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1. OBILASI XAPAKTEPUCTUKA PABOYEN TPOrPAMMbI YUEBHOIA
JUCLUIINHDBI
«OI1.06 JOKYMEHTALIIMOHHOE OBECIIEYEHUE YIIPABJIEHUSI»

1.1. MecTo ucuMIJIMHbI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/IbHOM IPOrpaMMBbl

VYyeonas mucuuminaa OI1.06 JlokymeHTaIlmoHHOE oOecrieueHre yIpaBlICHUs SBISICTCS

00s13aTeNbHOM YacThI0 00LIeTPOdECCHOHATBHOIO HUKIIA TPOrPaMMBbI TOATOTOBKH CIIELUATNCTOB
cpennero 3BeHa B coorBeTcTBUU ¢ PI'OC CIIO no cnenuansuoctu 40.02.04 FOpucnpyaeHuus.

Oco0oe 3HaueHUe TUCIUILUIMHA UMeeT Npu (GOPMUPOBAHUU M PA3BUTUHU OOIIMX KOMIIETEHIIUI

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

1.2. He.]'lb H INIAHUPYEMBIC PE3YyJbTAThI OCBOCHUA TUCHUIIIMHBI:

B pamkax mporpammbl y4eOHOW IUCHHUILIUHBI OOYYaIOIIMMUCS OCBAaMBAIOTCS YMEHMS

U 3HaHUsA
Kon YMmenust 3HaHHuA

IIK, OK
OK 01, [IpumensaTs Ha npaktuke | TepMuHOIOTHIO B obnacTu
OK 02, roCyJ1apCTBEHHBIE CTaHJIapThl, | TOKYMEHTAIHOHHOTO obecrniedeHus
OK 03, JIpyrue HOPMATHUBHO-METOJIMYECKHE | YIPABIICHUS,
OK 04, JIOKYMEHTBI,  pernameHtupyomue | HopmatusHbie JOKYMEHTHI,
OK 05, OpraHu3alU0 JOKYMEHTAMOHHOTO | PETJIAMEHTUPYIOLIHE  COCTaBJICHUE U
OK 06, oOecrieueHus yrpaBlIeHUs; oopmieHHe OKYMEHTALUU U MOPSAIA0K
OK 09, CocraBnAaTth u IpaBUWIBHO | ee 00pabOTKH;
IIK 1.2, opopMIATH OCHOBHBIE Buzbl | [IpaBuna cocraBineHus u odopmieHus
I1K 1.3. OpraHU3alMOHHO- OpraHN3alMOHHO-PACIOPSAUTEIbHBIX

pacnopsAauTCIbHBIX JOKYMCHTOB,

OdopmnsaTe MH(pOPMaIIMOHHO-
CIPAaBOYHYIO JOKYMEHTAIUIO;
OdopmnsaTe KaJIpOBYIO
JIOKYMEHTALUIO;

OdopmitsaTh IIPETEH3HOHHO-

HCKOBYIO NOKYMCHTAIHIO.

JIOKYMEHTOB,
YHUPHUIMPOBAHHYIO
OpraHN3alMOHHO-PACIOPSAAUTEIbHBIX
JIOKYMEHTOB, YHU(PUIUPOBAHHYIO
CUCTEMY [IEPBUYHON Y4ETHOU
JOKYMEHTAllud B YaCTH IOKYMEHTAallUU
10 y4YeTy TpyAa;
ITopsmox  mpoBeneHus

BXOJSAIINX B
CUCTEMY

HKCIEPTHU3BI
[IEHHOCTH JIOKYMEHTOB M IOJTOTOBKH
JIeT K apXHUBHOMY XPaHEHUIO.

TexHomoruro OpraHu3auu
JIOKyMEHTOOOOpoTa B

(YupexneHusx).

OpraHu3aIUAX




®opmupyeMble TUYHOCTHBIE Pe3yJIbTAThI:

OCOSHaI-OI_HI/Iﬁ ce0s IrpaXaiaHuHOM U 3alllUTHUKOM BEJINKOM CTpaHbl

JIP 1

[IposiBnAOIMK  aKTUBHYIO TPAXKIAHCKYIO IIO3HMLMIO, JEMOHCTPUPYIOLIUN
IIPUBEPKECHHOCTh ~ IIPUHIMIIAM  YECTHOCTH, IOPSAOYHOCTH, OTKPBITOCTH,
SKOHOMUYECKH aKTUBHBIM U YYACTBYIOIIMI B CTYACHUYECKOM U TEPPUTOPUAITIEHOM
CaMOYIPAaBJICHUU, B TOM YHKCJIE Ha YCJIOBUAX TOOPOBOJIBYECTBA, MPOAYKTHBHO
B3aUMOJICCTBYIOIIMI W  YYacCTBYIOUIMH B JEATEIBHOCTH OOIECTBEHHBIX

OpraHu3aun

JIP 2

Cobmroparonuii HOpMbI IPABONOPSAIKA, CIEAYIOUIMHA HJealaM TpakIaHCKOIo
obmiectBa, obecriedeHust Oe30MacHOCTH, TpaB M CBOOOJ TrpaxngaH Poccum.
JlosanpHBI K yCTaHOBKaM U IPOSIBICHUSAM NpPEJICTaBUTENEH CYOKYJIbTYp,
OTIMYAIOIIMNA MX OT TPYII C JECTPYKTUBHBIM U JIEBUAHTHBIM I1OBEJCHHUEM.
JIeMOHCTpUpYIOIIMKA HENpUATHE U MNPEAYNPEKJAOUIMI COLUAIBHO OIAcHOe

MMOBCACHHUEC OKPYKAOMIUX

JIP 3

[TposBIISIIOIINIM ¥ IEMOHCTPUPYIOIIMN YBAXKECHHUE K JIOISIM TPY/Ja, OCO3HAKOIIUN
[EHHOCTh CcOOCTBeHHOTrO TpyAa. CTpemsuiuiicss K (OPMUPOBAHUIO B CETEBOM

cpeac JIMYHOCTHO U HpO(beCCHOHaHLHOFO KOHCTPYKTUBHOT'O ((I_II/I(I)I)OBOFO ciacaa»

JIP 4

JleMOHCTpUpYyIOIMI TPUBEPKEHHOCTh K POJHOM KYyJIbTYype, HCTOPHYECKOU
namsaTH Ha OcHoBe o0BM K PonmHe, pogHoMy Hapoay, Maioil pojauHe,

MNPUHATHUIO TPAJAUTTHOHHBIX LIEHHOCTEH MHOTOHAIIMOHAJIBHOI'O Hapozaa Poccun

JP S

Oco3HaMMi TPUOPUTETHYIO IIEHHOCTh JMYHOCTH YEJOBEKAa; YyBaKaloUUl
COOCTBEHHYI0 M YYXXYIO YHHKaJIbHOCTh B Pa3JIMUHBIX CHUTYyaIUsX, BO BCEX

Q)opMaX N BUAAX JCATCIIbHOCTH.

JIP 7

CoOmroaromii ¥ TpOIaraHAupYOMUA MpaBuia 30pOBOTO U 0€301acHOTO
obpaza JKHM3HH, CIOPTa;, NPEAYNPSKIAOMUNA JMOO0  TPEOIOJICBAOIITHI
3aBUCHUMOCTH OT aJKOTOIsl, Tabaka, MCUXOAKTUBHBIX BEIIECTB, a3apTHBIX UTP U
T.1. COXpaHSAIOMUN TCUXOJIOTHYECKYI0 YCTOMYMBOCTh B CHUTYaTHBHO CIIOKHBIX

NN CTPEMUTCIIBHO MCHAIOMIUXCA CUTyallusIX

JIP 9

3a0oTsmuiics O 3aluTe OKpY)Kawolled cpeabl, COOCTBEHHOM U dYyxXou

0€30I1aCHOCTH, B TOM UYHuCIIe IUPPOBOI

JIP 10

[IpyuHUMarOMMii  CeMEWHBIE IIEHHOCTH, TOTOBBIA K CO3JaHUI0 CEMBU H
BOCIIUTAHUIO JIETEH; TEMOHCTPUPYIOIINI HEIPUATHE HACUIIUSI B CEMbE, YX01a OT
POAUTENBCKON OTBETCTBEHHOCTH, OTKa3a OT OTHOIIEHUN CO CBOMMHU JAETBMHU U UX

(rHAHCOBOTO COAEpPIKaHUS

JIP 12




JIeMOHCTpUPYIOIIUYA TOTOBHOCTh U CIIOCOOHOCTH BECTH JHANOT C

JIPYTUMH JIFOABMH, TOCTUTATh B HEM B3aMMOIIOHUMAaHHUsS, HAXOJUTh OOIIUE LIEIH JIP 13
U COTPYJIHUYATH JUISl UX JOCTHXKEHUS B IPO(EeCCHOHAIBHON AeATeNbHOCTH
[IposBisifoluii  rpaXJaHCKOE€ OTHOLIEHME K  INpodeccHoHaNIbHOM
JEATCIIBHOCTH KAk K BO3MOXHOCTH JIMYHOIO  y4acTUs B  PEIICHUU JIP 15
0O0IIECTBEHHBIX, TOCYAAPCTBEHHBIX, OOIIEHAIMOHAIBHBIX IPOOIIeM
CopelictByromuii (D OPMUpPOBAHMIO  IOJIOKUTEIbHOIO  o0Opa3a u
JIP 16
HOJ/IEP>KaHUIO MpecTU’ka cBoel nmpodeccun
Bemonustomuit  npodeccoHanbHBIE  HaBBIKM B cdepe  mpaBa
JIP 17
COLIMAJIBHOT0 00ecreueHust
I'oToBBIN K mpodeccHoHabHOW KOHKYPEHIIMH, OCBOCHUIO HOBBIX (hopm
. JIP 19
TPYIOBOH JEATEIBHOCTH
CriocoOHBIN BBIABUTATH albTEPHATUBHBIE BAPUAHTHI AEHCTBUM C LIEIbIO
JIP 20

BLIpa6OTKI/I OIITUMAJIbHBIX peI_HCHI/Iﬁ




2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIUILIAHBI
2.1. O0beM yueOHOI IMCUMIIMHBI M BUABI Y4eOHO0#l padoThI

Buna yueOHoii padoThl O0bem B yacax

O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM JMCIHUIITHHBI 48

B T.4. B opMe NPAKTHYECKOH MOATOTOBKH 18

BT. 4.:

TEOpETHYECKOe 00yUeHne 22
IPAKTUYECKUE 3aHSITUS 18
Camocmosmenvnas paboma 8

JuddepennmanbHpIi
IIpomeskyTouHas arrecTaums
3a4er




2.2. TeMaTH4yeCKMil IJIAH U COAEPKAHME YUeOHOM JUCHMIIIIHHBI

Oo0bem, akaj.
g/
B TOM 4YHCJIE B

Koapl kommneTeHIuii,

HaumenoBanmue Conep:kanue yueOHOro marepuasa u GopmMbl OpraHu3amum bopye ¢dopmupoBanuio
pa3iesIioB H TeM AeATEeJIbHOCTH 00y4aroIuxcs .. | KOTOPBIX CIIOCOOCTBYET
HPARTIFCCRON | rement NPOrpaMMsbl
NOATOTOBKH,
akaji. 4
1 2 3 4

Paznea 1. OCHOBBI JOKYMEHTHUPOBAHUS YIIPABJIEHYECKOM JEATEJIBHOCTH
Tema 1.1 IlonsaTne o | Cogep:kanue yueOHOro MaTepuaJia OK 01, OK 02, OK 05,
JOKYMEHTAIMOHHOM | OCHOBHBIE CBOWCTBA JOKYMEHTOB U MX (PYHKIIMU B CHUCTEME YIpPaBICHUS. OK 09
odecreyeHN N [Tonstue npoxkymentra. HWudopmamus u gokymeHT. Krnaccudukarus IIK 1.2, 11K 1.3
ylpaBJ/ieHHusl, JOKYMEHTOB: 10 BHJY O(OpPMIIEHHUS; MO cOAepXk aHHIO; MO (opme; MO
JAOKyMeHTe u IMPOUCXOXKICHNIO; MO0 cpeAcTBaM (UKcallMM; IO CpOKaM XpaHEHUS. 9
cnocodax MarepuanbHble HOCUTEIN UH()OPMAIIHH.
noxkymenrupoBanusi | [lonarue noxkymeHTHpoBaHusi. OCHOBHBIE CHOCOOBI JOKYMEHTHPOBAHUSI.

OcCHOBHBIE COBPEMEHHBIE TEXHOJIOTMH, NPHUMEHSEMBIE IPH OPraHU3alnu

paboThI ¢ JOKYMEHTaMH B OpraHu3alusaX (YUpekIeHHIX).
Tema 1.2 Copepxanue yueOHOro MaTepuasa
HopMmatusHo- HopmaTtuBHO-IpaBOBBIE  aKThl,  PETYIHPYIOIIHAE  JOKYMEHTALMOHHOE OK 01, OK 02, OK 05,
npasosas 0a3a oOecrieueHre ynpasiieHUs. YHUUKALMSI U CTaHIAapTU3AIMs KaK OCHOBHBIE OK 09
AOKYMEHTAIHOHHOI'0 | HAllpaBJICHUS COBEPLICHCTBOBAHMUS JIOKYMEHTOB M JOKYMEHTAllMOHHOTO IIK' 1.3
odecneyeHus oOecrnieyeHus yrnpaBIeHUs.
ynpaBJieHUS [TepeyeHb OCHOBHBIX TOCYAAPCTBEHHBIX CTaHAAPTOB Ha YHU(DULIMPOBAHHbIE 2

CUCTEMBl  JOKyMeHTanuu. (OCHOBHBIE TIOJOXKEHUS TIOCYIapCTBEHHOMN
CHUCTEMBl  JIOKyMEHTallMOHHOTO  oOecrmeuenus ynpaienus. CocTas
YHU(DUIUPOBAHHBIX CUCTEM JOKYMEHTALUHU: OpraHU3alMOHHO-

pacnopsiAuTeNabHasi, OTYETHO-CTaTUCTHYECKasl, PUHAHCOBAs U 1.

Tema 1.3 Cnoco0nI u

Conep:kanue y4eOHOTr0 MaTepuaJa

OK 01, OK 02, OK 03,




nmpasBuJjia Co31aHusl
AOKYMEHTOB

Xapakrepuctuka, cocraB u  coxepkanne I'OCTa Ha  cucremy
OpraHU3alMOHHO-PACTIOPSAUTEIBHON JTOKYMEHTAMH. Y HU(DUIIMPOBAHHAS
CUCTEMa OPraHU3alMOHHO-PACTIOPSIIUTEIBHON JOKyMeHTaruu. TpeboBaHus
K odopmieHHIO JTOKyMeHTOB. Dopmymsp-obpaseny OPJl. Ilpasuia
odopMIIeHUs pEKBU3HUTOB, perjaMmeHTupoBaHHbIX [[OCTom.

IIpakTnueckoe 3ansitue Nel.
OdopmieHne peKBU3UTOB Ha JTOKYMEHTAX.

OK 04, OK 05, OK 06,
OK 09
K 1.2,1IK' 1.3

Paznen 2. OPTAHU3ALUA CUCTEMbBI JOKYMEHTAIIMOHHOI'O OBECIIEYHEHUA

Tema 2.1 Copepxxanue yueOHOIro MaTepuasa OK 01, OK 02, OK 03,
Odopmitenune XapakTepucTuka M COCTaB CIPAaBOYHO-MH(POPMAIIMOHHBIX JIOKYMEHTOB OK 04, OK 05, OK 06
HH(OPMAIIHOHHO- (cmy>keOHBIX MHCeM, CIIPABOK, 3asBICHUHN, AKTOB, TPOTOKOJIOB, TOKJIATHBIX U IIK1.2,1IK 1.3
CNPABOYHOM OOBSCHUTCIIBHBIX  3aIlMCOK), TpeOoBaHUS K  HUX  O(OPMICHHIO.
JAOKYMEHTAIuU JlokyMeHTupOBaHUE AEITEIbHOCTU KOJUIETHAbHBIX OPTaHOB.

IIpakTuyeckoe 3ansaTHe Ne2.

Odopmnenne nHGOPMAITMOHHO-CITPABOYHON JJOKYMEHTAIIHH.
Tema 2.2 Copaepxxanue ydyeOHOro MaTepuasa OK 01, OK 02, OK 03,
Odopmitenue OcCHOBHBIE TpYNINBl OPraHU3aLMOHHO-PACIIOPSAUTEIBHBIX JIOKYMEHTOB. OK 04, OK 05, OK 06,
OpPraHu3anfoOHHO- XapakTepucTUKa M COCTaB OPraHM3ALMOHHBIX JIOKYMEHTOB (yCTaBa, OK 09
paCHoOpSIANTENLHON | TTOJIOKEHUS,, WHCTPYKLMHU, JOJUKHOCTHOM WHCTPYKLIMH), TpeOOBaHUS K I[IK1.2,1IK 1.3
JAOKYMEHTAIuU oopmieHnto. XapakTepUCTUKAa U COCTAaB PACHOPSIUTENBHBIX JOKYMEHTOB

(mocTaHOBNEHUS, TpUKa3a, pEHICHUs, PACHOPSDKEHUs,  yKazaHus),

TpeOOBaHUS K UX OPOPMIICHUIO.

[TonsiTie NOMIMHHWKA, KOMHWHU, BBIUCKH, AyOnukara. Bumasl komui

JIOKYMEHTOB, OCOOEHHOCTH 3aBEPEHHS KOMUN U BBIMHMCOK HOTAapUAJbHBIMU

KOHTOPaMH M JIOJDKHOCTHBIMH JIMIIAMU OpPTaHU3aIIi.

IIpakTyeckoe 3ansaTHe Ne3.

OdopmiieHre OpraHn3aMOHHO-PACTIOPSAUTEIBHON TOKYMEHTAIUH.
Tema 2.3 | Conep:kanue y4eOHOT0 MaTepuaJia OK 01, OK 02, OK 03,
Odopmiienue 3asBIeHUS W MPUKA3bI 110 JIMYHOMY cocTaBy. JlnuHas kaptouka popmer T-2 OK 04, OK 05, OK 06,




KaJpoBoil
AOKYMEHTAlluH

n JIMYHBIC JCJIa

IIpakTHyeckoe 3ansaTHe Ne4.
Odopmitenne KaapoBOii JOKYMEHTAIHH.

OK 09
K 1.3

Tema 2.4 JIoroBopHoO-

Conep:kanue y4eOHOT0 MaTepuaJia

OK 01, OK 02, OK 03,

npaBoBast [Tonsitue moroBopa. OCHOBHBIC pa3jeibl 10ToBOPoB. [lopsimok odopmiteHus OK 04, OK 05, OK 06
AOKYMEHTAIus TPYAOBOTO JOTOBOpPA, JOTOBOPA MOCTABKH, IOrOBOPA KYTUIU-TIPOTAKH. K 1.2, TIIK 1.3
IIpakTHyeckoe 3ansiTue NeS.
Odopmienue 10roBopos.
Tema 2.5 | Conep:xkanue yueOHOro MaTepuajia OK 01, OK 02, OK 03,
IIpeTeH3HOHHO- OCHOBHBIE PEKBU3UTHI M TOPSJIOK O(QOPMIICHHUS MPETCH3UH, OTBETOB Ha OK 04, OK 05, OK 06,
HCKOBasi nperensuto. MOpuandeckass ciyx0a, BBINONHSIONIAS MPETEH3HOHHO- OK 09
AOKYMEHTalus HCKOBYIO pa0oTy Ha mpeanpusaTin. JKypHai perucTpaiuu mpeTeH3ui. K 1.2, IIK 1.3

[Topsimox oQopmileHHS HCKOBBIX 3asBICHUM M TNPEJCTABICHUE HUX B
ApOUTpaXHBIH CyA.

IIpakTuyeckoe 3ansaTHe Ne6.
Odopmienune npeTeH3nOHHO-UCKOBOM IOKYMEHTAIIUH.

Pa3znea 3 OPTAHU3AIIUA PABOTBI C JOKYMEHTAMM B OPTAHU3ALIIUAX

(YYPEXIEHUAX)

Tema 3.1 Coaep:xanue yueOHOro MaTepuaJia OK 01, OK 02, OK 03,
Texnonorus VYmopaBnenne W Jenonpou3BOACTBO.  OpraHu3alMoHHbIE  (OPMBI OK 04, OK 09
OpraHu3amuu JIETTONTPOU3BO/ICTBA. Cmyx0a JIOKYMEHTAllHOHHOTO oOecneueHust IIK1.2,1IK 1.3

AOKYMEHT0000poTa B

yIOpaBieHUs, OCHOBHas 3a7ada, (YHKUHUHU, THUIIOBBIE CTPYKTYPHI,

OpraHu3anuaX JIOJDKHOCTHOM cocTaB. PermamenTanust pa6botsl ciayxO0sl JJOY. IIpumepHoe
(Yupe:kaeHHusX) MOJIOKEHHE O CIyX0e JOKYMEHTAIlMOHHOTO OOECTeYEeHHUs YIpaBJICHUS U

JOJIKHOCTHBIE HHCTPYKLIUU.
Tema 3.2 Copaepxxanue yqyeOHOIro MaTepuasa OK 01, OK 02, OK 03,
Ocobennoctu [TonsiTus mpemioKeHus, 3asBlIeHUS M kamoObl. [lpuwem u perucrpanus OK 04, OK 05, OK 06,
JAeJIONPOU3BOICTBA MHACEM TpaxaaH. PaccMOTpeHHe U pa3pellieHue MUCEM, CPOK PaCCMOTPEHHUS. OK 09
1o oopameHusIM AHanu3 nuceM rpakaaH. IIK1.2,1IK 1.3




rpaxIaH u Kondunennuanpaoe nenonpous3BoAcTBo. ['pud orpaHuueHuss gocTyna K
KOH(pHMIEHINATBHOI0 | TOKYMEHTY. ABTOMAaTH3UPOBAaHHbIE CHCTEMBI PpPabOTHl C JIOKyMEHTAMH.
J1eJI0NPOU3BO/ICTBA CpencTBa H3rOTOBJICHUS, KONMUPOBAaHHMS W Pa3MHOXKEHHSI JOKYMEHTOB.
Opranuzanus paboynx MecT.
IIpakTn4yeckoe 3ansitue Ne7. 5
Odopmienne oOpaleHuii rpak/iaH.
Tema 3.3 Coaep:xxanue yueOHOro MaTepuaJia OK 01, OK 02, OK 03,
CucreMmaruszanus [lonsitTue  JOKyMEHTOOOOpOTA. O0mue  OpUHIMMB  OpraHU3aIuN OK 04, OK 09
JOKYMEHTOB, JOKYMEHTO000pOTa, €r0 OCHOBHBIE 3TAllbl: IPHUEM M TEepBUYHAS 00paboTKa K 1.2, 11K 1.3
(opmupoBaHMe UX B | JOKYMEHTOB; pPAacHpelesieHHe TOCTYIHBIINX JOKYMEHTOB; PETUCTpaIus
JeJia M nepeaya B JOKYMEHTOB U IMPEABAPUTEIBHOE UX PAaCCMOTPEHHUE; PAcCCMOTpPEHUE
apXMB OPraHM3aliH | JOKYMEHTOB PYKOBOACTBOM OpTraHU3alMU (YUpPEKICHHUS) U HAMPaABICHUE MX 5
HAa WCIIOJIHEHHUE; HCIIOJIHEHWE U KOHTPOIb 32 HCIOJIHEHUEM JOKYMEHTOB;
TEKylllee XpaHEeHHE JOKYMEHTOB.
Homenkmarypa nen. O6paboTka je sl TOCIEYIOIEr0 XpaHSHHS.
DKcrepTr3a HEHHOCTH JIOKYMEHTOB, 0(hOpMIICHHE JIe)T, COCTaBICHUE
onucei. Cnayva Jen B apXuB.
JuddepenunanbHplil 3a4eT 2
Bcero: 48




3. YCJIOBHUA PEAJIN3AIIMU YYEBHOM JUCIUILIMHBI

3.1. lna peanu3zanuM NpPorpaMmbl NPo(eCcCHOHAJBLHOIO MOAYJSI JOJLKHBI ObITh
NpeayCMOTPEeHbI clienuaabHble IOMEIeHHs:

Kabuner  «JloKyMEHTallMOHHOTO obecriedeHuss  YIpPaBICHUY, OCHAILICHHBIN
B COOTBETCTBUHU C 1. 6.1.2.1 oOpa3oBaTeIbHON MPOrpaMMBbl IO CHIEITUATBHOCTH.

3.2. UndopmanmonHoe odecneyeHne peaau3anun NporpaMmmbl

Jins peanuzanuu mporpamMMmbl OMOIMOTEUHBIH (OHA 00pa30BaTENBFHON OpraHu3aIliy
JIOJDKEH MMETh MeYaTHbIe W/UIIH AJIEKTPOHHBIE 00pa3oBaTelbHble U WH(OPMAIIMOHHBIE PECYPCHI
JUIS ICTIOJIb30BaHus B 0Opa3oBarenbHOM npouecce. [Ipu popmupoBanun 6ubimorednoro ¢ponga
00pa3oBaTeNIbHOM OpraHM3alell BRIOMPAETCsl HE MEHEe OJHOr0 M3JaHUs U3 TEePEUMCICHHBIX
HUXKE IICYATHBIX I/I3IIaHI/II‘/JI n (I/IJ'H/I) QJICKTPOHHBIX I/I3I[3,HI/II\/JI B Ka4€CTBC OCHOBHOIO, IIpHU 3TOM
CITMCOK MOYET OBITh JIOTIOJTHEH JAPYTUMH U3aHUSMH.

3.2.1. OcHOBHAasA JIUTEPATYPA
Kysnenos U. H. JlokymeHTalmOHHOE OOecleueHHe YINpaBiICHHUs] NEPCOHAIOM : YYEOHUK U
npaktukym ans CIIO / WU. H. KyswemoB. — 3-e u3a., mepepab. u nmon. — MockBa :
UznarensctBo FOpaiit, 2025. — 397 ¢. — (IIpodeccuonansroe obpaszosanue). — URL: https: //
urait.ru. — PexxuM J0CTyma: 1Mo MomkCKe.

Kysnenos U. H. JlokyMeHTaloHHOe obecreueHue yrpaBieHus. JJoKyMeHTOoOOOpoT u
JIeIONPON3BOJICTBO : yueOHUK U npakTukyM mis CI1O / U. H. Ky3nernoB. — 4-e uzg., nepepad. u
non. — MockBa : HznarensctBo IOpaiit, 2023. — 545 c¢. — (IIpodeccuonanbHoe
obpazoBanmue). — 50 3K3.

KopneeB U. K. JlokymeHTalnoHHOE OOecrieyeHue yIpaBieHUs : YYEOHUK U MPAKTUKyM IS
CIIO/ W.K. Kopsnees, A.B.Ilmenko, B. A. Mamypue. — 3-e¢ u3m., mnepepad. u Jom. —
Mocksa : UznatensctBo IOpaiit, 2025. — 438 c. — (IIpodeccuonansHoe obpa3zoBaHue). —
URL: https: // urait.ru. — Pexxum gocTtyrma: mo moamucke.

IlyBanoBa H. H. OcHoBbl jgenonpou3BoACTBa : yueOHUK U mpaktukym s CIIO/
H. H. lllyBanosa, A.IO. lBanosa; mon o6meit pemakuueit H. H. lllyBanoBoit. — 3-e wu3n.,
nepepad. u mon. — Mocksa : M3garensctBo HOpaiit, 2025. — 355 ¢. — (IlpodeccronanpHoe
obpazoBanue). — URL: https: // urait.ru. — Pexxum noctyma: mo momucke.

IlyBanoBa H. H. OcHoBbl jgemonpow3BoACTBa : ydyeOHMK U mpaktukym s CITO/
H. H. lllysanosa, A.}O. MBanoBa; nmon obmeil penakuueit H. H. [llyBanosoit. — 3-e wu3n.,
nepepad. u jmon. — Mocksa : M3garenscTBo Opaiit, 2023. — 384 ¢. — (IlpodeccronanpHoe
obOpa3zoBanue). — 50 3k3.

Yypuios A. H0. Opuanueckoe aenonpousBoactso : yuedbnuk ais CIIO / A. 0. Uypunos. —

4-¢ w3n., ucnp. u gon. — MockBa : WM3marensctBo IOpaimit, 2025. — 338 c. —
(ITpodeccronanvuoe obpaszoBanme). — URL: https: // urait.ru. — Pexum nocryma: mo
TIO/TITHCKE.

Yypuaos A. FO. IOpuanueckoe nenonpousBojcTBO : yueOHoe mocobue ans CIIO / A. TO.
YypunoB. — 3-e¢ u3a., ucnp. u gomn. — Mocksa : M3parensctBo FOpaiit, 2024. — 285 c. —
(ITpodeccuonansuoe o6pazoBanue). — 30 IK3.

JlomoJHUTENbHAA JUTEPATYPA




Abyaanze JI. I'. JlokymeHTanmoHHOEe oOOecleYeHne YIPABJICHUS IEPCOHAJIOM : Y4YeOHUK H
npaktukym st CIIO/ 1. T. A6ynanze, W. b. Bempsbkkuna, B. M. MacnoBa. — 3-¢ wu3f,.,
nepepad. u gorn. — Mocksa : M3parensctBo FOpaiit, 2025. — 374 c. — (IlpodeccronanpHoe
obpasoBanue). — URL: https: // urait.ru. — Pesxum moctyma: mo moamucke.

Joponuna JI. A. JlokyMeHTallMOHHOE OOECIIEYCHHUE YIPABJICHUS | YUCOHUK M MPAKTUKYM IS
CIIO/ JI. A. loponuna, B.C. UputukoBa. — 2-¢ wu3m., mepepad. u gon. — Mocksa :
WznarensctBo FOpaiit, 2025. — 270 ¢. — (IIpodeccuonansuoe obpazosanue). — URL: https: //
urait.ru. — Pexxum J1ocTyma: mo moImrcKe.

IIpodeccnonajibHble HABBIKM IOpHUCTA : yueOHUK u npaktukyMm st CITO / M. B. HempiTnHa
[u np.] ; mox penakuuein M. B. HembiTunoi. — Mocksa : U3natensctBo FOpaiit, 2025. — 211 c.
— (ITpodeccuonanpaoe obpasosanue). — URL: https: // urait.ru. — Pexum mocryma: mo
TIOJIITUCKE.

IIpodeccuoHanbHbIe HABBIKU KOPHUCTA : yaeOHUK 1 By30B / E. H. Jlo6poxorosa [u mp.] ; mox
obmeti penaknuei E. H. JloGpoxoToBoii. — Mocksa : U3gatenbctBo FOpaiit, 2025. — 326 ¢. —
(Boicuree oopazosanue). — URL: https: // urait.ru. — Pexwum gocTyma: mo mojamnucke.

IIpodeccnonaibublie HaBbiku OpucTa. IIpakTnkym : yueOnmk s By3oB / E. H.
Hobpoxorosa [u ap.] ; mox obmieit penakueit E. H. Jlo6poxoTtoBoii. — MockBsa : M3naTenscTBO
IOpaiit, 2025. — 182 c¢. — (Bsiciiee obpasosanme). — URL: https: // urait.ru. — Pexum
JOCTYTIA: TIO TIOATIHCKE.

IlyBanoBa H. H. JlokyMeHTanmmOHHOE OOECIIeYeHUE YIIPABICHUS : YICOHUK M MPAKTHKYM ISt
CIIO/ H.H. IllyBanmoBa. — 3-e¢ u3a. mepepad. u mon. — Mocksa : HM3narenscTBo HOpaiir,
2025. — 234 ¢. — (TIpodeccuonanshoe obpaszoanme).— URL: https: // urait.ru. — Pexum
JIOCTYTIA: 110 MOJAIMMCKE.



4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUAA

YYEBHOM JUCLUAILIUHBI

Pe3yabTaThl 00y4eHHs ‘

Kputepun onenkn

MeToabI OIEHKH

HepequL 3HaHHﬁ, OCBaMBACMBbIX B paMKaX JUCHHUITIIMHBI

Tepmunomorus B
obrnactu
JOKYMEHTAIlMOHHOTO
obecrnieueHus
yIIpaBICHUS;
HopmatusHbIe
JIOKYMEHTHI,
periIaMeHTHPYIOIINE
COCTaBIICHUE u
odopmiieHHe
JIOKyMEHTaIu! u
MOPSIIOK €€ 00padOTKH;
[IpaBuna cocraBieHus: U
odopmIieHUs
OpraHu3aIMOHHO-
pacropsaIuTeIbHBIX
JIOKYMEHTOB, BXOJSIINX
B YHUPUIUPOBAHHYIO
cUCTEMY
OpraHu3alMOHHO-
pactopsiANTEIbHBIX
JIOKYMEHTOB,
YHUPHUIIMPOBAHHYIO
CUCTEMY NEPBUYHOU
YYETHOU JOKyMEHTaluu
B YacTU JOKYMEHTAIu’

10 Y4EeTy TPY/a;
Ilopsnox  mpoBeaeHuUs
DKCIEPTU3Bl  IIEHHOCTH
JIOKYMEHTOB "
MOATOTOBKA  JIeT K
apXMBHOMY XpaHEHHUIO.
TexHomorus
OpraHu3aluu
JOKyMEHTOOOOpoTa B
OpraHM3aIusIX
(Y4pexIeHusx).

- oopMIICHHE JIOKYMEHTOB U PEIICHUE
MPAKTUYCCKUX CUTyaIui c
HOPMAaTHBHBIM IIPABOBBIM
000CHOBAHHEM;

- UCTIOJIb30BaHUE Pa3IUYHBIX
HMCTOYHUKOB, BKJIIOYasl 3JCKTPOHHBIC
pecypebl, Meaua pecypceel, MHTepHeT-
pecypchl, MEepHOJUYECKHE H3JaHUs IO
CTEUATBHOCTH IOE peteHus
npodeccnoHanbHbIX 3a7a4

- JEeMOHCTpalus OTBETCTBEHHOCTH 32
MPUHATBIE pEIIeHUs,, 00O0CHOBAHHOCTH
caMmoaHajmn3a u KOPPEKIIUS
Pe3yJIbTaTOB COOCTBEHHOMN pabOTHI;

- HCIIOJIb30BaHHUE 3aKOHOJATENbHBIX U
HOPMAaTHUBHO-TIPABOBBIX npu
TUTAHUPOBAHUM TIPEIITPUHUMATEIHCKOM
NeSITeIbHOCTH B  NMpO(hecCHOHATbHON
chepe;

- JEMOHCTpalus 3HaHWK B 00JacTH
(uHaHCOBOW I'PaMOTHOCTH;

- KOHCTPYKTHBHOCTH B3aUMOJICHCTBUS

AdKTOB

C O6y‘-IaIOHII/IMI/IC$I, nmpenoaaBaTejisiIMu B

xoje  oOyuyeHHus, PYKOBOJIUTEISIMU
yueOHOM u MIPOU3BOJICTBEHHOU
MIPAKTHUK.

-cobmroieHue HOpM
npodeccCHoHaNTBEHON STUKY;

— TOCTpOeHHE MNpOo(hecCHOHAIBHOTO
o0ImeHnss C  yd4eToM  COIHaJbHO-
po¢eCCHOHATBLHOTO craryca,
CUTyallil  OOIIEHHUsI, OCOOCHHOCTEH
TPYIIIIBI U WH/IUBUIYaIbHBIX
0COOEHHOCTEM YYaCTHUKOB
KOMMYHUKAIIH;

- TPaMOTHOCTh YCTHOM M NHCbMEHHOU
peuu;

- opopmieHHe  JOKYMEHTOB B

coorBeTcTBUH ¢ ' OCToM;
- scHOCTh  (OPMYJIHpPOBaHHUA U
HU3JI0KEHHS MEICIICH;

- TOpOSIBICHHE  TOJCPAHTHOCTH B
mpolecce O0IIeHus;

- OKCIIEPTHOC Ha6J'IIOI[eHI/Ie
BBIIIOJIHCHH A
IMPAKTUYCCKUX SaﬂaHHﬁ,

- OIEHKAa [0 HTOraMm
YCTHOTO orpoca
CTY/ICHTOB,

- HaOJIOZEHHE I10 UTOram
TECTHPOBAHUS,
- OLEHKa B
IIPOBEJICHUS
MIPOMEXKYTOUHOU
aTTecTaluu.

mponecce




- CcoONIOICHHEe HOPM TIOBEIEHHUS BO
BpeMs yUeOHBIX 3aHSATHIA;

- coOnroieHe CTaH/1apTOB
AHTUKOPPYIIIHOHHOTO MTOBEACHUS;
- COOJIOAaeT HOPMBI JKOJIOTHYECKON

0e30IMacHOCTH;
- orpenenser HaIpaBJICHUS
pecypcocOepekeHmst B paMkax

po(eCCHOHATILHON JICATEIBHOCTH IO
CHELUATBHOCTH;

- 3(hdexTUBHOCTh  HCIIOIB30BAHUS
CpeAcTB (PHU3MUECKON KyJIBTYPHI st
COXPaHCHHS U YKPEIUICHUS 3J0pPOBbS B
nporecce npodeccuoHaTbHON
JeSITeIbHOCTH u TIOJ/ICPIKAHUS
HEOOXOAUMOTO ypOBHS  (pu3muecKon
MOJITOTOBJICHHOCTH;

- 3(G(}EeKTUBHOCTh HCMOJIB30BAHUSA B
npodeccnoHaTBEHOM NESATCIIEHOCTH
HEOOXOJUMOM JTIOKYMEHTAllUH, B TOM
YrcJie HA HHOCTPAHHOM SI3BIKE

HepequL YMGHHﬁ, OCBaMBACMbIX B paMKaxX JUCHUIIIIMHBI

[IpumensaTs Ha
NpaKTUKe
rOCyJapCTBEHHBIE
CTaHJAPTHI, apyrue
HOPMAaTHUBHO-
METOANYECKHE
JIOKYMEHTHI,
periiaMeHTHpYIOLIHe
OpraHu3aINIo
JOKYMEHTAIHOHHOTO
obecrnieueHus
yIIpaBJICHUS;
CocraBiAaTth u
NpaBUIBHO O(pOPMIISATH
OCHOBHBIE BUJIbI
OpraHu3aIMOHHO-
pacropsanTeTbHBIX
JIOKYMEHTOB;
OdopmnsaTs
MH(OPMaLMOHHO-
CIPaBOYHYIO
JOKYMEHTALHIO;
OdopmIATE  KaJgpOBYIO
JOKYMEHTALHIO;
Odopmisate

- oopMIICHHE IOKYMEHTOB U PEIICHUE
MPAKTUYCCKUX CI/ITyaHI/If/'I C
HOPMAaTUBHBIM IMpaBOBbBIM
000CHOBAHHEM;

- HCIIOJIb30BaHUE pa3IMYHBIX
HCTOYHUKOB, BKJIIOYasA OSJICKTPOHHBLIC
pecypcsl, Meaua pecypcbl, MHTepHeT-
pecypchl, MEPUOIUYCCKHE H3TaHUS 10
CHEIHATbHOCTH TUIs peleHus
npo¢eCCUOHANIBHBIX 3a]1a4

- JIEMOHCTpAIlMsl OTBETCTBEHHOCTH 3a
MIPUHSATHIE PENICHHUs, 00O0CHOBAHHOCTH
KOppEeKIUs

pE3yIbTaTOB COOCTBEHHOMN pabOTHI;

caMoOaHaIn3a u

- HCIIOJIB30BAaHUEC 3aKOHOJATCJIIbHBIX U

HOPMATHBHO-TIPABOBBIX ~ aKTOB  IpH
TUTAHUPOBAHUH TIPEANTPHUHAMATEITHCKON
NEeSTeTbHOCTH B  NMPO(EeCCHOHATLHON
cdepe;

- JIEMOHCTpaius 3HaHUH B 001acTH
(rHaHCOBOW I'PaMOTHOCTH;

- KOHCTPYKTHBHOCTb B3aUMOJCHCTBHS
¢ 00YyJarOIIUMUCS, TIPETOIAaBATEIISIMH B

xofe  OOy4yeHMs, PYKOBOAMTEISIMU
yaeOHOMH " MIPOU3BOCTBEHHOM
MPAKTUK.

- OKCIICPTHOC Ha6J'IIO,I[eHI/Ie
BBITIOJIHCHU A
MPAKTUYCCKUX 3aI[aHPII>i,

- OLEHKa II0 HWTOoram
YCTHOTO orpoca
CTY/ICHTOB,

- HaOJIOZEHHE IO UTOTam
TECTUPOBAHUS,
- OLEHKa B
MIPOBEICHUS
IIPOMEKYTOUHON
aTTecTaluu.

nporiecce




IIPETEH3MOHHO-UCKOBYIO
JIOKYMEHTAIUIO.

-cobmroenue HOPM
npodecCHoHATLHOM ATUKY;

— TOCTpoeHHE TPO(ecCHOHATBHOTO
OOIIEHUSI C  y4ETOM  COIHAIBHO-

npodeccrnoHaIbHOTO cTaryca,
CUTyallMid  OOIICHUs, OCOOCHHOCTEH
TPYIIIIBI 51 WHIMBUTyaJIbHBIX
ocobeHHOCTEMH YYACTHUKOB
KOMMYHHKAITUH;

- TPAaMOTHOCTh YCTHOM M NUCbMEHHOMH
peuu;

- odopmiieHHE  JIOKYMEHTOB B
cootBeTcTBUH ¢ ' OCToM;

- scHOCTh  (OpMYyJIMpOBaHUS U
HU3JI0KCHHS MBICIICH;

- TIPOSIBJICHUE  TOJIPAHTHOCTH B
rpolecce O0IIeHus;

- coOJo/IeHre HOPM TIOBEACHUSI BO
BpeMs y4EOHBIX 3aHSITHIA;

- coOnrofeHue CTaH/IapTOB
AHTUKOPPYILIMOHHOTO MTOBEJICHHUS;
- COONIOJaeT HOPMBI SKOJOTUYECKOU

0e30IMacHOCTH;
— onpezaenser HaTpaBJICHUS
pecypcocOepekeHmst B paMKkax

npoeCCUOHATIBHON JAEATENbHOCTH IO
CTEUATBHOCTH;

- 23(pGdeKTUBHOCTh  UCHOJB30BaHUS
CpeAcTB (PHU3MYECKON KYyIBTYPHI ISt
COXPAaHEHHUS U YKPEIJICHUS 37J0POBbS B
nporecce npodeccuoHaTHLHON
JeSITebHOCTH u MOJIIEPKAHUS
HEOOXOAMMOTO YpOBHS  (pru3muecKoi
MOJITOTOBJICHHOCTH;

- 3G(}EeKTUBHOCTh HWCMOIB30BAHUS B
npogeccuoHaIbHON e TeIbHOCTH
HEOOXOIMMOM JOKyMEHTAallMH, B TOM
YHClie HA HHOCTPAHHOM SI3bIKE




