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OJJOBPEHA
Ilegarornueckum CoBeToM
ITpotokon Ne 5 ot «08» anpens 2025r.

CocraBurens: Enuceea Upuna Biagumuposna, npenogasarens AHO CIIO «Komnemx BYuT»
Pabouas mporpamma paspaborana Ha ocHoBe DenepanbHOrO TOCYAAPCTBEHHOTO CTaHAPTa CPEIHEro

npodeccuoHaibHOr0 obpazoBanus mo crnenuanbHocTd 40.02.04 HOpucnpyneHnus, yTBEp>KIESHHOTO
npuka3oM MunuctepcTBa oOpasoBanus u Hayku P® ot 27 okTs6ps 2023r. Ne 798.
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KOHTPOJIb Y OIIEHKA PE3YJILTATOB OCBOEHUS YUEBHOI
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1. IACIIOPT PABOYEWM ITPOIr'PAMMbBI YYEGFHOM JTUCIATLIIMHBI

1.1 O6s1acTh NpUMEHeHHsI TPOTPAMMBbI
Pabouass mporpamMMa ydeOHOW IUCHUIUIMHBI (nasiee — mporpamma Y J[) sBisiercs
YacThI0O OCHOBHOM mpodeccroHanbHOi obOpaszoBarenbHoii nmporpaMmmbl AHO CIIO «Komremx
BYuT» CIIO no cnenuansaoctu CI1O 40.02.04 ¥Opucnpy nenuus.
PaGouas mporpamma cocraBieHa st O4HON (GOpMbI 00yUEeHHUS.

1.2 MecTo yuyeOHO# JAUCUMILIMHBI B CTPYKType OCHOBHOH mNpodeccHOHATbHOI
o0pa3oBaTe/ibHOI MPOTrPaAMMBI:

VYyeOnass gucnumuinHa «JlOKyMEHTAllMOHHOE OOeCleueHUe YMpaBICHUS» SBISETCA
00s13aTeNbHOM  YacThIO  00MIENPO(ECCHOHATBFHOTO [UKIA 00pa30BaTeIbHOW MPOTPaMMBI B
cootBercTBUU ¢ PI'OC CIIO no cnenunansHoctu 40.02.04 FOpucnpyaeHuus.

Ocoboe 3HaueHHWE MAUCUUIUIMHA WMeeT Npu (OPMHUPOBAHMM M PA3BUTHU OOIIUX
komnerenuit OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 07, OK 08, OK 09.

1.3 Heanb u miiaHupyembie pe3yabTaThl 0CBOEHHUS TUCHUILINHBI:
B pamkax mporpammbl yuyeOHOM IUCHUILIMHBI OOY4YalOIIMMHUCS OCBAaMBAIOTCS YMEHMHS
Y 3HaHHUs

HIICC,OgK Ymenust 3Hanus
OK 01, IIpumensATH Ha npaktuke | TepmuHonoruro B obnactu
OK 02, roCy/1apCTBEHHBIE CTaHJIapThI, | TOKYMEHTALIHOHHOTO obecrieueHus
OK 03, JIPYyrUe€ HOPMATUBHO-METOAUYECKUE | YIIPABIICHUS;
OK 04, JOKYMEHTBI,  pernameHTupyromue | HopmatuBHbie JIOKYMEHTHI,
OK 05, OpPraHM3alMI0 JOKYMEHTALlMOHHOTO | PErJaMEHTHPYIOIINE COCTaBICHUE U
OK 06, oOecrieuyeHus ynpaBIeHUS; oopMIIeHHE JOKYMEHTAllMu U MOPSAOK €€
OK 07, CocraBmrth u NPaBUIBHO | 00pPabOTKH;
OK 08, opopMIIAThH OCHOBHBIE Buael | [IpaBuia cocraBienus u  odopmiieHus
OK 09, OpraHu3alOHHO- OPraHU3alMOHHO-PACTOPAAUTENBHBIX
IIK 1.2, pacOPSAIATENBHBIX IOKYMEHTOB; JIOKYMEHTOB, BXOISIIITAX B
I1K 1.3. Odopmisath MH(POPMALIMOHHO- | YHU(PUIUPOBAHHYIO cucTeMy
CIPaBOYHYIO JOKYMEHTAIHUIO; OpraHU3alMOHHO-PACIOPSAUTEIBHBIX
Odopmisath KaJJpOBYIO | TOKYMEHTOB, YHU(DHUIIMPOBAHHYIO CHUCTEMY
JIOKYMEHTAIUIO; NEpPBUYHON yYEeTHOM JOKYMEHTaluu B
Odopmisath IIPETEH3UOHHO- | YaCTH JOKYMEHTALU!U 110 y4eTy TPY/a;
HCKOBYIO JJOKYMEHTAIIHIO. [opsinok MIPOBEIEHUS JKCIIEPTHU3BI
LIEHHOCTU JOKYMEHTOB M MOATOTOBKH A€M K
apXUBHOMY XpaHEHHUIO.
TexHonoruto OpraHM3aIu
JIOKYyMEHTOOOOpOTa B OpraHU3aIMIX
(YdpexneHusx).

1.4 Kotn4ecTBO 4acoB Ha OCBOCHHME IPOrPAMMBI y4eOHOMH TUCHHUIINHBI:
MaKCUMaJIbHOU yueOHOM Harpy3kH cTyJeHTa - 36 4ac., B TOM YHCIIe:
- 00s13aTeNbHOM ayIMTOPHON yueOHOI Harpy3Ku cTyaeHTa — 36 vac.




2. CTPYKTYPA U COJIEP)KAHUE YYEBHOM JUCHUILINHBI

2.1. O0beM y4eOHOM NTMCHUILIMHBI U BUbI Y4eOHOI padoThl

Buja yueOHoO# nesiTeJIbHOCTH O0BbeM yacoB
MaxkcumanbHast yueOHast Harpyska (Bcero) 36
OO0s13aTenbHas ayIUTOpHAs yueOHasi Harpyska (Bcero) 36

B TOM YHCIJIC:

nabopaTopHbIE 3aHATHUS -

MPAKTUYECKHUE 3aHATUS 18

KOHTPOJIbHBIE paOOTHI -

KypcoBasi paboTa (IpOoeKT) -

caMoCTosITeNIbHAsI paboTa CTyIeHTa (BCETro) -

[TpomesxyTounas arrecranus B popme 3ayeTa ¢ OLICHKOU




2.2. TeMaTHYeCKHi IJIAH U COAEP:KAHME YUeOHON JUCHMILIMHBI «/{oKyMeHTallMOHHOE o0ecnieyeHne YIIPaABJIeHUs»

Oo0bem, akaj.

q / Koapl komneTeHIuii,
B TOM 4HcJie B (¢popmMupoBaHuIo
HaumeHoBaHue Conep:xanue yuedOHOro MaTepuaa u (popMbl OPraHU3aAnMM e TeJIbHOCTH
pa3esioB U TeM o0yJaommxcs (bopme KOTOPBIX
NPaKTHYECKO crnocodcTByer
il IOATOTOBKH, | 3JIeMEHT NPOrpaMMblI
aKaa. 4
1 2 3 4
Pasznea 1. OCHOBBI JOKYMEHTHUPOBAHMUS YIIPABJEHYECKOM AESATEJBHOCTH
Tema 1.1 IlonsaTne o | Coaepxkanue yueOHOro MaTepuaa 1 OK 01, OK 02, OK 05,
JAOKYMEHTAIMOHHOM | OCHOBHbIE CBOWCTBA JOKYMEHTOB M HMX (DYHKIUM B CHCTEME YIIpaBJICHHUS. OK 09
o0ecmeyeHnn [Tonsitre mokymenrta. Madopmarus u nokyment. Kiaccudukaiuys J0KyMEHTOB: IIK 1.2, 11K 1.3
ynpasJieHus, 1o BUAY O(QOpMIICHHS; MO COACPNKAHUIO; MO (PopMe; MO MPOUCXOKACHUIO; IO
JAOKYMEHTe H cpeactBaM (UKcalUM;, 10 CpPOKaM XpaHEHUs. MaTepualbHble HOCHUTEIN 1
crnocodax uHpopmanuu.
noxkymenrupoBanusi | [lonsitue pokymeHtupoBaHus. (OCHOBHBIE CIIOCOOBI  JOKYMEHTHPOBAHHS.
OCHOBHBIE COBpPEMEHHBIE TEXHOJIOTUH, NpPUMEHsIEMble NpU OpraHu3aluu
paboThI ¢ JOKYMEHTaMH B OpraHU3anusxX (YUpexKIeHUsX).
Tema 1.2 Copepxanue yuyeOHOro MmarepuaJia 1
HopmatusHo- HopmartuBHo-nipaBoBbIe aKThl, perynupymoiue JIOKYMEHTAIlMOHHOE OK 01, OK 02, OK 05,
npasoBasi 6aza o0ecrieyeHne ynpaBieHHMs. YHU(DUKAUS W CTaHAApPTHU3aLUs KaK OCHOBHBIE OK 09
JOKYMEHTAIlMOHHOI'0 | HAlIPaBJICHUsT COBEPIICHCTBOBAHMS JOKYMEHTOB H JIOKYMEHTAI[HOHHOTO K 1.3
ob0ecreueHust o0ecrieyeHus ynpaBieHusl.
ynpasJieHHsI [lepeyeHb OCHOBHBIX TOCYJapCTBEHHBIX CTaHIAPTOB Ha YHU(PHUIMPOBAHHBIC 1
cucTeMbl JIOKyMeHTauuu. OCHOBHBIE IMOJIOKEHHUSI TOCYAAPCTBEHHOM CHCTEMBI
JOKYMEHTAIIMOHHOTO obecrneueHust ynpasieHus. CocTaB yHHU(PHIMPOBAHHBIX
CHUCTEM  JIOKYMEHTAllUW:  OpraHU3allMOHHO-PACHOpSIUTENbHas, OTYETHO-
CTaTUCTHUECKasl, GUHAHCOBAs M JIp.
Tema 1.3 Cnocodbl n | Conep:kanue yueOHOro MaTepuaJia OK 01, OK 02, OK 03,
NpaBUJIa CO3IaHUS XapakTepucrtuka, coctaB u cogepxanue 'OCTa Ha cucremy opraHu3allMOHHO- OK 04, OK 05, OK 06,
AOKYMEHTOB pacnopsIUuTeNTbHON JIOKYMEHTaLIUH. YuubunupoBanHas cucTEMA 1 OK 07, OK 08, OK 09
OpPraHU3alMOHHO-PACTIOPAIUTEIHHON JIOKYMEHTAIIHAH. TpebGoBanmst K K 1.2, 11K 1.3
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Oo0bem, akaj.

q / Koapl komneTeHIui,
B TOM YHCJIEe B ¢popmupoBanuio
HaumenoBanue Conep:kanue y4eOHOTro MaTepuasia u GopMbl OPraHU3aAnNH AeATEIbHOCTH
pa3aesioB U TeM 00y4arIMuXCcs (bopme KOTOPBIX
NPaKTHYECKO crnocod0cTByer
/i MOATOTOBKH, | 3JIEeMEHT MPOTrPaMMBbI
aKal. 4
opopmiienuro aokymeHToB. dopmynsap-oopazenr OP/l. IlpaBuna odopmieHus
PEKBU3UTOB, pernaMeHTupoBaHHbIX ['OCTom.
B TOoM unc/ie NpaKTHYECKUX 3aHATHI 2
[Tpaktuyeckoe 3ansitue Nel. OdopmiieHHe peKBU3UTOB Ha JIOKYMEHTAX. 2

Pa3nea 2. OPTAHM3ALIMA CUCTEMbBI JOKYMEHTAIIMOHHOI'O OBECIHEYHEHUA

Tema 2.1 Copnepxxanue y4eOHOro MmaTepuaJia OK 01, OK 02, OK 03,
Od¢opmienue XapakTepucTuka M COCTaB  CIPABOYHO-MH(POPMAIMOHHBIX  JTOKYMEHTOB OK 04, OK 05, OK 06
HH(OPMALHOHHO- (ciy>keOHBIX THCEM, CIPABOK, 3asiBICHHUH, aKTOB, IPOTOKOJIOB, JOKJIAIHBIX U 2 IIK1.2,IIK 1.3
CNPABOYHOM O0OBSICHUTEIIBHBIX 3aIMCOK), TpeOOBaHMS K ux 0(OpMIICHHIO.
JAOKYMEHTAINU JlOKyMeHTHpOBaHHE IeSITEIbHOCTH KOJUIETHAIBHBIX OPTraHOB.

B TOM 4Hc/ie IPAKTHYECKUX 3aHATHH 2

[TpakTrueckoe 3ausatue Ne2. Odgopmiienrne nHPOPMaMOHHO-CIIPABOYHON 5

JIOKYMEHTAIUH.
Tema 2.2 Coaep:xanue yueOHOIro MaTepuaJa OK 01, OK 02, OK 03,
Odopmiaenue OcCHOBHBIE  TPYMNIBl  OPraHU3ALMOHHO-PACTIOPSAUTEIBHBIX  JIOKYMEHTOB. OK 04, OK 05, OK 06,
OpPraHu3anfuoOHHO- XapakTepucTUKa M COCTaB  OPraHU3alMOHHBIX JIOKYMEHTOB  (ycTaBa, OK 07, OK 08, OK 09
pacnopsAMTENLHON | TIOJOXKEHNUS, WHCTPYKIUH, JODKHOCTHOW HMHCTPYKIUH), TpeOoBaHHA K K 1.2,1IK 1.3
JAOKYMEHTAINU oopmieHnto. XapakTepUCTUKAa U COCTaB pPaclOpPsSIUTETIbHBIX JTOKYMEHTOB

(mocTaHOBNEHUS, IPUKA3a, PELICHUS, PACTIOPSKEHNUS, YKa3aHus), TpeOOBaHUS K 4

uX 0(pOPMIICHHIO.

[lonsiTie TOMJIMHHMKA, KOMWHW, BBIMUCKHA, AyOnukara. Buasl komwid

JIOKYMEHTOB, OCOOCHHOCTH 3aBEpEHMsS KONHUM M BBIMMCOK HOTapUaTbHBIMU

KOHTOPaMH M JIOJDKHOCTHBIMH JIMIIAMH OPTaHU3aIHH.

B ToM 4yKciIe IPAKTHYECKHUX 3aHATHH 2

[Ipaktuueckoe 3anstue Ne3. OdhopmiieHre opraHu3aluoHHO- 2

paCHOpHIlHTCHLHOﬁ JOKYMCHTAIIHUHU.




Oo0bem, akaj.

q / Koapl komneTeHIui,
B TOM 4HCJIe B ¢popmupoBanuio
HaumenoBanue Conep:kanue y4eOHOTro MaTepuasia u GopMbl OPraHU3aAnNH AeATEIbHOCTH
pa3aesioB U TeM 00y4arIMuXCcs (bopme KOTOPBIX
NPaKTHYECKO crnocod0cTByer
il IOATOTOBKH, | 3JIeMEHT NPOrpaMMblI
aKaa. 4
Tema 2.3 Coaep:xkaHue y4eOHOro MaTepuaJa 6/4 OK 01, OK 02, OK 03,
Odopmaenue 3asBNeHNU U MPUKa3bl IO JUYHOMY cocTaBy. Jlnunas kaprouka ¢opmer T-2 u 2 OK 04, OK 05, OK
Ka/JpPOoBOii JINYHBIE JIe1a 06,09
AOKYMEHTALlMHU B ToM umciie NpaKTHYeCKUX 3aHATHI 4 TIK 1.3
ITpaktuyeckoe 3anstue Ne4. OdopmiieHre KaJpoBOi JOKYMEHTAIUH. 4
Tema 2.4 Copnepxxanue y4eOHOro MmaTepuaJia 4/2 OK 01, OK 02, OK 03,
HoroBopHo- [Tonsitue moroBopa. OCHOBHBEIE pa3fenbl JOroBopoB. llopsaok odopmieHus 5 OK 04, OK 05, OK 06
npaBoBas TPYAOBOTO JOTOBOPA, JOTOBOPA ITIOCTABKH, TOIOBOPA KYIUIU-IIPOJAAXKH. K 1.2, IIK 1.3
AOKYMEHTAUA B TOM 4nc/Ie IPAKTHYECKUX 3aHATHI 2
[Tpaktuyeckoe 3anstue NeS. OdopmiieHHe JOrOBOPOB. 2
Tema 2.5 Copnepxxanue y4eOHOro MmaTepuaJia OK 01, OK 02, OK 03,
IIperen3uonno- OCHOBHBIE PEKBU3UTHI U TMOPAIOK O(OPMIIEHUS MpEeTeH3ul, OTBETOB Ha OK 04, OK 05, OK 06,
HCKOBas nperensuto. fOpunnyeckas ciyx0a, BBINOJIHSIONIAS MPETEH3UOHHO-UCKOBYIO OK 07, OK 08, OK 09
NOKYMEHTalus paboty Ha npeanpusTuu. JKypHai perucTpaiuy npeTeH3uil. 2 I[IK1.2,1IK 1.3
[Topsimox ogopMiIeHHs HCKOBBIX 3adBJIEHUHM W TMpEACTaBICHHE UX B
ApOuTpaxHsbIil cy.
B TOoM unc/ie NpaKTHYECKUX 3aHATHI 4
[Tpaktuyeckoe  3ansatue  Ne6.  OcdopmileHHE  MPETEH3MOHHO-MCKOBOU 4
JIOKYMEHTAl1H.
Paznean 3 OPTAHU3BAILIMSA PABOTHI C JOKYMEHTAMUM B OPTAHUM3ALNUAX (YUYPEXKIEHUAX)
Tema 3.1 Copepxxanue yyeOHOro MmarepuaJia 1 OK 01, OK 02, OK 03,
TexHosorus VYnpasnenue u JIEONPOU3BOJICTBO. Opranu3anoHHbIe (hopMbI OK 04, OK 09
OpraHu3anuu nenonpousBoacTBa. Ciayx0a TOKYMEHTAIIMOHHOTO OOECTeUeHUsl YIpaBIICHUs, IIK 1.2, 11K 1.3
JOKYMEHT0000pOTa | OCHOBHAs 3a/1ava, (YHKIHH, THIIOBBIE CTPYKTYpHI, JOJDKHOCTHOH COCTaB. 1

B OpraHu3anuax
(yupexnaeHusx)

Permamenraruss paboter ciyx0b1 JIOY. IlpumepHOoe monoxeHHe o ciyx0e
JOKYMCHTAIITMOHHOT'O obecrneueHust YHOpaBJICHUA U JOJDKHOCTHBIC HHCTPYKIIHMH.
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Oo0bem, akaj.

q / Koapl komneTeHIui,
B TOM 4HCJIE B ¢popmupoBanuio
HaumenoBanue Conep:kanue y4eOHOTro MaTepuasia u GopMbl OPraHU3aAnNH AeATEIbHOCTH
pa3aesioB U TeM 00y4arIMuXCcs (bopme KOTOPLIX
NPaKTHYECKO crnocod0cTByer
/i MOATOTOBKH, | 3JIEeMEHT MPOTrPaMMBbI
aKaji. 4
Tema 3.2 Conep:kaHue y4eOHOI0 MaTepuaa OK 01, OK 02, OK 03,
Oco0eHHoOCTH [TonsiTHsI IpEUTOKESHHS, 3asBICHUS U KanoObl. [Ipuem u perucrpamnus miucem OK 04, OK 05, OK 06,
JAeJIONPON3BOICTBA rpaxnaaH. PaccMoTpeHre u pa3pelieHue MUceM, CPOK pacCMOTpeHUs. AHaau3 OK 07, OK 08, OK 09
1o oopaneHusIM MMCEM T'PaK/IaH. IIK 1.2, 11K 1.3
rpa:kIaH u Kondunennuansnoe nenonpou3BoACTBO. ['pud orpanudenus goctyna K 1
KOHQUICHUHAIBHOI | TOKYMEHTY. ABTOMATH3UPOBAaHHBIC CHCTEMBI pabOTBI C JIOKyMCHTaMHU.
0 neaonpousBoAcTBa | CpeAcTBa M3TOTOBIICHUS, KOMHPOBAHUS U  PAa3MHOXKEHHS JIOKYMEHTOB.
Opranuzanus pabouux MecT.
B ToM unc/ie NPaKTHYECKUX 3aHATHI 2
[TpakTraeckoe 3austue No7. OdopmiieHne oOpameHui rpak/iaH. 2
Tema 3.3 Coaep:xanue yueOHOIro MaTepHuaJia 1 OK 01, OK 02, OK 03,
CucremaTu3zanusa ITousiTue JIOKyMEHTOO000pOTA. O0mmme TIPUHITUTIBI OpraHu3alNH OK 04, OK 09
JOKYMEHTOB, JIOKYMEHTOO0OpOTa, €r0 OCHOBHBIE 3Tambl: MPUEM U NepBUYHAs 00paboTKa I[IK1.2,1IK' 1.3
(opMupoOBaHHMe UX B | JOKYMEHTOB; paclpe/ieleHne TOCTYNMUBIIAX JOKYMEHTOB; pPErHCTpanus
Jeja U mepeaya B JOKYMEHTOB W  MpEABApUTENIbHOE UX PACCMOTPEHHE, PacCMOTpPEHHUE
apXMB OPraHM3aldH | JOKYMEHTOB PYKOBOJICTBOM OpraHW3aluu (YUPESKIICHUS) U HAMPABICHUE X HA 1
WCTIOJTHEHHE; UCTIOIHEHUE U KOHTPOIb 32 UCIOIHEHUEM JOKYMEHTOB; TEKYyIIee
XpaHEHUE JJOKYMEHTOB.
Homenknarypa gen. O6paboTka fen A1 MOCIeAYONIEero XpaHeHHsl.
DKcrnepTu3a HeHHOCTU JOKYMEHTOB, O(pOPMIIEHHE €I, COCTABICHHUE OIHICEH.
Crava fien B apXuB.
[TpomexyTouHas aTTectanus B popme 3adera ¢ OIeHKOM
Bcero: JI-18
113-18
36




Jl1 XapaKTepUCTUKH YPOBHS OCBOCHMSI yU€OHOT0 MaTepualla UCIOIb3YIOTCS ClIeyrolne 0003HaYeHHU:

1 — o3HaKOMUTENBHBIN (y3HABaHHE PaHEE U3YYECHHBIX 0OBEKTOB, CBOMCTB)

2 — penpoayKTUBHBIN (BBIIIOJHEHHE AEATEIBHOCTH 110 00pa3ily, UHCTPYKLUHU WIIH 110/1 PyKOBOJCTBOM)

3 — NPOXYKTHBHBIH (IUIAHUPOBAHKUE M CAMOCTOATEIBHOE BHITIOJHEHUE EATEILHOCTH, PELICHUE MTPOOIEMHBIX 3a/1a4)
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3. YCJIOBUS PEAJIN3AIIMU YYEBHOM JACIUILIAHBI

3.1 TpeGoBaHusA K MUHMMAJIbHOMY MATEPUAJIbHO-TEXHUYECKOMY 00ecIeYeHH 10
Peanuzanuss mporpamMmbl JAUCHUIUIMHBI TpeOyeT Hanuuus KaOWHETa TIpaBOBOTO U
JOKYMEHTAIlMOHHOTO o0ecrieueHus mpodecCuoHanbHOM e TeIbHOCTH.
[lepeyenbp OocHOBHOTO 00OpYIOBaHUsS, YU4EOHO-HAINIAIHBIX MOCOOMI M HCIOIB3YyEMOTO
IPOrpPaMMHOT0 0OecTIeYeHUS:
oducHas mebenpb Ha 44 MecT, IEMOHCTPAIMOHHOE 000pyI0BaHKE: 3KpaH — | mT.; mpoektop — 1
mT.; [IK — 1mT., KpuMUHATHCTHYECKUI YeMo/iaH — 2 mT., poroanmnapar — 2 mrT., kKadeapa.
WindowsXP, OpenOffice, 7-zip, Microsoft Word Viewer, Microsoft Exel Viewer,
Microsoft PowerPoint Viewer

3.2. UnopmannonHoe odecnevenmne
Wudopmannonnoe obecrieueHrne OOyUYEHHS COJCPKHT NEpeUYeHb PEKOMEHYEMBIX
yueOHbIX U37aHui, IHTepHEeT-pecypcoB, JONOIHUTEIbHOM JTUTEpaTyphI.

OcHOBHBIE HCTOYHUKH

1. bacaxos, M. . JlokymMeHTanoHHOe o0ecrnieueHue YIIPaBJICHUS
(denonpounsBonactBo): Yueonuk / bacakoB M.U., - 2-¢ u3x., ucnp. u jgomn. - Pocros-Ha-JloHy
:®@ennke, 2013. - 350 c.ISBN 978-5-222-20053-7. - Tekctr : snekrponnsni. - URL:
https://znanium.com/catalog/product/908853

2. beikoBa, T. A. JlokymMeHTaIIMOHHOE OOECTICUeHUE yIIPaBICHUS (JETOMPOU3BOJICTBO) :
yueObnoe mocooue / T.A. beixkoa, T.B. Ky3nenosa, JI.B. Cankuna ; mom o6m. pexn. T.B.
KysnenoBoii. — 2-e uzn., nepepad. u gon. — Mocksa : UHOPA-M, 2021. — 304 c. + [Jlom.
Marepuanbl [DnekTpoHHBI pecypc]. — (Cpennee mpodeccuoHanbHoe obpa3oBanue). - ISBN
978-5-16-013913-5. - Texkcr : AIIEKTPOHHBIH. - URL:
https://znanium.com/catalog/product/1141796

3. BemkypoBa, A. b. JlokymeHTanmoHHOEe oOecrieYeHHUEe YIpaBICHHUS : YydeOHOe
nocobue / A. b. Bemkyposa. - Mocksa ; bepnun : lupekr-Menua, 2020. - 169 c. - ISBN 978-5-
4499-0436-2. - Tekcr : anexktpounsii. - URL: https://znanium.com/catalog/product/2058741

4. T'manuit, E. B. JlokymeHTanmonHoe obecnieueHne ympasieHus : yueOHoe mocobue /
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4. KOHTPOJIb M OILEHKA PE3VJbLTATOB OCBOEHHMSI YYEBHOM

JTUCHUIINHBI

Pe3yabTaThl 00y4eHuUsI ‘

Kputepun onenkn

MeToabl OIEeHKH

HepequL 3HaHPII>i, OCBaMBACMBIX B paMKaX JUCHUIIIMHEI

TepMmuHosIOrUs B
obrnactu
JIOKYMEHTAIlMOHHOTO
obecrnieueHus
YIpaBIICHUS;
HopmaruBHblie
JIOKYMEHTHI,
perjJaMeHTUpyolue
COCTaBJICHUE u
odopmiieHHe
JIOKYMEHTAIU! u
MOPSIIOK €€ 00padOTKH;
[IpaBuna cocraBieHus: U
odopMIIeHUS
OpraHu3aIMOHHO-
pacmopsANTETbHBIX
JIOKYMEHTOB, BXOJISIIHX
B YHUDUIMPOBAHHYIO
CUCTEMY
OpraHU3aIMOHHO-
pactopsANTEILHBIX
JIOKYMEHTOB,
YHUPUIUPOBAHHYIO
cucTemy [IEPBUYHOMN
YYETHON JTIOKyMECHTAIIUN
B YacTU JOKYMEHTAIlUU
0 y4eTy TPy/a;

Ilopsanox  mpoBencHUs
AKCIEPTU3bl  IIEHHOCTH
JIOKYMEHTOB U
NOATOTOBKH A€l K
ApXMBHOMY XPaHEHHUIO.
Texnonorus
OpraHu3aluu
JOKYyMEHTOO0OpoTa B
OpraHM3aIusIX
(YdpexXIeHusx).

- odopmieHHE JOKYMEHTOB U pEIICHUE
MPAKTUYECKUX CUTYallMii ¢ HOPMATHUBHBIM
MPaBOBBIM 00OCHOBAHUEM;

- UCIIOJIb30BaHUE PA3IUYHBIX UCTOYHHKOB,
BKJIOYAsl DJICKTPOHHBIC PECYpPCh, Meaua

pecypcsl, HuTepHeT-pecypcesl,
NEpUOANICCKUC U3gaHus 110
CIICIMAIBHOCTH TSI peleHus
npoecCHOHATBHBIX 3a/1a4

- JICMOHCTpalMsi OTBETCTBEHHOCTH 32
NPUHATBIE  peIIeHUs, O00OCHOBAaHHOCTh

caMOaHalM3a W KOPPEKIUs pe3yJbTaToB
coOCTBEHHOU pabOTHI;

- HUCIONB30BAaHHE 3aKOHOJATENbHBIX U
HOPMAaTUBHO-TIPABOBBIX aKTOB npu
TJIAHUPOBAHUU MpeanPUHUMATETbCKOM
NeSITeIbHOCTH B NPOo(hecCHOHAIBHOM
chepe;

- JIEMOHCTpauus 3HAHUU B
(1HaHCOBOW I'PaMOTHOCTH;

- KOHCTPYKTUBHOCTb B3aUMOJEHMCTBUS C

oOactu

00yyYaroImuMHucs, IpenoaBaTeIs MU B X0/1e
0o0y4yeHMsl, PYKOBOAMUTENIAIMU Y4eOHOH U
IIPOU3BOJICTBEHHOU MTPAKTHK.

-coOmoieHne  HOpM  TpodeccroHanbHOI
9THKH;

- MOCTPOCHUE
o01IeHus c

npogecCuoHaIbHOTO
Y4ETOM COLMAJIBHO-

npo(eCCUOHATIBHOIO  CTaTyca, CUTyallH
oOlIeHusl, OCOOEHHOCTEW  TIpyNIbl U
WHAUBUYaTbHbIX 0COOEHHOCTEN

YYaCTHUKOB KOMMYHHKAIUH;
- TIPAaMOTHOCTh YCTHOM M THCbMEHHOU
peun;

- odopmiieHue JIOKYMEHTOB B
cootBeTcTBUH ¢ 'OCToM;

- SCHOCTHh (DOPMYITHPOBAHUS U H3IOKECHUS
MBICTICH

- IPOSBJICHHE TOJEPAHTHOCTU B Ipolecce
0OIIIEHHS;

- coOmroIeHNe HOPM TIOBEJIEHUSI BO BpeMsl
Y4YEOHBIX 3aHATHIA;

- coluoieHune CTaHJapTOB
AHTUKOPPYIIIUOHHOTO MMOBEJICHUS,

- coOnoaeT  HOPMBI  JKOJIOTHYECKON
0€e30IacCHOCTH;

— OnpCacIsiICT HaITpaBJICHU A

- IKCIIEPTHOE
HaAOJIFO[eH1E
BBIIIOJHEHUS
MPAKTHICCKUX
3aJIaHHUi,

- OIIEHKa II0 HTOram
YCTHOTO ompoca
CTYJCHTOB,

- HaOJIOJEHHE  II0

UTOraM TECTUPOBAHUS,
- OLIEHKa B IpoLlecce
IIPOBEJCHUS
IIPOMEKYTOYHON
aTTECTaLlUU.
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Pe3yabTaThl 00y4eHHUsI

Kputepun onenkn

MeToabl OIEHKH

pecypcocoepexeHus B paMKax
npoecCHOHAIBHON ~ JIeATENIBHOCTH  T10
CIEIUATIbHOCTH;

- 3((PeKTUBHOCTh UCTIOIB30BAHUS CPEICTB
(GU3NYECKON KyJIbTYpHI JJISi COXPAHEHUS U
YKpeIUIeHUs  370pOBbsS B Ipolecce
npoeCCHOHAILHOW ~ JESITEIBbHOCTH |
MOJJIEP)KaHUSI ~ HEOOXOIUMOTO  YpPOBHS
(U3NYECKOl MOATOTOBICHHOCTH;

- 9(QQeKTUBHOCTh  HCIIOJIB30BAHHS B
npoeCCHOHATLHON JEeSITETTbHOCTH
HEO0OXOIMMOM TOKYMEHTAIIUH, B TOM YHCIIE
HA MHOCTPAHHOM SI3bIKE

IlepeueHb yMEHUI, OCBau

BAaCMbIX B paMKax TUCHUIIJIMHBL

[IpumensaTh
IPaKTUKE
rOCyIapCTBEHHBIC
CTaHJapTHl, apyrue
HOPMAaTHUBHO-
METOANYECKHE
JOKYMEHTHI,
periiaMeHTUpYIoLue
OpraHu3aINIo
JIOKYMEHTAIHOHHOTO
o0ecrieueHus
yIpaBJIEHUS;
CocraBisrth "
NpaBUIBHO OGOPMIISATH
OCHOBHBIE BUJIBI
OpraHu3alMOHHO-
pacropsIuTeIbHBIX
JIOKYMEHTOB;
OdopmsaTs
UH(POPMAaLMOHHO-
CIPaBOYHYIO
JIOKYMEHTALUIO;
OdopMasaTh KaapoOBYIO
JIOKYMEHTALUIO;
OdopmnsaTs
PETEH3UOHHO-UCKOBYIO
JOKYMEHTAITHIO.

Ha

- odopmiieHHE JOKYMEHTOB M pCIICHUE
MPAKTUYECKUX CUTYallMii ¢ HOPMATHUBHBIM
MPaBOBBIM 00OCHOBAHUEM;

- UCIIOJIb30BaHUE PA3JIUYHBIX UCTOYHHKOB,
BKJIFOYAsT DJICKTPOHHBIC PECYpPCHI, Meaua

pecypcsl, HuTepHeT-pecypesl,
NEpUOANICCKUC U3JaHus1 110
CIICIHAIBHOCTH TSI perieHus
npoeCCHOHATBHBIX 3314

- JIEMOHCTpalysi OTBETCTBEHHOCTH 3a
NOPUHATBIE  peIIeHUs, 00OCHOBAaHHOCTh

caMOaHajM3a U KOPPEKLHs pe3yJIbTaToB
coOCTBEHHOM paboOTHI;

- HCIOJIb30BaHUE 3aKOHOAATENbHBIX U
HOPMAaTHBHO-TIPABOBBIX aKTOB npu
IUTAHUPOBAHUH HpeaNpUHUMATENbCKON
NEeSTeIbHOCTH B INpodeccroHalbHON
cdepe;

- JIEMOHCTpalusi 3HAaHUW B
(uHaHCOBOW I'PaMOTHOCTH;

- KOHCTPYKTUBHOCTh B3aWMOJICHCTBHSA C

oOactu

00ydJaronumMucs, PETNoIaBaTeIIMA B X0J1€
o0y4eHusI, PYKOBOIUTEISIMU YUEeOHOW W
MPOU3BOJICTBEHHON MIPAKTHUK.

-co0MIoicHne HOpM  Mpo¢ecCHOHATBbHON
ITHKH,

— IIOCTPOEHHE npodecCuoHaIbHOTO
oO01IeHus C y4eTOM COIAAJIBHO-
npoeCCUOHAIBHOTO  CTaTyca, CHUTYallH
oOlIeHusi, OCOOEHHOCTEW  TIpyNIbl U
WHIBUIYTbHBIX ocoOeHHOCTeH
YYaCTHHKOB KOMMYHUKAIIHH;

- I'PAaMOTHOCTb YCTHOM M IHCBMEHHOU
peuu;

- odopmiieHne JIOKYMEHTOB B
cootBercTBUM ¢ 'OCToMm;

- 9KCTIEPTHOE
HaOJII0ICHUE
BBITOJIHEHHS
MPAKTHICCKHIX
3aJIaHNM,

- OIIEHKa II0 HTOram
YCTHOT'O ompoca
CTYICHTOB,

- HaOIIogeHue 110

HUTOraM TCCTUPOBAHUA,

OIICHKa B Mponecce

MIPOBEACHUS
IIPOMEKYTOUHON
aTTECTALlUN.
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Pe3yabTaThl 00y4eHHUsI

Kputepun onenkn

MeToabl OIEHKH

- SICHOCTh (DOPMYIUPOBAHHS M W3JIOKCHUS
MBICTICH;

- MPOSIBJICHHE TOJCPAHTHOCTU B MpoIlecce
0011IeHuS,

- coOJIIOJIeHHEe HOPM TIOBEICHHUS BO BpEMs
y4eOHBIX 3aHSTHH;

- coOuroIeHue CTaHJapTOB
AQHTUKOPPYIIIUOHHOTO TOBE/ICHHUS;

- CcoOMOJaeT HOPMBI  3KOJOTHYECKOU
0e30IMacHOCTH;

- orpenenser HaTpaBJICHUS
pecypcocOepekeHmst B paMkax
npoeCCHOHAILHON ~ JIETEIBHOCTH 110
CIEIHATLHOCTH;

- 3¢ PEKTUBHOCTh HCIOJIB30BAHUS CPEJICTB
(GU3NIECKON KyJIBTYphI JJISI COXPAHCHUS U
YKpEIUICHUsI  370pOBbs B Ipolecce
npoecCHOHATLHOM ~ JESITENbHOCTH U
MOJICP)KaHUSI ~ HEOOXOIUMOTO  YPOBHSI
(bU3HUECKOI MOATOTOBICHHOCTH;

- 23¢0(}EKTUBHOCTh  HCIIOJIL30BAHUSI B
npodeccnoHaTBEHOM JeSTeILHOCTH
HEOOXOUMOM TOKYMEHTAIIUHU, B TOM YHCIIC
HA MHOCTPAHHOM SI3BIKE
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