYMEHTAaLUU.

Tema 2.3 Odopmiienne
Ka/JpoBoii
JOKYMEHTAM U

Copaepxanne yueOHOr0 MaTepHaJia

3asiBNEHMS U IIPUKA3bI 110 TMYHOMY cocTaBy. JInunas kaprouka ¢popmsl T-2 u nudHbIEe Aena

B ToMm umcie MPAKTUYC€CKUX 3aHATHH

IIpaktuueckoe 3anstre Ne4. OdopmieHne KaIpoBoi JOKYMEHTALIUH.

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

Tema 2.4 /loroBopHo-

Copaepxanne yueOHOro MaTepHuaJia

OK 01, OK 02, OK 03,

npaBoBast [onsitne nmoroopa. OCHOBHBIE pazfenbl OroBOpoB. [lopsmok odopMieHHsS TPYAOBOTO OK 04, OK 05, OK 06
JOKYMEHTalust JIOTOBOPA, JOrOBOPA IOCTABKH, I0I0OBOpa KYIUIA-IIPOJAXKH. K 1.2, T1IK 1.3

B ToM 4mciie npakTHYeCKHX 3aHATHI

[IpakTuaeckoe 3ansarue Ne5. OdopmiieHre 10rOBOPOB.
Tema 2.5 | ConepxxaHue yueOHOro MaTepuasia OK 01, OK 02, OK 03,
IIperen3nonno- OCHOBHBIE DPEKBH3UTHI W TMOPSAOK OQOPMIICHHS TMPETEH3Ui, OTBETOB Ha MPETEH3UIO. OK 04, OK 05, OK 06,
HCKOBast IOpunnueckas cmyx0a, BBIMOJIHSIONIAS NPETEH3MOHHO-UCKOBYIO paboTy Ha NpEANPHATHH. OK 09
JOKYMeHTalus KypHan perucrpaiuu npeTeH3nuu. K 1.2,TIK 1.3

[Nopsnox odopmMieHns NCKOBBIX 3asBICHUN U MPEACTABICHNE UX B APOUTPaXHBIN Cy/.

B ToM 4mciie npaKTHYeCKHX 3aHATHI

[Ipaktuueckoe 3ausTre Ne6. OgopmieHre NPeTeH3HOHHO-UCKOBON TOKYMEHTAIUH.




Pasznea 3 OPTAHU3AIIUA PABOTBI C JOKYMEHTAMM B OPTAHU3ALUAX (YUPEXIEHUAX)

Tema 3.1 Texnosorus | Copep:kanue y4eOHOro MaTepuasia 2 OK 01, OK 02, OK 03,
OpraHu3anuu YmupasneHue u 1eI0Mpon3BoaAcTBO. OpraHu3anuonHbsie GopMbl aenonponsBoacTea. Ciyxoa OK 04, OK 09
JOKYMEHT0000p0Ta B JNOKYMEHTAllUOHHOTO O0ECIeueHHs YNpaBlICHHUs, OCHOBHAs 3a1ada, (QYHKIHUH, THUIIOBbIC MK 1.2,IIK 1.3
OopraHu3anMsx CTPYKTYpHBI, JOJDKHOCTHOM cocTaB. Pernmamenramms pabotel cnyxObr JJOVY. Ilpumepnoe
(yupexaeHHsIX) MOJIOKEHNE O CIyk0e IOKyMEHTallMOHHOTO OOECHeYeHUsl YNpaBleHUS M JOJDKHOCTHBIE

HHCTPYKLIUH.
Tema 3.2 Ocodennoctu | Comep:kanue yueOHOro Mmarepuasa 2 OK 01, OK 02, OK 03,
Agenonpou3BoiacTsa no | [loHsaTtus mpeiokeHus, 3asBlICHUS W XKanoObl. IlpueM W perucTpamus MUCEM TpaxKIaH. OK 04, OK 05, OK 06,
oOpaleHusiM rpaxigal | PaccmoTpenne u pa3penieHue miceM, CpoK pacCMOTpeHHs. AHAIHU3 MTUCEM TpasKaaH. OK 09
1 KOHpuAeHIHAJIBHOr0 | KoHumeHnmansHoe Ienmonpon3BoacTBO. ['pud orpaHnmyeHwss moctynma K JIOKYMEHTY. K 1.2, TIK 1.3
JeJI0TPOU3BOACTBA ABTOMaTH3UPOBAaHHbIE CHUCTEMBI pabOTBl ¢ JoKymMeHTamu. CpencTBa H3rOTOBJIEHUS,

KOIMPOBaHUS U Pa3MHOXEHHUS TOKYMeHTOB. Opranuzaius pabouux MecT.

B ToM yHc/Ie MpaKTHYECKUX 3aHATHIA 2

[IpakTidaeckoe 3anstue Ne7. Odopmienne odpaiieHuit rpaKaaH.
Tema 3.3 Coaep:xanue y4eOHOro MaTepuaJia 2 OK 01, OK 02, OK 03,
Cucremaruzanms [onsitne mokymentroobopora. OOmIMe NPHHIMUIB OPraHU3aluh JTOKYMEHTOO0OPOTa, €ro OK 04, OK 09
JIOKYMEHTOB, OCHOBHBIE DJTamlbl: TMpUEeM U TMepBUYHAs O0OpabOTKa JIOKYMEHTOB; pacIpeeleHne K 1.2, 11K 1.3
(popmupoBanue ux B MOCTYMUBIIUX JOKYMEHTOB; PErHCTPALUsl JOKYMEHTOB U IPEIBAPUTEILHOE UX PACCMOTPEHHE;
Jeja U nepegaya B paccMOTpeHHne JOKYMEHTOB PYKOBOJICTBOM OpraHM3aluy (YUpeKIeHHs) U HalpaBJIeHHE UX Ha
apXuB OpPraHM3aluN WCTIOJIHEHNE; HCIIONHEHNE W KOHTPOJIb 3a HCIONHEHHWEM JOKYMEHTOB; TEKyIlee XpaHeHHE

JIOKYMEHTOB.

Howmenknarypa nen. O6pabotka aemn Ui HOCIEAyIOMEro XpaHeHus. DKCIepTH3a IEHHOCTH

JOKYMEHTOB, 0(hopMIIEHHE €], CocTaBleHne onucel. Crraua e B apXuB.

CamocrosiTenpHas pabora )

IMoaroroBka k mudpepeHIINPOBAHHOMY 3a4ETy
Koncynbranuu 2
[IpomesxyrouHast arrectauus B popme nudpepeHInpoBaHHOTO 3a4eTa
Bceero: 58




3. YCJIOBUA PEAJIM3ALUU TPOT'PAMMBI JTUCLHUIIJIMHBI

3.1. TpeboBanusi K MUHUMAJIBLHOMY MaTePUAJbHO-TEXHUYECKOMY 00ecredeHH 0
VYyeOHast OUCHMIUIMHA peanusyercs B yueOHoM kabunere. OGopynoBanue yuyeOHOro kaOuHera:
Moca0uHbIe MecTa o0yJaroluxcs, padouee MeCTo ImpenogaBarens, yaeOHas JocKa.
Texuuueckue cpeacrTBa OOydeHHs: MYJIbTUMEIUHHOE O00OpyHOBaHHME (ayJUOBHU3YallbHBIE U
KOMIIBIOTEPHBIE CPEJICTBA C JIUIICH3NOHHBIM MPOTPaAaMMHBIM 00ECIICUEHUEM).
OcBoeHue MUCHUIUTUHBI MHBAJTUAAMH U JIMIAMH C OTPAHUYCHHBIMH BO3MOXKHOCTSIMH 37I0POBBS
OCYIIIECTBIISICTCS C HCIIOJIb30BAHUEM CPEJICTB 00yUeHHUs OOIIEro U CrieluaibHOr0 Ha3HAYCHHUS:
— JIGKIMOHHAs AayAUTOpUS — MYJIbTHMEIUIHOE 000pylOBaHHE, HMCTOUYHUKU NHTAHUS JUIS
WHAUBUAYAIbHBIX TEXHUUECKUX CPEJICTB;
— yueOHast ayIuTOPHsI U IPAKTUYECKUX 3aHATUN (CEMHUHAPOB) — MYJIbTUMEIUIHOE 000PYI0BaHHE;
— yueOHas ayauTOpHUsl Ui CaMOCTOSATENbHOM paboThl — CTaHAapTHbBIE paboune MecTa C
NEPCOHATBHBIMHA KOMIIBIOTEPAMHU.

B kxaxnoii aynutopuu, rie 00y4aroTcss HHBAIH/IBI U JIUIA C OTPAHMYEHHBIMUA BO3MOXXHOCTSAMU
3JI0pOBBsI, TPEAYCMOTPEHO COOTBETCTBYIOIIEE KOJIMYECTBO MECT Ui OOYYaroIUXCS C Y4eTOM
OTPaHUYEHUH UX 3I0POBBSI.

B yuebHbIe ayauTopun obOecriedyeH OeCHpernsITCTBEHHBINH TOCTYN I 00ydYarolmuXcsl HHBAIUIOB H
00y4aroIInXCsl ¢ OTPAaHUYEHHBIMH BO3MOXXHOCTSAMU 3/I0POBBSI.

3.2 Undopmanuonnoe odecneyenue 00yueHus

Ilepeyenb yueOHbIX n3aannii, UHTEpHET-pecypcoB, 10NOJTHUTEIbHOM JUTEPATYPbI

3.2.1. OcHOBHBIE IEYATHBIE U3TAHUS

1.  Kysznenos, U.H. JlokymeHTannoHHoe oOecriedeHue ympasieHus. JlOKyMEHTOOOOpOT W
JICTTOTIPOU3BOJICTBO : YYCOHHUK M TMPAKTHKYM JUIsI CPEAHEro MpodecCHOHAIbHOTO 00pa3oBaHus /
W. H. Ky3nenoB. — 4-e wuszn., mepepad. u gomn. — Mocksa : MznatensctBo HOpaiit, 2023. —
545 ¢. — (ITpodeccuonanbroe oopazoanne). — ISBN 978-5-534-16004-8.

2.  bacakos, M. U., JlokyMeHTaIMOHHOE 00ECTICUSHHE YIIPABICHUS (C OCHOBAMH apXUBOBEICHHS)
: yuebHoe nocobue / M. U. bacakoB. — Mocksa : KuoPyc, 2023. — 216 c. — ISBN 978-5-406-
11367-7. — URL: https://book.ru/book/948724 (nara oOpamenus: 26.06.2023). — Tekcr :
JJIEKTPOHHBIN.

3.2.2. OcHOBHbIE 3JIECKTPOHHbIE U3IaHUS

1. Bapwmynn, B. B., [lokymenTanuonHnoe obecrnieuenue ynpasienus : yueOuuk / B. B. Bapmyn.
— Mocksa : Octumus, 2022. — 271 c¢. — ISBN 978-5-4365-8902-2. — URL:
https://book.ru/book/942707 (nata obpamenus: 26.06.2023). — TeKcT : 37IeKTPOHHBII.

2.  Kopnees, U. K. JlokymMeHTallMOHHOE OOECIIeUeHUE YMPABJICHUS | YYCOHUK U MPAKTUKYM ISt
cpenuero npodeccuonaabHoro obpaszoBanus / 1. K. Kopnees, A. B. ITmenko, B. A. Mamnypies. —
3-¢ wu3n., mepepad. u gom. — MockBa: M3parensctBo FOpaiit, 2023. — 438 c. —
(ITpoeccuonansuHoe oOpazoBanue). — ISBN 978-5-534-16002-4. — TekcT : 3MEeKTPOHHBIA //
O6pazoBarenpHas miarpopma [Opaiit [caiit]. — URL: https://urait.ru/bcode/523611 (mata
obparmenus: 26.06.2023).

3. KysmenoB, M. H. JokymeHnraimonHoe oOecriedueHre yrpasieHus. JloKymMeHTOOOOpoT u
JICTTOTIPOU3BOICTBO : YUCOHUK M TMPAKTHKYM JUISI CPEAHEro MpodecCHOHaIbHOro 0o0pa3oBaHwus /
W. H. Ky3neuoB. — 4-e wu3n., mepepad. m gom. — Mocksa : M3parensctBo IOpaiit, 2023. —
545 c. — (IIpodeccuonanbuoe obOpazoBanue). — ISBN 978-5-534-16004-8. — Tekct
AIIEKTPOHHBIN /1 Ob6pa3zoBarenbHas iatdopma IOpaiit [caiT]. — URL:
https://urait.ru/bcode/523613 (nara obpamenus: 26.06.2023).

4.  Kysnenosa, 1. B. JlokymeHTarmonHoe oOecrieueHre YIpaBieHUs : ydeOHOe mocooue ist
CIIO / N. B. Ky3nenona, I'. A. Xauatpsia. — 2-e¢ u3a. — Capatos : [IpodoOpazoBanue, Ait [Tu Dp



Menua, 2019. — 166 ¢. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — TeKcT : 3IEKTPOHHBIN
/I DnexTpoHHBIN pecypc mudpoBoit oopazosatenbHOi cpeasl CITO PROFob6pa3oBanue : [caiit]. —
URL: https://profspo.ru/books/80326

5. Illysamoma, H. H. JloxymeHTalioHHOE OOecrieueHHE YNpPaBICHHS : YIYCOHUK M MPAKTHKYM

st cpenHero mpodeccuoHanbHoro obpaszosanusi/ H. H. lllyBanoBa. — 3-e¢ wm3n., mepepab. u
nor. — Mocksa : U3natensctBo FOpaiit, 2023. — 247 c. — (IIpodeccuonansaoe oOpa3oBanue). —
ISBN 978-5-534-16538-8. — Tekcr : anekrponnsiii // O0pazoBarenbHas miaTdopma FOpaiiT [caiit].
— URL: https://urait.ru/bcode/531240 (nara obpamenus: 26.06.2023).

3.2.3. JlonoTHUTEIbHbIe HCTOYHUKHU

1. AnpOOM NIEpBHYHBIX JOKYMEHTOB: DiekrponHas kuura (1 CD).- M.: U]] «PaBHoBecue».-
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1. KOHTPOJIb 1 OHEHKA PE3VJIbTATOB OCBOEHMUS JNUCLHUIIJIMHBI

KOHTpOJIb n OIlCHKAa pe3yJ'IBTaTOB OCBOCHUA JUCHUITIINHBI OCYI]_IGCTBJ'ISIGTCH
mpernojaBaTelieM B IMpoIlecce MPOBEACHHS MPAKTUYECKUX 3aHITHH M J1ab0paTopHBIX padoT,
TeCTI/IpOBaHI/ISI, a TAaKXXC BBIITOJITHCHUS 06y‘-IaIOH_[I/IMI/IC$I I/IH)II/IBI/II[yaJ'II)HI)IX 33}13HI/II71, HpO@KTOB,
HUCCIICIOBAHUM.

Pe3yabTaThl 00yUeHHs | Kputepun oueHku | MeToabl OLleHKH
Ilepeuens 3HaHMI, OCBAWBAEMBIX B PAMKAaX JUCITUILINHBI
Tepmunosorust B obnactu | -  odopmileHHEe  JOKYMEHTOB UM pEUICHHUE | - 9KCIIEPTHOE
JIOKYMEHTAI[HOHHOTO MPaKTHYECKUX  CHUTyalluid C  HOPMAaTHUBHBIM | HaOIOJEHHE
oOecriedeHus yIpaBleHus; | MPaBOBBIM OOOCHOBaHHUEM; BBITIOTHEHHUS
HopMaTuBHBIE TOKYMEHTBI, | - HCIOJB30BAaHUE PA3IMUYHBIX NCTOYHUKOB, BKJIIOYAs | IPAKTHUECKUX
perIaMeHTHPYIOIINE 3JIEKTPOHHBIE PECYPCHI, MeAua pecypcebl, UHTEpHET- | 3amaHuid,
COCTaBJICHHE u | pecypcel, MEPUOTNICCKUC U3aHus 10 | - OUEHKa IO UTOram
odopmIeHHE CINCMHAIBHOCTH UL PCIICHHsST NPO(ECCHOHANBHBIX | yeTHOro ompoca
JOKyMEHTAIMM U Topsok | 3848t CTYJ/ICHTOB,
ee 06PaBOTKH; - JIEMOHCTDAIlMs OTBETCTBEHHOCTH 3a NPHHATBIC | . pagmonenne 110
Ilpasuna cocranenms u | PELICHUA, 00OCHOBAHHOCTb ~ CaMOAHANHM3a M | prooo
odopMITeHHS KOPPEKLHs PE3yJIbTATOB COOCTBEHHOW PabOTHI; TeCTHPOBAHNS,
OpTaHW3AIHOHHO- - HCIONIB30BAHUE 3aKOHOMATENILHBIX M HOPMATUBHO- | _ (nepya B mporecce
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paciopsAUTETbHBIX MIPaBOBBIX aKTOB npu IUIAHUPOBAHUH | TIPOBEICHUS
JIOKyMEHTOB, BXOJSAIIUX B | MPEANPUHIMATEIHCKON JIeSITEeIIbHOCTH B | IPOMEXYTOUHOM
YHU(DUIHPOBAHHYIO npodeccuonansHol cdepe; aTTeCTaluu.
CHUCTEMY OpTraHM3aIMOHHO- | - JEMOHCTpAIUsd 3HaHWii B 001acTH (hUHAHCOBOM
paciopsAUTENbHBIX TPaMOTHOCTH;
JIOKYMEHTOB, - KOHCTPYKTHBHOCTH B3aMMOJCHCTBUS c
YHHPHUIIUPOBAHHYIO OoOy4arolMMHKCS,  TPEnofaBaTesiMd B XOJIE
CHUCTEMY NEPBUYHON | 0OydeHus, PYKOBOIUTEISIMU yaeOHOU 51
YYETHOM JOKyMEHTAllMd B MPOU3BOJICTBEHHOM MPaKTHK.
HacTu  TOKYyMCHTAaUMM IO | -coQmroneHre HOpM MpoQeccHoHaTbHON STHKH;
Y4€Ty TpyAd, — TMOCTpOCHHE MPO(ECCUOHATBHOTO OOIICHHUS C
Hopsinox IPOBEACHHA | yyeTOM COLMANTBHO-PO(ECCHOHATHLHOIO CTaTyca,
SKCIICPTU3BI LUCHHOCTH | CUTyallud OOILICHHSA, OCOOCHHOCTEH TpyHmbl U
JOKYMCHTOB W IOATOTOBKU | MHAWBUAYAJIbHBIX OCO6CHHOCTCI>'I Y4aCTHHUKOB
Jie K ApXUBHOMY | KOMMYHUKALIUM;
XPaHEHHUIO. - TPaMOTHOCTH YCTHOH M MMCEMEHHON peyH;
TexHoiorusa OpraHu3auuu | - O(I)OpMJICHI/IC JOKYMCHTOB B COOTBCTCTBHU C
JOKyMEHT0000poTa B | [OCTowm;
OpTaHM3aIHIX - ICHOCTH (DOPMYITHPOBAHUS U H3II0KEHUS MBICIICH;
(YupexaeHuUsX). - MPOSIBIIEHNE TOJIEPAHTHOCTH B TIPOIIECCe OOIIECHUS;

- co0ro/ieHre HOPM TOBECHHUSI BO BpEeMsl Y4eOHBIX

3aHSITHI;

- CcOONIoZIeHre CTaHIAPTOB AHTUKOPPYNIIHOHHOTO

MTOBE/ICHUS;

- coOJIIOTaeT HOPMBI PKOJIOTHUECKON O€30I1aCHOCTH;

— OTpeeNseT HampaBJICHHUS PECypcocOEpEeKeHUs B

pamMkax TpodeccHOHaNbHON  JEATEIBHOCTH 110

CHEINATFHOCTH;

- 3(¢eKTUBHOCT,  HCIIONB30BAaHUS  CPEICTB

¢bu3nveckoil  KynbTyphl JJS  COXpaHEHHS |

YKPEIUICHUS 3JI0POBBS B nporecce

npoecCHOHaIbHON JEeATETbHOCTH U TOJICPKAHUS

HE00X0IUMOT0 YPOBHS (huznueckoit

[TOAITOTOBJICHHOCTH;

- 3¢ (HeKTUBHOCTH UCTIOTb30BAHUS B

npoecCHOHaIbHON JIEeATENFHOCTA HEOOXO0IUMOM

JOKYMCHTallM1, B TOM 4YHCJIC HA MHOCTPAHHOM A3BIKC
Hepequb YMCHI/Iﬁ, 0CBanBa€MbIX B paMKaxX NUCIUITIIIMHBI
[lpumenars Ha mnpakTuke | -  odopmiieHME  TOKYMEHTOB M pEIICHHE | - 9KCIEPTHOE
TOCYJapCTBCHHBIC MPAKTUYCCKUX CI/ITyaHI/Iﬁ C HOPMAaTHBHBIM Ha6.]'IIO)IeHI/Ie
CTaHapThl, JIpyTHE | IPABOBBIM 0OOCHOBAHUEM; BBITIOJTHEHHUS
HOpPMaTHBHO- - UCTOJIb30BAaHUE PA3INMYHBIX HCTOYHUKOB, BKIIFOUAs | IPAKTHYECKUX
METOIMYECKUE JOKYMEHTHI, | JJIEKTPOHHBIE PECYPCHI, Meaua pecypchl, MIHTepHeT- | 3amanuii,
periaMeHTHpYIOIIrE peCypchl, MEPUOANICCKUC H3TaHNsA IO | - oIEHKA MO HMTOraM
OpraHu3aLHIO CICIHAIBHOCTH Ul PCIICHHUsST NPO(ECCHOHANBHBIX | yeTHOro ompoca
JOKYMEHTAIIMOHHOTO 3anaq CTYJICHTOB,
O6CCHG‘IGHI/IH YIPaBIEHHUS; - JOCEMOHCTpanusaA OTBETCTBEHHOCTU 3a IIPUHATHIC | _ Ha6J'IIO,Z[CHI/I€ o
CocTaBnsTh M mpasmbHO | PEIICHNA, 00OCHOBAHHOCTb ~ CaMOAHANHM3a M | prooo
oOpMISTH ocHOBHEIe | KOPPEKLIHS PE3yJIbTAaTOB COOCTBEHHOM paboThI; TeCTHpOBAHHS,
BHIEL opranmsaruonno- | - MCTIOTb30BAHNE 3aKOHOMATEMBHBIX M HOPMATHBHO- | _ iapica B miporiecce
PACTIOPSTUTENBHBIX MIPaBOBBIX aKTOBu npu TIAHUPOBAHUH | popenenust
JIOKYMEHTOB; MIpe AMPUHUMATEIbCKOM JIeSITEeIIbHOCTH B | [POMEXKYTOUHOI
ObopmsTh npodeCCHOHANTEHOM cdepe; aTTECTaIHH.
HHGbOPMAIHOHHO- - JIEMOHCTpanus 3HaHWUN B o0macTu (pUHAHCOBOU

IPaMOTHOCTH;




CIIPaBOYHYIO
JOKyMEHTAIIHIO;
OdopmasaTs KaJIpOBYIO
JOKYMEHTAIIHIO;
OdopmiaTh
HPETEH3NOHHO-MCKOBYIO
JIOKyMEHTAIIHIO.

- KOHCTPYKTUBHOCTB B3aNMOJICHCTBHSA c
o0yJalmuMucs, NpernojaBaTeNsiIMH B XOJe
o0OyueHwus, PYKOBOAHUTEISIMH yaeOHOH u
MPOU3BOJCTBEHHON MPAKTHK.

-co0Ir0IeHNe HOPM MTPOECCUOHATBHON STHKY;

— TOCTpoeHHe NpO(EeCcCHOHATBHOTO OOILIEHUs C
YUETOM COLMAIbHO-TIPO(EeCCHOHATBHOTO  CTaTyca,
CUTyalluul OOIIeHWs, OCOOCHHOCTEH TPYIIBI U
WHAWBUAYaIbHBIX ~ OCOOCHHOCTEH  YyYaCTHHKOB
KOMMYHHKAIINY;

- TPaMOTHOCTb YCTHOH U MHUCbMEHHOU peuy;

- odopmileHHE JOKYMEHTOB B COOTBETCTBHH C
I'OCTowm;

- ICHOCTH (POPMYITHPOBAHUS U M3JIOKEHHS MBICIICH;

- IPOSIBJICHHE TOJIEPAHTHOCTHU B MIPOLIECCE OOIICHHUS;
- coOmro/ieHre HOPM TIOBEZICHHUSI BO BpeMsl Y4eOHBIX
3aHSITHI;

- COOJIOJICHNE CTaHAAPTOB AHTUKOPPYIIIHOHHOTO
TIOBE/ICHHS;

- cOOJTI0IaeT HOPMBI PKOJIOTHYECKON 0€30MaCHOCTH;

— OIpeneNnsieT HampaBJeHUs pecypcocOepekeHus] B
pamMkax TpodecCHOHaTbHON  JEATEIBHOCTH  TI0
CTICIIATBHOCTH;

- 3(¢eKTUBHOCT,  HCIOIB30BAaHUS  CPEICTB
(u3MYeCKO  KyJNbTYpbl JUIS  COXPAaHCHUS U
YKpeTUIeHUS 3I0POBBS B nporecce
po(eCCHOHANBHOM JEeSTEILHOCTH M IMOJICPKaHHS
HEO0XO0IMMOTO YPOBHS (uznveckoit
MOJITOTOBJIEHHOCTH;

- 3¢ (HeKTUBHOCTH UCTIOTb30BaHHS B
npo(eCCHOHABHOIN  IeSITENIFHOCTH  HEOOXO0IMMOM
JOKYMCHTallM1, B TOM 4YHCJIC HA MHOCTPAHHOM A3BIKC




