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GENEPAJIBHOE TOCYJAPCTBEHHOE BIOJIXKETHOE OBPA30OBATE/IbHOE

YYPEXIEHME BbICHIET'O OBPA30OBAHVIA

«POCCUMCKHUM TOCYTAPCTBEHHBIVI YHUBEPCUTET

TYPU3SMA U1 CEPBUCA»

CMK
PIYTUC

Aucm 3

1.0BIIASI XAPAKTEPUCTUKA PABOYEM ITPOI'PAMMBI TV CIHUILIVHBI
«OI1.06 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHU S

1.1. MecTo IMCHUIINHBI B CTPYKTYPe OCHOBHOI 00pa30BaTe/bHOIl POrpaMMbl

VuebHasg jucuMIUIMHA «/OKyMeHTallMOHHOEe o0ecreuyeHne YIpPaBICHUS» SIBIISETCS
oOsi3aTenbHOM  YacThio  OOmenpodeccHOoHANbHOTO IHKJIA TpPUMEpHON  00pa30BaTEbHOM
nporpammel B cootBeTcTBUr ¢ @I'OC CIIO no crneunaibHOCTH.

Ocoboe 3HaueHHWE UCUMIUIMHA HMEET MpH (OPMHUPOBAHMM U PA3BUTHH OOIIMX
xomnerenuiit OK 01, OK 03, OK 04, OK 05, OK 09, I1K 1.3.

1.2. Heas ¥ niIaHupyeMble pe3yJbTAaThl 0CBOCHUS JUCHUIIJIMHBI:
B pamkax mporpaMMmbl y9eOHOW TUCIUIUIMHBI OOYYAIOIIMMHUCS OCBAWBAIOTCS YMEHUS

U 3HaHUSA
Kox YMmeth 3HaTh BaaneTrs HABBIKAMH
OK, IIK
OK 01 pacro3HaBaTh 3a7a4y WWIA | aKTyaJbHBIN
npo0JiemMy B poeCCHOHATBHBIN U
pohecCUOHATIBHOM W/HITN COLMAJIbHBIA KOHTEKCT,
COLIMAJIbHOM KOHTEKCTE; B KOTOPOM MPUXOJUTCS
aHANM3MPOBATh 3374y W/WIM | paboTaTh U KUTb;
po0JIeMy U BBIJIEISTh €€ OCHOBHbBIE HCTOUYHUKH
COCTaBHBIE YaCTH; UH(pOpMALUU U PECYPCHI
OIIPENIENIATh ATAllbl peIlieHnsT | JUIsl pelIeHus 3a/1a4 U
3a1a4n npobiem B
BBIBIIATH U 3PPEKTUBHO npodeccnoHaTbHOM
HCKaTh MH(POPMALHIO, W/WIIH COLMAIBHOM
HEOOXOJIMYIO JUTS PEIICHUS] | KOHTEKCTE;
3a/1auk ¥/UITH TIPOOIIeMbI AJIITOPUTMBI
COCTaBJIATh IUIaH JCUCTBUS; | BBIIIOJIHEHUS paboT
onpeeniaTh He0OOXOUMbIe B Ipo(eCCHOHATLHON U
pecypcbl CMEXHBIX 00J1acTAX
BJIQJIETh aKTyaIbHBIMU METO/bI paboTHl B
METoJIaMHu PabOThI B npodeccroHalbHOMN U
npohecCUOHATILHON U CMEXHBIX chepax;
CMEXHBIX cepax; CTPYKTYpY IJIaHa JIst
peann30BbIBaTh pelIeHns 3a/1a4 MOopsI0K
COCTaBJICHHBIH IU1aH OLIEHKH pe3yJIbTaTOB
OLICHUBATh PE3YJbTaT U pelieHns 3a1a4
TIOCJIE/ICTBUS CBOMX npodeccroHanbHOM
neiicTBUl (CAaMOCTOSITENIBHO | ESITETIbHOCTH
WU C TIOMOLIBIO
HACTaBHUKA)
OK 02 OTPENENSTh 3a7a49u JUTsl HOMEHKJIaTypa
NOMCKa UH(OPMALIUH; MH(POPMAaIMOHHBIX
OTIPEEIISTh HEOOXOMMBIE HCTOYHUKOB,
MCTOYHHMKU MH(OpMAIIUH; MPUMEHSEMBIX B
TUIAHUPOBATh MPOILIECC npodeccroHabHON
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PIrYTHUC Aucm 4
TIOUCKA; NeSITeNIbHOCTH;
CTPYKTYpHpOBaTh MIPUEMBI
MOTy4aeMyro HHQOPMAIMIO; | CTPYKTYPHUPOBaHUS
BBIJIEIISITH Haubosee nH(pOpMaLINY;
3HAYMMOE B ITEPEYHE dbopmat opopmieHuUs
uH(OpMALIUH; pe3yJIbTaTOB IIOMCKA
OLICHUBATh ITPAKTHYECKYIO uHpopmanuu,
3HAYUMOCTh PE3YJIBTATOB COBPEMEHHBIE CPENICTBA
TIOUCKA; U yCTpOHCTBa
0(hOpPMIISITH PE3yIbTATHI nH(pOpMATH3AIINH;
TIOMCKA, IPUMEHSTh CPEJICTBA | TOPSAOK UX
MH(POPMAITMOHHBIX MIPUMCHCHHUS U
TEXHOJIOTHH JUIsl PEILICHUS MIPOrpaMMHOE
pogeCCHOHATLHBIX 33134, obecrieueHue B
UCIIONIb30BaTh COBPEMEHHOE | PO eCCHOHATIBLHON
[pOrpaMMHOE O0ECIIEUEHUE; | IEATEIbHOCTH B TOM
UCTIONb30BaTh Pa3iIMYHbIC qHCIIe C
poBbIe CPEICTBA IS HCII0JIb30BaHUEM
peLIeHust U(POBBIX CPEICTB
npoheccHoHaIbHBIX 33134

OK 03 OIIPENETSITH AKTYaIIbHOCTb cojiep)KaHue
HOPMAaTUBHO-TIPABOBOM aKTyaJbHOMN
JOKyMEHTAIIUH B HOPMAaTUBHO-TIPABOBOM
poQeCcCHOHATEHOM JIOKyMEHTAITUH;
JeSTENbHOCTH; COBpeMEHHas Hay4YHasl U
MIPUMEHSTH COBPEMEHHYO npodeccuoHanbHas
HAYYHYIO TEPMHUHOJIOTHS;
npoeccuoHaIbHYO BO3MOXXHBIE TPACKTOPHH
TEPMHUHOJIOTHIO; npodeccrnoHaIbHOTO
OTIPEICIIATH ¥ BBICTPANBATh | PA3BUTHS U
TPaeKTOpHU camMo00pazoBaHus;

PO eCCHOHATEHOTO OCHOBBI

Pa3BUTHSA U MpeANPUHIMATENHCKON
camMo00pa3oBaHUs; NeSTeTbHOCTH;
BBISBJIATH JJOCTOMHCTBA U OCHOBBI (PIHAHCOBO
HEJIOCTAaTKH KOMMEPYECKOH | TPaMOTHOCTH;

ujieu; MpaBmIa pa3paboTKH
TIPE3CHTOBATh HIICH OM3HEC-TIJIaHOB;
OTKPBITHSI COOCTBEHHOTO MOPSIOK BBICTPAMBAHUS
1iena B mpoeccuoHambHOM MIpe3CHTAIINH;
JeSTEbHOCTH;

oopMiATE OM3HEC-TIIAH;
pacCUNTHIBAaTh pa3Mephbl
BBITIIAT I1O MMPOLICHTHBIM
CTaBKaM KpeIUTOBAHUS,
OTIPEIETIATh
WHBECTUIIMOHHYIO

IPHUBJICKATCIIbHOCTD
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KOMMEPYECKHUX UJIeH B
paMKax nmpogecCHOHATLHON
JeATENbHOCTH;
MPE3CHTOBATh OM3HEC-UJICIO;
OTpeNIeNIATh HCTOUHUKH
(rHaHCHPOBaHUS

OK 04 OpPraHU30BBIBAThH PAOOTY MCUXOJOTUYECKHUE
KOJUIEKTUBA OCHOBBI JI€SITEIbHOCTH
Y KOMaH/JIbI; KOJUIEKTHBA,
B3aUMOJICHICTBOBATD C TICUXOJIOTUYECKHUE
KOJUIEraMy, PyKOBOJICTBOM, | OCOOEHHOCTH JTMYHOCTH;
KITMEHTaMH B XOJIC OCHOBBI TTPOEKTHOM
npoeccuoHanbHON JeSITeIbHOCTH
JIEATEIbHOCTH

OK 05 IPaMOTHO M3J1araTb CBOU 0COOEHHOCTH
MBICITH COIIMAIBHOTO U
1 0OPMIISITH TOKYMEHTHI [IO0 | KyJIBTYPHOTO
pogeCcCHOHATLHOM KOHTEKCTa;
TEMaTHKe Ha npaBmiia 0pOPMIICHUS
rOCYJIapCTBEHHOM SI3bIKE, JIOKYMEHTOB
MIPOSIBIIATH TOJIEPAHTHOCTh B | M IOCTPOCHUS YCTHBIX
paboyeM KOJUIEKTHBE coO0IIeHUH

OK 09 MOHUMATh OOLTUI CMBICIT MpaBuiia MOCTPOCHUS
YETKO MTPOM3HECEHHBIX MIPOCTBIX M CIIOKHBIX
BBICKa3bIBaHUI Ha MIpeIIoKeHU N Ha
W3BECTHBIC TEMBI npodecCuoHAIbHBIC
(mpodeccroHanbHbIE U TEMBI;
OBITOBBIC), IOHUMATh TEKCTHI | OCHOBHBIE
Ha 0a30BbIe o0111eynoTpeOuTeNbHbIE
po¢eCCHOHATLHBIE TEMBI; rarosibl (ObITOBast U
y4acTBOBATh B AMANIOrax Ha | MpodecCHOoHaIbHas
3HAKOMBIE OOIIIE 1 JIEKCHKA);
npoeccroHabHbIE TEMBI; JIEKCUYECKUN MUHUMYM,
CTPOUTDH TIPOCTHIE OTHOCSIIIUNCS K
BBICKa3bIBaHUS O ce0e 1 0 OMMCAHUIO MPEIMETOB,
CBOE# TIpodhecCHOHATTEHOM CPEACTB U MPOLIECCOB
JEeSITEIIbHOCTH; npodeccroHanbHOM
KpaTKO 0OOCHOBBIBATH U NEeSATeTLHOCTH
OOBSCHSTH CBOM ACHCTBUS 0COOEHHOCTH
(Texkylue U IUIaHUpYeMbIe); | POU3HOLLIEHUS;
MUCATh MPOCTHIE CBSI3HBIE MpaBWJIa YTCHUS
COOOIIIEHNS Ha 3HAKOMBIE TEKCTOB
WJIA UHTEPECYIOIINE npodeccroHanbHOM
PO eCCHOHATLHBIE TEMBI HaIpaBJIEHHOCTH

[IK 1.3 [IpumensTr Ha mnpakTuke | TepMUHOIOTHIO B | HOJATOTOBKHU
rocy/1apCTBEHHbIE obmactu FOPUTTYECKUX
CTaHJIaPTHI, IpyTHe | TOKyMEHTAIMOHHOTO JIOKYMEHTOB, B TOM
HOPMAaTHBHO- o0ecrniedyeHus YHCJIe C
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MCTOAUYCCKUEC NOKYMCHTHI, | YIIPABJICHUS, HUCITIOJIB30BAHUECM
periiaMeHTUpyroIue HopmarusHbie UH(OPMAITMOHHBIX
OopraHu3alnuro JOKYMCHTEI, TEXHOJIOTHH.
JOKYMEHTAIlHOHHOT'O periiaMeHTupyromue
O6€CH€‘ICHI/I${ YIIPABJICHUA, COCTaBJICHUC nu
CocTaBisaTh M TPaBUIBHO | OhopMIIeHHE
O(bOpMJ'IS[T b OCHOBHBIC | JOKYMCHTAlIN u
BUJIBI OpPTaHHU3AIMOHHO- | TIOPSIIOK €€ 00padoTKH;
pacropAIUTCIbHBIX HpaBHna COCTABJICHUA U
JIOKYMEHTOB; oopmienus
OdopmnsaTth OpraHU3aloOHHO-

MH(POPMAIIMOHHO- pacnopsauTEIILHBIX
CIIPAaBOYHYIO JAOKYMCHTOB, BXOIAIIUX
JTOKYMEHTAIINIO; B YHU(PUIMPOBAHHYIO
OdopmnsaTth KaJIpOBYIO | CUCTEMY
I[OKYMGHTaIII/IIO; OpFaHI/I3aIII/IOHHO'
OdopmnsaTth pacuopsauTeIbHBIX
HpeTeH3I/IOHHO-I/ICKOBy10 I[OKyMeHTOB,
JOKYMEHTALHIO. YHUPUIIUPOBAHHYIO
CUCTEMY IIEPBUYHOU

YUETHOM JOKyMEHTaluu
B YacTH JOKYMEHTaluu
110 Y4eTy Tpyza;
Ilopsimok  mpoBeneHus
JKCIIEPTU3bl  IIECHHOCTH
JIOKYMEHTOB u
MOATOTOBKH 1€ K
apXMBHOMY XpaHEHHUIO.
TexHomoruro
OpraHu3alu
JOKYMEHTO000pOTa B
OpraHM3aLusaX
(YupexaeHusx).
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2.CTPYKTYPA U COJEP)KAHUE YUYEBHOM JUCIHUIIIAHBI
2.1. O6bem yueOHOH TUCHMILIMHBI M BUIbI Y4e0HOIT padoThI
. Oo0bem B
Buj yueOHoit padoThI qacax
O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM JMCHUIIIHHbI 52
6 m.u. 6 hopme npaxmuyeckoi NOO20MOBKU (eciu npedycmMompeno)
BT. 4..
TeopeTudYecKoe 00ydeHne 16
nabopatopHble pabOTHI (eciu npedycMompeHo) 0
MIPAKTUYCCKHUE 3aHITUS (eC/iu npedyCMOmMpeHo) 32
KypcoBasi paboTta (IIpOeKT) (eciu npedycmompeHo OJis 0
cneyuanbHocmell)
KOHTPOJIbHASI paboTa (eciu npedycmompeno) 0
Camocmosmenvras paboma 4

KOHCY1bmayuu

IIpomeskyTouHas arrecTaums
JuddepenunpoBannblii 3aueT— 3 ceMecTp
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2.2. TemaTHyecKHH NJIAH U coJep:KaHue YUeOHOM TUCUMIINHBI

O0beM, akaj.

u/ Koabl koMneTeHIui,
HaumenoBanue Coaep:xanue yueOHOro Mmarepuasia u GopMbl OPraHM3aLMH 1esITeIbHOCTH BTN I B ¢opmupoBanuio
pa3aesioB H TeEM 00y4arIIMXCs (bopme . | KOTOPBIX CIIOCOOCTBYET
HPARTIFICCRON | rement NPOrpaMMmblI
NOAr0TOBKH,
aKaa. 4
1 2 3 4
Paznea 1. OCHOBBI JOKYMEHTHUPOBAHUS YIIPABJIEHYECKOM JEATEJIBHOCTH
Tema 1.1 IlonsaiTne 0 | Coaep:kanue y4eOHOro MaTepuajia OK 01, OK 03, OK 04,
AOKYMEHTAlMOHHOM | OCHOBHbIE CBONCTBA JTOKYMEHTOB M WX (YHKIHUU B CHUCTEME YIIpaBJICHUS. OK 05, OK 09
ol0ecreyeHNH [Tonsatue  goxkymenta. UMudopmanms u  jpokyment. Kiaccuduxanms K 1.3
ynpasJieHus, JOKYMEHTOB: 10 BHJIY OG(OpPMIIEHMS; MO COJepXkaHHI; Mo ¢opme; I
AOKYMEHTE B OPOMCXOXKACHUIO; IO cpeicTBaM  (UKCAllMM; 10 CpOKaM  XpaHEHUs. 1
crnocodax MarepuanbHble HOCUTETN UH(POPMALIIH.
AokymeHTupoBanusi | [lonarue poxkymentupoBaHusi. OCHOBHBIE CHOCOOBI JIOKYMEHTHPOBAHHUS.
OcCHOBHbBIE COBPEMEHHBIE TEXHOJIOTUH, NPHUMEHSEMblE IpU OpraHU3aLUU
paboThI ¢ JOKYMEHTaMH B OpraHu3alusIX (YUpexkKIeHUAX ).

Tema 1.2 Copepxanue y4eOHOIro MaTepuasa
HopmatusHo- HopmartuBHo-nipaBoBBIE aKThI, perynupyomue JOKYMEHTAIlMOHHOE OK 01, OK 03, OK 04,
npasosas 6a3a oOecrieyeHue yrmpaBieHus. YHU(DUKALUSA U CTaHIApTH3alMs KaKk OCHOBHBIE OK 05, OK 09
AOKYMEHTAIMOHHOI'0 | HAlPABJICHUs COBEPILICHCTBOBAHUA JOKYMEHTOB M JOKYMEHTAlMOHHOI'O 1 [IK 1.3
odecreyeHust obecrieueHus ympaBiacHUsI.
ylpaBJieHUs [lepeyeHb OCHOBHBIX TOCYAApCTBEHHBIX CTaHAAPTOB Ha YHU(ULHMPOBAHHBIE
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CUCTEMBI JOKyMeHTauuu. OCHOBHBIE IOJOKEHUS T'OCYJAapCTBEHHON CHCTEMBI
JOKYMEHTAIMOHHOTO obOecrieueHus: ympasieHus. CocraB yHH(PHUIHPOBAHHBIX
CUCTEM  JOKYMEHTalMH: OpraHU3allMOHHO-PACIIOPSAAUTENIbHAS, OTYETHO-
CTaTUCTHUECKasi, GUHAHCOBAs U Jp.

Tema 1.3 Cnoco0nI u
NMpaBuJia co31aHUsA
JOKYMEHTOB

Coaep:xanue yueOHOro MaTepuaJia

XapaxTepucrtuka, coctaB u coaepxxanue 'OCTa Ha cucteMy OpraHu3alMoOHHO-
pacnopsAUTENbHOM JIOKyMEHTaLUU. YauduuupoBaHHas cucrema
OPraHU3ALMOHHO-PACHOPSAUTENBHON  JIOKYMEHTALIHH. TpeboBanust K
opopmiieHH0 nOoKyMeHTOB. Dopmynsip-oopazenr OP/I. Ipasuia odopmiieHus
PEKBU3UTOB, peraameHTupoBaHHbIX [[OCTom.

B ToM Yuc/ie NPaKTHYECKUX 3aHATHI

[Tpaktuyeckoe 3ansitue Nel. OdopmiieHre peKBU3UTOB HA IOKYMEHTAX.

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

Pa3zgen 2. OPTAHU3A

oA CUCTEMbI JOKYMEHTAIIMOHHOI'O OBECIHEYEHUA

Tema 2.1 Copaepxxanue ydyeOHOro MaTepuasa OK 01, OK 03, OK 04,
Odopmaenue XapakTepucTUKa UM COCTaB  CIPaBOYHO-MH(POPMALMOHHBIX JOKYMEHTOB OK 05, OK 09
HH(POPMALTOHHO- (cayxeOHBIX MUCEM, CIPABOK, 3asBJICHUH, aKTOB, MPOTOKOJIOB, JOKJIAJHBIX U K 1.3
CIIPABOYHOM OOBSCHUTENBHBIX  3aIHCOK), TpeboBaHUs K 170:¢ 0(OpPMIICHHIO.
AOKYMEHTAINU JloKyMeHTUpOBaHHE AESITEIbHOCTH KOJIJIETHAIBHBIX OPTraHOB.

B TOM 4Hc/Ie IPAKTHYECKUX 3aHATHH

[TpakTrueckoe 3ansatue Ne2. Odgopmiienrne nHPOPMaMOHHO-CIIPABOYHON

JIOKYMEHTAIUH.
Tema 2.2 Coaepxanue y4eOHOro MaTepuasa OK 01, OK 03, OK 04,
Odopmiaenue OcHOBHBIE  TpyNIBl  OPraHU3allMOHHO-PACIIOPSAUTENBHBIX  JIOKYMEHTOB. OK 05, OK 09
OpPraHM3aloOHHO- XapakTepucTuka M COCTaB OpPraHM3al[MOHHBIX JOKYMEHTOB (ycCTaBa, K 1.3
pacnopsuTe1bHOU MOJIOKEHUS, WHCTPYKLUHH, JOJDKHOCTHOM MHCTPYKIMH), TpeOOBaHUS K
AOKYMEHTAIlUU oopmiIeHHI0. XapaKTepUCTUKA U COCTaB PACIOPSIUTENbHBIX JOKYMEHTOB
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(mocTaHOBNIEHUS, MIPUKA3a, PEIICHUS, PACIOPSIKEHMS], yKa3aHUs), TpeOOBaHUs
K UX OOPMIICHHIO.

[ToHATHE NOAJMHHMKA, KOIMM, BBINUCKM, AyOnukata. Buasl komnwuii
JOKYMEHTOB, OCOOEHHOCTH 3aBEpeHMs] KOMMH M BBINHCOK HOTAapHUaIbHBIMU
KOHTOPaMH U JIOJDKHOCTHBIMU JIMLIAMU OpTaHU3aIUi.

B ToM yucae MPAKTUYIECCKUX 3aHATHH

[TpakTiaeckoe 3ausTue Ne3. OdopmiieHne opraHu3aMoOHHO-
pacnopsAIUTENIbHON JOKYMEHTALINH.

Tema 2.3
Od¢opmiienue
Ka/JpoBoii
AOKYMEHTAIlUH

Coaep:xanue yueOHOro MaTepuaJia

3asiBIIeHUs W TPUKAa3bl 10 JUYHOMY cocTaBy. JInuHas xaptouka ¢opmel T-2 u
JIMYHBIE J1ea

B ToM uuncae NMPAKTUYIECCKUX 3aHATHH

[TpakTueckoe 3ansatue Ne4. OdopmiieHne KaJpoBoil TOKyMEHTalUH.

OK 01, OK 03, OK 04,
OK 05, OK 09
I[IK' 1.3

Tema 2.4 JloroBopHoO-

Conep:xxanue yueOHOro MaTepuaJia

OK 01, OK 03, OK 04,

npasoBast [Tonsitue norosopa. OcHOBHBIE pa3zenbl A0roBopoB. Ilopsnok odopmieHus OK 05, OK 09
AOKYMEHTAIusl TPYAOBOTO JOrOBOPA, TOTOBOPA MOCTaBKH, I0OTOBOPA KYIUTU-TIPOJIAXKH. K 1.3

B TOM 4Hc/Ie IPAKTHYECKUX 3aHATHH

[Tpaktuueckoe 3anstue Ne5. OdopmieHue 10roBopoB.
Tema 2.5 | Conep:xkanue y4yeOHOro MaTepuasia OK 01, OK 03, OK 04,
IIperen3uonno- OCHOBHBIE DPEKBH3UTBHI M MOPAAOK O(GOPMIICHHS IpETEeH3Uil, OTBETOB Ha OK 05, OK 09
HCKOBast nperensuto. FOpuanueckas ciyx6a, BBIIOIHSIOMIAS MPETEH3MOHHO-UCKOBYIO K 1.3
AOKYMEHTAIUSs paboty Ha npeanpusTHU. JKypHas perucTpaliuu npeTeH3uii.

[Topsimox odopmiieHusT MCKOBBIX 3asBICHUM W MpPEJICTaBICHUE UX B
ApOUTpaXHBIH CyA.

B ToM 4nciie NpaKTHYECKHUX 3aHATHH

[Ipaktuyeckoe  3ansTe  Ne6.  OdopmieHne  NPEeTeH3MOHHO-HCKOBOM
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‘ JOKYMEHTAIUH.
Pa3znen 3 OPTAHU3ALIIUSA PABOTBI C JOKYMEHTAMU B OPTAHU3ALIUAX
(YUYPEXKJAEHUAX)
Tema 3.1 Texnosorusi | Conep:kanue y4eOHOT0 MaTepuasia OK 01, OK 03, OK 04,
OpraHu3anuu VYnpasnenue U JIEJIONPOU3BOJICTBO. Opranu3zalmoHHbIE (bopMbI OK 05, OK 09
JAOKYMeHT0000poTa B | nenonpon3BojacTBa. Ciyx0a JOKYMEHTAIIMOHHOTO OOECIICYCHHUsT YIpPaBICHHUS, K 1.3
opraHmM3anusax OCHOBHAas 3a1a4ya, (QYHKIWH, THIIOBBIE CTPYKTYPHI, JOJDKHOCTHOW COCTaB.
(yupeskaeHunsix) PernamenTanus pa6otsl ciayx0e1 JJOVY. IlpumepHoe mosioxkeHUE O Ciryxoe
JIOKYMEHTAIMOHHOTO 00ECIICUeHHU YIPABICHUS U TOTKHOCTHBIE HHCTPYKIIUU.
Tema 3.2 Coaep:xanue yueOHOro MaTepuaJia OK 01, OK 03, OK 04,
Ocob0ennocTn [TonsTHS MpeIoKEHUs, 3asaBICHUS U KalloObl. [Ipuem u perucrpanus nucem OK 05, OK 09
AeJIONPOU3BOJCTBA rpaxzaaH. PaccMoTpeHne U paspelieHue muceM, CpoK pacCMOTpeHHUs. AHaIu3 K 1.3
10 00paleHusIM MUCEM TPaKJIaH.
rpakaaH u KondunennuanpHoe ae10npou3BoacTBO. ['pud orpaHwueHuss IocTymna K
KOH(HMICHINAIBHOIO | TOKYMEHTY. ABTOMAaTH3WPOBAaHHBIE CHUCTEMBI pabOTBl C JOKYMEHTaMH.
AeJIONPOU3BOJACTBA CpenctBa M3rOTOBJICHMS, KONHMPOBAHHS U PA3MHOXKEHHUS JOKYMEHTOB.
Opranuzanus paboynx MecT.
B ToM 4nciie NPpAKTHYECKHUX 3aHATHH
[Tpaktuueckoe 3anstue Ne7. OdbopmiieHre oOpaiieHnii rpak/iaH.
Tema 3.3 Copaepxxanue ydyeOHOro MaTepuasa OK 01, OK 03, OK 04,
CucreMaru3zanus ITonsarue JOKYMEHTO000poTA. Oo6mue MPUHLIUIIBI OpraHu3aluu OK 05, OK 09
AOKYMEHTOB, JIOKYMEHTOO0OpOTa, €ro OCHOBHBIE 3Talbl: MPUEM U IepBUYHAs 0OpaboTka K 1.3

¢opmupoBanue ux B
JeJia U mepeaaya B
apXuB OPraHM3auNHU

JAOKYMCHTOB, pacCHpCACIICHUC TMOCTYIIUBIINX JOKYMCHTOB;, pPCrucCTpanusid
JOKYMCHTOB n MpeaABapUTCIILHOC nx pPacCMOTPCHUC, paccMOTpCHUC
JOKYMCHTOB PYKOBOACTBOM OpraHu3alnuun (y‘{pe)K,Z[CHI/I}I) W HaAIIpaBJICHUC WX Ha

HCIIOJIHECHUEC, UCIIOJTHCHUE U KOHTPOJIb 34 UCIIOJTHCHUEM JOKYMEHTOB,; TCKYIICC
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PryTUC Aucm 12

XPAaHCHUC NOKYMCHTOB.
Homenxkmnarypa gen. O6paboTka Jaei it MOCIEAYIOMIEro XpaHeHHs.

Cpnada zien1 B apxuB.

:‘)KCHCpTI/I?)a INEHHOCTHU JOKYMCHTOB, O(l)OpMJ'IeHI/IC J€J1, COCTaBJICHUEC oIuceit.

HpOMe)KYTO‘IHaH aTTcCTaluid

CamocrosrenbHas pabora

Pedepatst o BEIOpaHHOM TeMe

1 [MonsTue o nokymente. Kiaccupukanum 10KyMEHTOB.

2 YHu}uKanysa 1 CTaHAapTH3ANMS YIIPABICHUYECKUX JOKYMEHTOB. Y HU(PHUIIMPOBAH -
HBIE CUCTEMBI JOKYMEHTALIUH.

3TOCT P 6.30-2003. CocraB cranaapra, 3Hau€HUE Uil YIIPaBICHYECKOM e Tellb-
HOCTH.

4 ®opmysp-obpazer Kak o0111as MOJIeNIb HOCTPOSHUS PETJIAMEHTUPOBAHHOTO
YIPaBIEHYECKOTO JOKYMEHTA.

5 PexBusutsl nocrosiubie (01-04); xapakTepucTtuka, npaBuia ohopmiieHus

6 PexBusutel nocrosinubie (05-09); xapakTepucTka, npaBuiaa oGopMIeHUS

7 bnauk, BUabI OJIaHKOB.

8 PekBU3NTHI 3aro0BOYHON yacTH JokymeHTa (10-14), xapakTepucTuka,
npaBuiIa 0pOpMIICHHUS.

9 IlpaBuna agpecoBaHus TOKYMEHTOB.

10 OcobenHocT oopMIIeHHS TeKCTa CIyKeOHOTo JOKYMEHTa

11 PexBusuTtsl 18 u 21; xapaktepuctuka, npaBuiia 0opMIICHHUS.

12 PexBu3uThI 22 1 25; XapaKTepuCTHKa, MpaBuiia 0OpMIICHHUS.

13 PexBu3uThI 16 1 26; XapakTepucTuka, npaBuiia 0hOopMIICHHUS.

14 PexBusuThl 23 u 24; XapakTepucTHKa, MpaBuiia 0OpMIICHHUS.

15 PexBusursl 17, 19, 27; xapaktepucTuka, npaBuiia 0hopMICHUS.

16 PexBuzuTtsl 28 - 30; xapakTepucTHKa, IpaBUiIa OPOPMICHHS.

12




OEJTEPAJIbBHOE TOCYJAPCTBEHHOE BIO/IKETHOE ObPA3OBATEJIBHOE
YYPEXIEHNME BbICIIETO OBPA30OBAHVIA

«POCCUVICKUM TOCYTAPCTBEHHBIV YHUBEPCUTET
TYPU3MA Y CEPBUCA»
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Aucm 13

17 CoBpemMeHHBIE CTIOCOOBI M TEXHHUKA CO3/IaHUs IOKyMEHTOB

18 YCOP/I. Ha3zHaueHnue cucTeMbl, XapaKTEpUCTHKA TPYIII U BUAOB JOKYMEHTOB.

19 Cucrema opraHu3allMOHHBIX JOKYMEHTOB. Ha3zHaueHue, BUAbl TOKYMEHTOB.
20 IloroBopa 1 KOHTpaKThl; kKiiaccudukanuu. TpeboBaHus K 0pOPMIICHHUIO.

21 JIomKHOCTHASI HHCTPYKIIHSL; OCOOEHHOCTH JOKYMEHTHUPOBAHUS,

CrpykTypa TeKcTa.

22 Cucrema pacnopsIuTeNIbHbIX JOKyMeHTOB. Ha3HaueHue, BUIbI TOKYMEHTOB.
23 IIpuxa3bl, BUJIbI IpHKa30B. OCOOEHHOCTU JOKYMEHTHUPOBAHUS

npuka3zoB. CTpyKTypa TeKCTa.

24 Yuu¢unupoBaHHbie (OPMBI KaAPOBBIX MTPHUKA30B.

25 Pacnopsixenusi. OcobeHHOCTH 0(OpMIICHHS, CTPYKTYpa TEKCTA.

26 IlocranoBnenus, pemeHusi. Oco6eHHOCTH 0hopMIIEHUS, CTPYKTYpa TEKCTa.
27 CucreMa cripaBOYHO-MH()OPMAILIMOHHBIX TOKYMEHTOB. Ha3zHaueHue, BUJIBI.
28 JloxyiagHas 3amucka, BUsl; 0co0eHHOCTH odopmiieHHs. CTpyKTypa TeKCTa.
29 Cnpaska, BujibI cipaBok. OCoOeHHOCTH 0pOpPMIIEHUS, CTPYKTYpa TEKCTA.
30 Akt, BubI akToB. OcobeHHOCTH 0(DOPMIICHHSI, CTPYKTYpa TEKCTa.

31 O6pamenus rpaxxknan. Haznauenue, Buabl, OcoOeHHOCTH 0OpMIIEHHUS, CTPYKTYpa TEKCTA.

32 JlenoBble nUcbMa. XapaKTEPUCTUKA U KIacCU(PUKAIIUH.

33 Kommepyeckue mucbma. XapakTepUCTHKa U KIacCU(UKALIUH.

34 Oco0eHHOCTH MOCTPOEHHsI TEKCTa CIYKeOHOro MUChMa.

35 MexayHapoJHble TUChMA.

36 Crangaptsl UCO Ha odopmieHHe 1e710BOi epenucKy.

37 Ilpotoko, BUABI MPOTOKOJI0B. OCOOEHHOCTH TOCTPOSHUS TEKCTA.

38 CpencTBa oniepaTUBHOM CBSI3H (TeJIErpaMMa, TEIEKC, JIEKTPOHHOE COO0IIeHHE, TeneoHorpamMma).

39.TpeboBanus k 0hOPMIICHHIO.

Bcero:

52
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3.MeToanyecKue yKa3aHUs M0 NPOBEAEHUIO NPAKTHYECKUX 3aHATHI/1a00paTOPHBIX

paboT/ceMUHApPOB, 3aHATHH B (h)opMe NPAKTUYECKOI OATOTOBKH (IIPY HAJTMYHN), U
CaMOCTOSITEJIbHOM padoTe

[TpakTHyeckue 3aHATHS 3aKJIFOYAIOTCS B BBIIIOJHEHUH CTYIEHTaMHU, 110, PyKOBOJICTBOM
IpernojiaBaTess, KOMIuIeKca y4eOHbIX 3a/laHUi HalpaBJICHHBIX HA YCBOCHUE HAY4YHO-
TEOPETUYECKUX OCHOB y4EOHOM JUCLUIUIMHBL, TPUOOPETEHHE IPAKTUYECKUX HABBIKOB
OBJIaJICHUS] METOAAMM IIPAKTUUECKON pabOThl C IPUMEHEHUEM COBPEMEHHBIX CPE/ICTB
KOMITBIOTEPHOH rpaduku, MyIbTUMEINA, KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH.
[TpakTHyeckue 3aHATHs CIOCOOCTBYIOT OoJiee TIIy00KOMY HOHUMAHHIO TEOPETUYECKOTO
MarepHaja yueOHOro Kypca, a Takke pa3BUTHIO, POPMUPOBAHUIO M CTAHOBJIEHUIO

Ppa3IMYHBIX

YPOBHEH COCTABIISIONINX MPOPECCHOHATHHON KOMIETEHTHOCTH CTYIeHTOB. Hapsiy ¢
¢dbopMHpOBaHNEM YMEHHI U HABBIKOB B MPOIECCE MPAKTUIECKUX 3aHATUI 00001IaroTCs,
CUCTEMATU3UPYIOTCS, YTIYOJISIOTCS U KOHKPETU3UPYIOTCS TEOPETUYECKUE 3HAHUS,
BbIpa0aThIBAETCSl CIOCOOHOCTH M TOTOBHOCTD HCIIOJIB30BATh 3TH HABBIKU HA MPAKTHKE,
Pa3BUBAIOTCS] UHTEJUIEKTYaIbHbIE YMEHUS.

[TpakTHdeckue 3aHATHS IPOBOAATCS B POpME NPAKTUIECKUX pabOT U CEMUHAPOB.

3.1. TemaTuka u coepKaHue MPAKTHYECKUX 3aHATHIA

[TpakTueckoe 3ansaTue Nel. OdopmiieHne peKBU3UTOB Ha IOKYMEHTaXx.

[IpakTuueckoe 3anstue Ne2. Odhopmiienre HHPOPMAIIMOHHO-CITPABOYHON JOKYMEHTAIIIH.

[TpaxTrueckoe 3ansaTue Ne3. OdopmiieHne opranu3alMOHHO-PacopsAUTEILHON
JIOKYMEHTAIUH.

[Tpaktuyeckoe 3ansatue Ne4. OdopmiieHne KaJpoBOH JOKYMEHTAIUH.
[Tpaktuyeckoe 3anstue NeS. OdopmiieHre JOrOBOPOB.

[Tpaktuyeckoe 3ansatue Ne6. OdopmiieHue NPeTeH3MOHHO-UCKOBOM JOKYMEHTAIUH.
[Tpaktuueckoe 3anstue Ne7. OdbopmiieHre oOpaiieHnii rpak/iaH.

TemaTuka pedepaToB 1J151 CAMOCTOATEIbHONH PadOThI

Pedepartsl mo BeIOpaHHOI TEME

1 [lonsitue o nokymente. Knaccupukanuum J0KyMEHTOB.

2 YHudukanms u CTaHAapTU3aLMs YIPABICHUYECKUX JOKYMEHTOB. Y HU(HUIIUPOBAH -
HBIE CUCTEMBI JOKYMEHTALINH.

3T'OCT P 6.30-2003. CocraB cTannapTa, 3HaU€HUE JJIs1 YIIPABJIEHUYECKOM JIEeATENb-
HOCTH.

4 ®opmynsip-oOpaser Kak 00111asi MOJIeNb MOCTPOEHUS PEryiaMEHTUPOBAHHOTO
YIPaBIEHYECKOTO JOKYMEHTA.

5 PexBusutsl noctrosiHubie (01-04); xapakTepucTtika, npaBuia ohopmMiIeHUS

6 PexBusutel nocrosiHubie (05-09); xapakTepucTika, npaBuia ohopMIeHUS

7 Bnauk, BUIbI OJIAaHKOB.

8 PexBU3UTHI 3aros0BOYHON yacTu JokyMeHTa (10-14), xapakrepuctuka,
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npaBuiIa OPOPMIICHHUS.

9 IlpaBuiia agpecoBaHus TOKYMEHTOB.

10 OcobennocT opopmiIeHHUs TeKCTa CIyKeOHOro JOKYMEHTa

11 PexBusuTtsl 18 u 21; xapakTepuctuka, mpaBmia opopmIIeHuUs.

12 PexBu3uThl 22 1 25; XapaKTepuCTHKa, MpaBuiia 0OPMIICHHUS.

13 PexBu3uThl 16 u 26; XapakTepucTrka, npaBuia 0hOpMIICHHUS.

14 PexBu3uThl 23 u 24; XapakTepucTHKa, MpaBuiia 0hOpMIICHHUS.

15 PexBusuthl 17, 19, 27; xapaktepucTuka, npaBuia oQpopMIcHUSI.

16 PexBuzuTtsl 28 - 30; xapakTepucTHKa, IPpaBUiIa OPOPMIICHHS.

17 CoBpeMeHHbIE cIIOCOOBI U TEXHUKA CO3JJaHUS IOKYMEHTOB

18 YCOP/I. Ha3znauenue cucTeMbl, XapaKTEpUCTHKA TPYIII U BUIAOB JOKYMEHTOB.
19 Cucrema opraHu3aloOHHBIX TOKyMEHTOB. HazHaueHue, BUAbl JOKYMEHTOB.
20 JloroBopa u KOHTpaKThI; Kiaccuukanuu. TpeGoBanus Kk opopMIeHHUIO.

21 JlomKHOCTHAs: MHCTPYKLUS; OCOOGHHOCTH JOKYMEHTHUPOBAHMUS,

CrpykTypa Tekcra.

22 CucreMa pacnopsiIuTeNbHbIX TOKyMeHTOB. Ha3HaueHue, BUIbl JOKYMEHTOB.
23 Ilpuka3sbl, BUjbl NpuKazoB. OCOOEHHOCTH JJOKYMEHTHPOBAHUS

npuka3zoB. CTpyKTypa TeKCTa.

24 Yuu¢unupoBaHHbie (OPMBI KaAPOBBIX MTPHUKA30B.

25 Pacnopsixerusi. OcoOeHHOCTH 0(hOpMIICHHS, CTPYKTYpPa TEKCTA.

26 [Mocranosnenwus, pemenus. OcodeHHOCTH 0(DOPMIICHHS, CTPYKTYpa TEKCTa.
27 CucreMa cripaBOYHO-MH()OPMAIIMOHHBIX TOKYMeHTOB. HazHaueHue, BUIbI.
28 JloxyagHas 3amucka, BUJsl; 0co0eHHOCTH odopmiieHHst. CTpyKTypa TeKCTa.
29 CnpaBka, BubI cripaBok. OcobeHHOCTH 0(OpMIIEHUS, CTPYKTYpa TEKCTA.

30 AxT, Buabl aktoB. OcoOeHHOCTH 0(OPMIIEHHS, CTPYKTYpa TEKCTA.

31 O6pamenus rpaxxnan. Haznauenwne, Buabl, OcoOeHHOCTH 0OpMIIEHHUS, CTPYKTYpa TEKCTA.
32 JlenoBble nMcbMa. XapakTEPUCTUKA U KIaCCU(PUKAIIUH.

33 Kommepueckue nucbMa. XapakTepuCTHKa U KiacCUDUKaIIH.

34 OcobGeHHOCTH TOCTPOEHUS TEKCTA CIYKEOHOTr0 MUChMa.

35 MexayHapoJHble TUChMA.

36 Crangaptsel UCO Ha opopmiieHHe AeT0BO MEPENnCKH.

37 IIpoTokoi, BUbl NPOTOKOJI0B. OCOOEHHOCTH MOCTPOECHHUS TEKCTA.

38 CpexnctBa omepaTuBHOM cBA3M  (TelerpamMma, TEJEKC, JJIEKTPOHHOE COOOILIEHHE,
tenedoHOTpaMMa).

39.TpeboBanus k 0hOpMIICHHIO.

4. ®oHJ OLIEHOYHBIX CPEICTB AUCHUNINHBI

4.1. Pe3yJbTaThl 0CBOCHMS YUeOHOM M CHUILIMHBI, MO/IVIesKalie TPOBEepKe

q)OpMBI ATTCCTAllUU 110 CCMECTPAM:

Ne cemectpa dopMa KOHTPOJIA

1 nuddepeHIMpoBaHHBIN 3a4eT
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B pesynpTaTe MpOMEXYTOYHOW aTTeCTAllMK MO y4eOHOW MHUCIUIUIMHE OCYIIECTBIISETCS
KOMIUIEKCHAsI MPOBEpKa CIACAYIOUINX YMEHUI U 3HaHUH, a Takke (OPMUPOBAHUS KOMITETEHITHI:

Dopmupyemblie Pe3yabTaThl 00yyeHust IMoka3arenn MeToabl OIEHKH
KOMIIETCHII NN OCBOCHHOCTH
KOMIeTeHIuii
OK 01, OK | 3naer: JleMoHCTpUpYeT DKcnepTHOE
03, OK 04, | Tepmunonoruss B  o0JacTu | 3HAHHS: Ha0JII0ICHHIE
OK 05, OK 09 | nokyMEeHTallMOHHOTO TepMunosorus B | BBIIOJIHEHUS
IIK 1.3 obecrieueHus yIpaBICHHS; o0JacTu TIPAKTHYECKHX PaboT
HopmatuBHbIe JOKYMEHTBI, | TOKyMEHTAllMOHHOTO
periiaMeHTHPYIOIIe obecrieueHus
cocTaBieHHe U O(OopMIIeHUE | yIIpaBICHHUS,
JTOKyMEHTaluu u mnopsaok ee | HopmaTuBHbie
00paboTKH; JIOKYMEHTHI,
[IpaBuna COCTaBJICHHS U | periiaMeHTHPYIOILINe
oOopMIICHUST OpPraHU3alMOHHO- | COCTABJICHHE u
pacropsIIUTEIIbHBIX odopmiieHHe
JOKYMEHTOB,  BXOJSIIMX B | JOKYMEHTAIlUU u
YHUQUIIMPOBAHHYIO  CHUCTEMY | MOPAIOK ee
OpraHU3alOHHO- 00paboTKu;
pacropsIIUTEIIbHBIX [IpaBuna cocraBieHHUS
JIOKYMEHTOB, u oopmIteHUs
YHUQUIIMPOBAHHYIO  CHCTEMY | OpraHH3aIMOHHO-
IIEPBUYHOMN YYETHOH | paCHOpPsIUTEIbHBIX
JOKYMEHTAIlUU B YacTH | TOKYMEHTOB,
JOKYMEHTAIlMU [0  y4YeTy | BXOSIINX B
Tpyna; YHU(PUITIPOBAHHYIO
[Topsimox MIPOBEJICHUSI | CUCTEMY
JKCMEPTU3BI LIEHHOCTH | OpraHU3allMOHHO-
JIOKYMEHTOB M TOJTOTOBKH 1€ | PacOPSIUTEIbHBIX
K ApXMBHOMY XPaHEHUIO. JIOKYMEHTOB,
TexHonOrNs Opranu3anuu YHUDUIIMPOBAHHYIO
JIOKYMEHTOO0O0pOTa B CHUCTEMY  IEpPBHYHOU
oprauuszanusx (yapexaeHusx). | Y CTHOH
JIOKYMEHTAllM{ B YaCTU
JIOKYMEHTAITUN o
yUery TpyJaa;

ITopsanok npoBeneHus
JKCHEPTU3Bl LIEHHOCTHU

JIOKYMEHTOB 51
MOJATOTOBKM A€l K
apXUBHOMY XPAHEHUIO.
TexaomorNs
Opra"u3aluu

JIOKYMEHTO000pOTa B
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OpraHu3aLusaX
(YupexneHusx).
OK 01, OK 03, | Ymeer: JlemoHCTpHpYyET
OK 04, OK 05, | [IpumensTe  Ha  NpaKTUKE | yMEHUS:
OK 09 roCyJlapCTBEHHbIE CTaHJapThI, | [[puMeHsATH Ha
IIK 1.3 Ipyrue HOPMAaTUBHO- | IIPAKTUKE
METOJINYECKUE JIOKYMEHTBI, | TOCYAapCTBEHHBIC
peraaMeHTHpyoIne CTaH/AAPTHI, Ipyrue
OpraHu3aIHIo HOPMAaTUBHO-
JOKYMEHTAllMOHHOI'O METOJINYECKUE
o0ecrieueHus yrpaBIeHUS; JIOKYMEHTHI,
CoctaBisiTb U HPaBWIBHO | PErVIAMEHTUPYIOLIUE
oQOpMIIATb OCHOBHBIE BHJbI | OPraHHU3AIIIO
OpraHU3alOHHO- JIOKYMEHTallMOHHOI'O
pacnopsAUTENbHBIX obecrnieueHus
JIOKYMEHTOB; yIpaBJIeHUS;
Odopmnsate uHbOpManmoHHO- | COCTaBIATH u
CIPAaBOYHYIO JOKYMEHTAIUIO; | MPAaBHIBHO O()OPMIISTH
Odopmisath KaJIpOBYIO | OCHOBHBIE BU/IBI
JOKYMEHTAILHIO; OpraHU3alMOHHO-
OdopMnsiTh  NPETEH3UOHHO- | PACHOPSATUTENbHBIX
HCKOBYIO JIOKYMEHTALIMIO. JIOKYMEHTOB;
OdopmnaTs
MH(OPMaLIOHHO-
CIIPABOYHYIO
JIOKYMEHTAIUIO;
OdopMiATE KaJIpoOBYIO
JIOKYMEHTAIUIO;
Odopmisath
MIPETEH3UOHHO-
HCKOBYIO
JTIOKYMEHTAIHIO.

4.2. MeToanka NpuMeHeHHs KOHTPOJIbHO-U3MePUTEIbHBIX MATEPHAIOB

KoHTtposb 3HaHU# 00y4aronuxcst BKI0YaeT:

Texyuuit KOHTPOIIb B (pOpME YCTHOTO ONpPOCca, CEMUHAPOB, TECTUPOBAHHUS, IKCIEPTHOTO

HaOJIOZIEHUsT 3a BBINOJHEHHEM TPAaKTHYECKUX pPabOT M OLEHKa pe3yjlbTaToB UX
BBITTOJIHEHUSL.

4.3. KoHTpPOIbHO-U3MepUTeIbHbIE MATEePHAJIbI BKJIIOYAKOT:
4.3.1. Tunosble 3a1aHNs 1JIs1 OLCHKH 3HAHUI M YMEHHMI TeKyIIero KOHTPOJIs

KOHTpOJ’IB 1 OLCHKa PE3YJIbTAaTOB OCBOCHHA TEMbI OCYHICCTBIIACTCA NPCIOJABATCIIEM B
mponecce BLIMTOJIHCHUA OGyHaIOH_II/IMI/ICH HHAWBUIYAJIbHBIX 3aJlaHU B BHE TECTUPOBaAHMSA

Komnerennnsgs OK 01 Bribupats cnocoObl pemieHus 3aaad  MnpohecCHOHaTIbHON
JEATEIBHOCTH IPUMEHUTEIBHO K Pa3JIMYHBIM KOHTEKCTaM
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3aZ[aHI/I5[ 3AKPbLITOI0 THIIA HA YCTAHOBJICHHUC COOTBECTCTBUA
Y cTaHOBUTE COOTBETCTBHC MEXIY JOKYMCHTaAMU U UX Ha3HAYCHHUEM.

JdoxymeHT Ha3znauenue

1. CimyxeOHas 3amicka A. HpopMHupOBaHHE COTPYIHUKOB

2. [Tpuka3s b. YTBepkeHrne BHyTpEHHUX MPOIIECCOB
3. Otuer B. Onenka BbIIOJTHEHUA 33724
4. loroBop I'. PerynupoBaHue NpaBoBBIX OTHOLICHUN

3aI[aHI/I$[ 3AKPLITOIr0 THIIA Ha YCTAHOBJICHHUC ITOCJICAOBATCIbHOCTHU
YcraHoBute MPaBUJIBHYIO NIOCJICA0BATCIIBHOCTE 3TallOB I[OKyMeHTOO60pOTa.

Co3nanue JOKyMeHTa
VYTBepxkIeHne TOKYMEHTa
Ilonnucanue nOKymMeHTa

Hw DR

Pacceuika noxymeHra

3agaHre KOMOMHUPOBAHHOIO THIIA C BEIOOPOM OJHOI'0 BEPHOI'O OTBETA M3 YETBIPEX
OPEUI0KEHHBIX 1 000CHOBAHUEM BBIOOpA

Kakoit TokyMeHT HCTIONB3yeTCs Ul BHYTPEHHETO OOIIeHHs?

A. JIoroBOp C KIMEHTOM

B. CnyxebOHas 3amucka

C. Kommepueckoe npeagoxeHue
D. Akt npuema-niepegadn

Komnerenuuss OK 02 Hcnons30BaTh COBpPEMEHHBIE CpEACTBA IOMCKA, aHAIMW3a H
UHTEpIpeTanuu WHOpMaluu, U HWHPOPMAIMOHHBIE TEXHOJOTWUHU JJIs BBHIMOJHEHHS 3adad
npohecCHOHANBEHOM NesTeNbHOCTH

3aﬂaHI/Iﬂ 3AKPbLITOr0o TUMIIA HAa YCTAHOBJICHUE COOTBETCTBUA
YcTaHOBUTE COOTBETCTBHUE MEXKAY TUIIAMU JOKYMECHTOB U UX XaPAKTECPUCTUKaAMU.

Tun foKymeHnra XapakTepucTuka

1. ITpukas A. OdurmanbHbI JOKYMEHT

2. ITuceMo B. JlokyMeHT jaiisi BHEITHETO OOLICHHS
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Tun fokymeHnTa XapakTepHuCTHKA

3. IIpoTtokon B. 3ammce o xoxe 3acemanus

4., Oruer I'. JlokyMeHT, MOABOJAIINI UTOTH PabOTHI

3ajaHus 3aKPBITOr0 THNA Ha YCTAHOBJICHHUE MOCISIOBATEILHOCTH

YcTaHOBUTE MOCIEN0BATEIBHOCTD ICHCTBUI IPU apXUBUPOBAHUY JOKYMEHTOB.

CopTupoBKa JOKYMEHTOB
YnakoBKa TOKYMEHTOB

Perucrpanus JOKyMEeHTOB B apXHBe

A w DR

Ilepenaya JOKyMEHTOB B apXUB

3aaHye KOMOMHUPOBAHHOI'0 THIIA C BEIOOPOM OJHOI'0 BEPHOI'O OTBETA M3 YETHIPEX
OPEUI0OKEHHBIX 1 000CHOBAHUEM BBIOOpA

Kaxoii nokymMeHT He TpeOyeT 005A3aTeIbHOTO MOAITUCaHHS?

A. Tlpuxas
B. lorosop
C. Otuer
D. ITucemo

Komnerennus OK 03 ITnanupoBaTh U peann3oBbIBaTh COOCTBEHHOE MPOGECCHOHATBLHOE
Y JINYHOCTHOE pa3BUTHE, MPEANPUHUMATENBCKYIO EATEIBHOCTh B PO eCcCHOHaNbHOMI cdepe,
UCIOJIb30BaTh 3HAHMS MO PAaBOBON M (PMHAHCOBOM rPaMOTHOCTH B Pa3IMYHBIX KU3HEHHBIX
CUTYaLUAX
3a/laHus 3AKPBITOr0 THIIA HA YCTAHOBJICHNE COOTBETCTBUSA
YcTraHoBUTE COOTBETCTBHE MEXIY JOKYMCHTAMHU U UX CPOKaAMU XpaHCHU.

JdoxkymeHT Cpok xpaHeHUs
1. ®uHAaHCOBBIE OTYETHI A. 5 mer
2. JloroBopsbl b. 10 ner
3. Ciy»eOHbIe 3alUCKU B. 3 rona
4. JInuHble Nena COTPYIHUKOB I'. 75 ner
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3ajaHus 3aKPLITOr0 THIA Ha YCTAHOBJIICHHUE MOCISIOBATEILHOCTH

YcTaHoBHUTE MOCIEI0BATEIbHOCTh ATAIOB pa60T1>1 C JOTOBOPOM.

Hwdh e

3a11aHHe KOMﬁI/IHI/IDOBaHHOI‘O THIIA C BI)IGODOM OJIHOI'O BEPHOI'O OTBCTA M3 YCTBIPEX

[ToaroTroBka nmpoekra
CornacoBanue ycnoBuit
Ilognucanue norosopa

Hcnonnenue norosopa

OpCaAJIOKCHHBIX U 000CHOBaHUEM BBI60D8.

Kakoil tokyMeHT (puKkcupyeT pe3ynbTaThl 3aceAaHus?

A. TIporokomn

B. CnyxeOHas 3amucka

C. Horosop
D. Otuer

Komnerenuus OK 04 DddexTrBHOE B3aMOIEIICTBOBATH U pa0OTaTh B KOJUIEKTUBE U

KOMaHJC

3ajaHns 3aKPBITOr0 THNA Ha YCTAHOBJICHUE COOTBETCTBHS

YcraHoBuTe COOTBETCTBUE MEXIY JOKYMCHTAMHU U UX BUAAMU.

JoxymeHT

Bun nokymenrta

1. 3asBienue

A. Bxogsammit

2. Otuer b. Ucxomsmii
3. Ilpukaz B. Bayrpennwii
4. JoroBop I'. Baemauii

3aaHns 3aKPhITOr0 THNA Ha YCTAHOBJICHUE MMOCICIOBATCILHOCTH

Y CTaHOBUTE MMOCIIEI0BATEIBHOCTD JEUCTBUM IpH MOATrOTOBKE OTUECTA.

> w e

COop maHHBIX

Amnanu3 uH(pOopMaIUH
OdopmiieHrEe TOKyMEHTa
[Ipencrasnenue or4aera
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3asanne KOMOMHHPOBAHHOIO THIIA C BEIOOPOM OJHOIO BEPHOTO OTBETA U3 YETBIPEX
[IPEUI0KEHHBIX U 000CHOBAHUEM BEIOOPA

Kaxoit moxyMeHT ncronb3yeTcs JUisl yTBEPKICHUSI HOBBIX MPABHJI WIM U3MEHEHHHN B OpraHnu3alun?

A. Ilucemo

B. IIpukas

C. Otuer

D. UncTpykuus

Komnerenuus OK 05 OcyiiecTBiasiTh YCTHYIO M TUCbMEHHYI0O KOMMYHHKAIIUIO HA
rocynapctBeHHOM si3bike Poccuiickoit deneparuu ¢ yueToMm 0COOEHHOCTEH COUATBHOTO U

KYJIbTYPHOI'O KOHTCKCTA
BaﬂaHI/Ifl 3AKPbLITOr0 THIIA Ha YCTAHOBJICHUEC COOTBCTCTBHUA
YcTaHOBUTE COOTBETCTBHUE MCXKIAY dTallaMu I[OKyMeHTOO60pOTa 1 UX OIMMCAHHUEM.

Jran Onucanue

1. Co3nanue noKymeHTa A. IlonroroBka u oopmiieHue

2. YTBepxkIeHne JOKyMeHTa B. O¢unmansHoe corilacoBanne

3. Paccrpuika mokymeHTa B. Ilepenaua nokyMeHTa agpecaTy

4. XpaHeHue T0KyMeHTa I'. Obecnieuenue OOCTyIA K JOKYMEHTY

3aI[aHI/I$[ 3AKPbITOI0 THUIIA HA YCTAHOBJICHHEC ITOCICAOBATCIIBHOCTH

YcTaHOBHTE MOCIIEAOBATEILHOCTD ISUCTBUH MPH CO3AaHUU CITYKEOHO 3aIHiCKH.

OrmpeneneHue TeMbl
Hamnucanue tekcra

TTonnucanue

oD e

Paccriika

3ajlaHI/IC KOMﬁl/lHl/IDOBaHHOFO THIIA C BBI6ODOM OJIHOT'O BEPHOI'O OTBETA M3 YCTHIPEX

[IPEJUIOKEHHBIX U 000CHOBAHKUEM BBLIOOpA

Kakoit 1okyMeHT MOATBEPKAACT BBIIOIHEHNE 00S3aTEIECTB CTOPOH?

A. lorosop

B. IIpoTokon

C. CnyxeOHas 3amucka
D. Akt

3aJIaHI/ISI 3AKPbITOr0 THUIIA HA YCTAHOBJICHHUC COOTBCTCTBUA
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YcTaHOBUTE COOTBETCTBHUE MEXKAY JOKYMCHTAMHU U UX THIIAMHU.

JdoxkymenT Tun foxkymenra

1. CnyxeOHas 3amucka A. BHyTpeHHUi

2. Kommepueckoe npeziokenne b. Baemnuii

3. IlpoTokon 3acemanus B. Bayrpennwuit

4. JIoroBop ¢ KITMEHTOM I'. Buenranii

3aaHus 3aKPBITOr0 THIA Ha YCTAHOBJIICHUE ITOCIEIOBATEILHOCTH

YcTaHoBHUTE MOCNIEN0BATEIBHOCTD ATAIIOB pa60TLI C IINCbMOM.

Hamnucanne nucema
Ilognmucanue

OrtmpaBka

Hw DR

ITonyyenue oTBera

3agaHre KOMOMHUPOBAHHOIO THIIA C BEIOOPOM OJHOI'0 BEPHOI'O OTBETA M3 YETBIPEX
OPEUI0KEHHBIX 1 000CHOBAHUEM BBIOOpA

Kakoit TokyMeHT NCTIONB3yeTcs sk MHPOPMUPOBAHUS O MPOBEICHHN MEPOIPUATHS?

A. Tlpuxas
B. ITucemo
C. IlpoTtokon
D. Ortuer

Ba,I[aHI/ISI 3AKPbITOr0 THUIIA HA YCTAHOBJICHHUC COOTBCTCTBUA
YCcTaHOBUTE COOTBETCTBHE MEXy JOKYMEHTAMH U UX (PYHKIUAMH.

JdoxkymeHT DyHKuus

1. 3asBeHue A. 3anpoc uHpopMaIIH

2. Otuer b. IlogBeneHue uToros

3. ITpuka3 B. PerynupoBanue nerictBuit
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JdokymeHT DOyHKIUs
4. JloroBop I'. YcraHoBiieHue 00s3aTeIbCTB

3a;[aH1/151 3AKPbITOI0 THUIIA HA YCTAHOBJICHHEC ITOCJICAOBATCIIBHOCTH

YcTaHoBUTE MOCIEI0BATENBHOCT ACUCTBHM MPU PETUCTPALINN JOKYMEHTA.

3anuch B )KypHal

> ow e

3a,ZIaHI/Ie KOMﬁI/IHI/IDOBaHHOI‘O THIIA C BI)I60DOM OJIHOI'O BEPHOI'O OTBETA M3 YCTHIPEX

IIpucBoenue Homepa

Hepeaaqa Ha paCCMOTPCHHUE

VBengomiueHue OTIIPABUTEIIA

OpCaAIOXKCHHBIX U 000CHOBaHUEM BBI60D8.

Kakoii AOKYMCHT 0(1)0pMJ'I$IeTC${ B ClIy4ae HGOGXO}:[I/IMOCTI/I BHECCHHUS U3MEHEHUI B yxe CyH_[eCTBy'IOHII/Iﬁ

JOKyMEHT?

A. JlonoHeHME
B. IIpunoxxenue
C. IlpoTtokomn

D. IIncemo

3aI[aHI/I$[ 3AKPbITOr0 THUIIA HA YCTAHOBJICHHUC COOTBCTCTBUA

YcTaHOBUTE COOTBETCTBHUE MEKIAY JOKYMCHTAMHU U UX LCIIAMU.

JdoxymeHT

ean

1. CnyxeOHas 3amucKa

A. UndopmupoBanue

2. IluceMo

b. OdunmansHoe obieHue

3. HoroBop

B. YcraHoBiieHue npaB u 0053aTENbCTB

4. IlpoTokon

I'. ®uxcauus pereHuit

3aJaHus 3aKPbITOr0 THIA HA YCTAHOBICHMUE IIOCICIOBATCIbHOCTH

YcraHoBute IMMOCJICIOBATCIIBHOCTD 3TAIIOB apXHUBUPOBAHUS.

1. CO6op nokymMeHTOB
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2. CoprtupoBka
3. VYmakoBka

4. Tlepenava B apxuB

3asanne KOMOMHHPOBAHHOIO THIIA C BEIOOPOM OJHOIO BEPHOTO OTBETA U3 YETBIPEX
[IPEUI0KEHHBIX U 000CHOBAHUEM BEIOOpA

Kako#i ToKyMeHT HCIIONIB3YyeTCs I ydeTa pabouero BpeMeHH COTPYTHUKOB?

A. Otuer
B. Tabenb
C. Horosop
D. Ilpuxa3

Komnerenuus OK 09 ITonp3oBaThest MpodecCHOHAIBHON TOKYMEHTAIUEH
Ha rOCYy/IapCTBEHHOM M MHOCTPAHHOM SI3bIKaX

BaﬂaHI/Ifl 3AKPLITOIr0 THIIA Ha YCTAHOBJICHUEC COOTBCTCTBHUA
YcTaHOBUTE COOTBETCTBHUE MEXOY NOKYMEHTAMHU U UX (1)OpMaMI/I.

JdoxkymeHT ®opma
1. IIpukas A. IluceMeHHas
2. DNEKTPOHHBIN OTYET b. Dnexrponnas

3. IIpoTokomn 3acenanus B. IluceMmeHHas

4. JoroBop I'. [lucepmennas

3aJaHus 3aKPbLITOr0 THIA HA YCTAHOBICHHUE MTOCICAOBATCIbHOCTH

YcTaHOBHTE MOCIIEA0BATEIBHOCTD ICHCTBUIT TPY IPOBEPKE JOKYMEHTA.

O3HaKOMIICHHE C COACPIKAaHUEM
CpaBHeHI/Ie C HOpMAaTHBaMU

IToaroroBka 3aMeuyaHuii

o

YTBepKaeHUe TOKyMEHTa

3agaHve KOMOMHHUPOBAHHOIO THUIIA C BEIOOPOM OJHOT'O BEPHOI'O OTBETA U3 YETHIPEX
[IPEJUIOKEHHBIX U 000CHOBAHKUEM BLIOOpA

Kaxkoit nokyMeHT CITy>KUT AJ11 BHECEHUS U3MEHEHHUM B YK€ CYIIECTBYIOIINUN JOTOBOP?
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A. TIpunoxeHnue
B. lononuenue
C. ITucemo
D. Ilporokon
4.3.2. Tunosble 3aJaHMs A8 OLEHKH 3HAHMI M YMEHMH  IPOMEKYTOYHOMH

aTTrecTalnuu

Koumponvno — uzmepumenvuvie mamepuanbi Ons NPOMENHCYMOUHOU ammecmayuu no
VueOHOU OUCYuUnIuHe

IIpumepHBIe BONPOCHI /I NOATOTOBKH K MPOMEKYTOYHOM ATTECTAIUN
3a/laHue OTKPBITOTO THUIA C Pa3BEPHYTHIM OTBETOM

1. Omnummre OCHOBHBIE ()YHKIMH JOKYMEHTAIIHOHHOTO O0ECTICYCHHUS YIIPABICHHS.
3aaHue OTKPBITOTO THUIIA C Pa3BEPHYTHIM OTBETOM
Kakue BHUIBI JOKYMEHTOB HCIOJIB3YIOTCS B YIPABJIEHUU M YTO OHM IPEICTABIISIOT

2.
co0oi?
3.

N OA

OO0BbsicHUTE, UTO TAKOE JOKYMEHTOOOOPOT M KaKU€ €r0 OCHOBHBIE ATAlbl?

KakoBel TpeOoBaHUs K 0O(OPMIICHUIO IE€TOBBIX JTOKYMEHTOB?

KakoBa posb 37IeKTPOHHOTO TOKYMEHTO000pOTa B COBPEMEHHOM YIIPaBICHHUH?

Onumure npouecc apXUBUPOBAHUS JOKYMEHTOB U €r0 3HaYCHHE.

Kakwue cymecTByroT ciocoObl XpaHeHHsI TOKYMEHTOB U MX IIpeuMyIecTBa’?

OObsicHUTE, KaK OCYLIECTBISIETCS KOHTPOJb 3a UCIOJHEHHEM JIOKYMEHTOB B

OpraHu3aluu.
9. KakoBBI OCHOBHBIE TPUHIIMIIBI OPTaHU3AIMH JOKYMEHTOO00POTa B OpraHu3aIiuu?

4.4. Kputepuu M noka3ateju OleHMBAHUS

I[.]Iﬂ TEKYLIECI0 KOHTPOJISA

Onenka

DopmMa KOHTPOJIA

Kpurtepun onenuBanns

IHoka3aTean
OLlCHUBAaHUA

«5»

TECTOBOC 3a1aHUC

MMPaBHUJIILHOCTb OTBETA

86-100% mpaBUIBHBIX
OTBETOB Ha BOIPOCHI

«» TECTOBOE 3aJJaHHE IIPaBWIBHOCTbh OTBETA 71-85%  mpaBUIBHBIX
OTBCTOB HAa BOIIPOCHI

«3» TECTOBOE 33JJaHHe MPAaBUIBHOCTH OTBETA 51-70%  mpaBUIBHBIX
OTBCTOB HAa BOIIPOCHI

«2» TECTOBOE 3aJJaHNE MIPaBUIILHOCTH OTBETA 0-50% MIPaBUJIbHBIX

OTBCTOB Ha BOIIPOCEI
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JIJISI IPOMEXYTOUYHOM ATTECTAIIUA

Onenka | ®opMa KOHTPOJIS Kpurepun onenuBanuns Iloxa3atenn
OLICHUBAHHSA
«S» YCTHBIA OTBET, CEMUHAp | [IOJIHOTA U MPaBUWIbHOCTD | OTBET IIOJIHBIN u
OTBETA, CTENEHb OCO3HAHHOCTH, | IPABWJIBHBIN Ha
IIOHUMAaHHUSI W3Y4YEHHOI'O | OCHOBAaHUU H3YyYEHHBIX
MaTepuana, YETKOCTh U | TEOpHI; MaTepua
IrPaMOTHOCTb PEYH. U3JI05KEH B
ONpeCICHHOMN
JIOTUYECKON
II0CJIEI0BATEIBHOCTH,
JIUTEPATypPHBIM
SI3BIKOM: OTBET
CaMOCTOSATEIbHBIN.
«» YCTHBII OTBET, CEMUHAp | IIOJHOTa M MPABWIbHOCTb | OTBET  IOJHBIM U
OTBETA, CTENEHb OCO3HAHHOCTH, | IPABHJIbHBIN Ha
IIOHVMAaHHUs U3Y4YEHHOT'O | OCHOBAaHUHU HU3YYEHHBIX
MaTepuana, YETKOCTh U | TEOpHIi; MaTtepua
I'PaMOTHOCTb PEYH. U3JI0’KEH B
ONPENCICHHOMN
JIOTUYECKOHN
IIOCJIEI0BATEIBLHOCTH,
OpU 3TOM JIOIYLIEHBI
JIBE-TpHU
HECYIIECTBEHHbIE
OImuOKH,
UCIIPaBJICHHBIE 1o
TpeOOBAaHUIO YUUTEIIS.
«3» YCTHBII OTBET, CECMUHAp | MOJHOTAa W TNPAaBUIBHOCTb | OTBET IOJIHBIM, HO IIpU
OTBETa, CTENEHb OCO3HAHHOCTH, | 3TOM JIOTyIIIEHA
MTOHVMAaHHUs U3Y4YEHHOT'O | CYLIECTBEHHAs
MaTepuana, YEeTKOCTh U | omuoKa, WIH
I'PaMOTHOCTb PEYH. HETOJIHBIN, HECBSI3HBIM.
«2» YCTHBIM OTBET, CEMUHAp | IOJHOTA W INPAaBWIBHOCTH | IIpU OTBETE
OTBETa, CTENEHb OCO3HAHHOCTH, | 0OHAPYKEHO
MOHUMAaHHUS W3Y4YEHHOT'O | HEIOHUMaHUe
MaTepuana, 4ETKOCTh U | yJallUMcs OCHOBHOTO

rPaMOTHOCTb PEYH.

colepxkaHusi y4eOHOTO

Martepuaina WIH
JIOTTYIIIEHbI
CYLIECTBEHHBIE
OLINOKH, KOTOpBIE
ydalmuucs HE  CMOT
WCIIPABUTH npu
HaBOJSIIMX BOIpOCax

YUHUTEIIA.
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5.YCJIOBUSA PEAJIUZALIIUUA ITPOT'PAMMBI JTUCHIUTIJIMHBI
5.1.Peanuzanusi mporpamMmbl JUCHUTUIMHBI TpeOyeT Hanuuus Kabunera

((I[OKYMCHT&HI/IOHHOFO obecrieyeHus YIIPABJICHUA»

O6opynoBanue KaOWHETA:
VYuebHast Mebenb, 0cKa, HarAaHbIe mocooust (tuakatsl), [IK-1, mpunrtep, CIIC Koncynprant
[Tmroc

6.UndopmannmoHHoe odecneyeHne peajan3anuu NporpaMmmel

Jns peanuzanuy OporpaMMbl  OMOIMOTEUHBIH (OHI 00pa3oBaTEIBHON OpraHU3aAINH
JIOJDKEH UMETD MeYaTHBIC H/UJIHM 3JICKTPOHHBIC 00pa30oBaTeiIbHbIC M HHPOPMAIMOHHBIC PECYPCHI,
pexomennoBanHple D®YMO, nns ucnonb3oBaHus B oOpasoBarenbHOM mporecce. llpu
dbopmupoBannK OMOIMOTEYHOrO (PoHIa 00pa30BaTEILHON OpraHU3aliel BEIOUpaeTCs HE MEHEe
OJTHOTO M3JIAHMSI U3 TIEPEUNCIICHHBIX HIDKE TMEYaTHBIX U3aHUi U (MJIH) SIEKTPOHHBIX M3/1aHUN B
Ka4eCTBE OCHOBHOTO, ITPH ATOM CITHUCOK, MOKET OBITh JIOTIOJTHEH HOBBIMH U3JJaHUSIMHU.

6.1. OcHoBHBIE MeYaTHLIE H3TAHUSA
1. Bapmynn, B. B., [lokymeHTannoHHOe oOecriedeHue ympasieHus : ydeOHuk / B. B.

Bapmynn. — Mocksa: HOctunms, 2022. — 271 c¢. — ISBN 978-5-4365-8902-2. — URL:
https://book.ru/book/942707— Tekct: 31eKTPOHHBIIA.

2. bacakoB, M. W., J[loxymeHTanmoHHOE oOecleYeHue yrpaBieHus (C OCHOBaMH
apxuBOBeJeHH) : yueOHoe nocodue / M. U. bacakoB. — Mocksa : KnoPyc, 2023. — 216 ¢c. —
ISBN 978-5-406-11367-7. — URL: https://book.ru/book/948724 (nmara oOpameHus:

26.06.2023). — TeKcT : 3JeKTPOHHBIIA.

OcHOBHbBIE )JIEKTPOHHbIE U3AHUS

1. Kysnemnoa, M. B. JlokymeHTannoHHoe oOecrieyeHue yrpaBieHUus : ydeOHOe
nocobue g CIIO / WU. B. Kysnemoma, I'. A. XawarpsH. — 2-e u3g. — CapartoB :
[TpodobpazoBanue, Aii [lu Dp Menua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-
4488-0216-4. — TekcT : 31eKTPOHHBIN // DIEKTpOHHBIN pecypc LuppoBoil 06pa3oBaTeNIbHON
cpeast CITO PROFo6pazoBanue : [caiit]. — URL: https://profspo.ru/books/80326

JlonoTHUTeIbHBbIC HCTOYHUKH
1. ANB0OM TEepBHYHBIX JOKYMEHTOB: OnekTpoHHas kuura (1 CD).- M.. U]]
«PaBHOBecue».- (Cepust JlenoBbie TOKYMEHTBI», BbIIL. 6).

2. PeokakoB A.II. OOpasibl AJOKYMEHTOB MJisi TpakaaH: DnekTpoHHas kHura (1
CD).- M.: U]1 «PaBHOBECHEY.

3. CripaBo4HO-TIpaBoBasi cucremMa «l apant.
4. CnpasouHno-npaBoBas cuctema «KoncynpranTlImrocy.
5. I'OCT P 7.0.97-2016. Hamnumonanwubii cranmapt Poccuiickonni ®enepammm.

Cucrema cra"gaproB no uHQoOpManuy, OUOIMOTEYHOMY M M3/ATEIbCKOMY  JIENdy.
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Opranu3anuoHHO-PACTIOPSIUTENIbHAS ~ JIOKyMEHTanus.  IpeboBaHuss K  O(QOpMIICHUIO
JIOKYMEHTOB.

6. PoxusitoBckas, . P. [lokymeHnTanmonHoe obecnedenue : yueoHoe nmocooue / U.
P. PoxxusitoBckas. — Cumdeporons : YHUBEpCUTET SKOHOMHUKH U yrpasnenus, 2016. — 104 c.
— ISBN 2227-8397. — Tekct : 0DJIEKTpOHHBIA // DIEKTPOHHBIA pecypc MNHPPOBOIA
o0Opa3oBaresbHON cpelbl CIIO PROFo6pa3zoBanue : [caiiT]. — URL:

https://profspo.ru/books/73265

1. bacakoB, M. MW. [lenompousBojactBo [/loKyMEeHTallMOHHOE OOECIeYCHHE
ynpasienus| : yueOnuk / M. U. Bacakos, O. W. 3ambiikoBa. — PoctoB-Ha-Jlony : deHUKC,
2014. — 376 ¢. — ISBN 978-5-222-23063-3. — TeKCT : 3JeKTPOHHBIN // DIEKTPOHHBIA pecypc
nugppoBoit  obpazoBatenbHOl  cpensl  CIIO  PROFoOpazoBanme : [caiit]. — URL:
https://profspo.ru/books/59345
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