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1. O0masi xapakTepucTUKa padoyveil NporpaMMbl y4eOHOM TUCHUTITTHHBI

OI1.06. lokyMeHTAIMOHHOE O0ecneuyeHHne yIpaBJIeHne
1.1 MecTo AUCHMILINHBI B CTPYKTYpe NPOrpaMMbl NOAT0OTOBKH CIEIUATHCTOB CPeAHEro 3peHa
VYueonas qucuumumasl OI1.06. JlokymMeHTaIlmOHHOE 00eCTICUeHUE YIIPaBICHUS SBIISICTCS 00s3aTeIIbHON
YacThIO 00IIENPO(pECCHOHATFHOTO IIMKJIa OCHOBHOM 00pa3oBaTeIbHOMN MPOrpaMMbl B COOTBETCTBHH C
®I'OC no cnermanbHocTH 38.02.01 DKOHOMHUKA U OYXTAITEPCKHUM YUET (110 OTPaCIsiM).
VYueonas qucuumumaa OI1.06. [JokymMeHTalmoHHOE 00eCTICUeHHE YITPaBICHUS 00eCIeYBAET
(dhopMupoBanue MpodhecCHOHATFHBIX U O0IIUX KOMIIETSHIIUN 110 BceM Buaam nesrenbHoctd I'OC mo
cnernanbHocTH 38.02.019K0HOMIKA 1 OyxTanTepckuit yueT (1mo orpacisim).Ocoboe 3HaUeHHE

JUCLUILINHA UMEET ITPU (OPMHUPOBAHUU U PA3BUTUN OOLIMX KOMIIETEHIIMM:

OK 01. BeiOuparh criocoObl pemieHust 3a1a4 npodecCHOHANbHON AESITeTbHOCTH, MPUMEHUTEIBHO K
Pa3IMYHBIM KOHTEKCTaM.

OK 02. OcymecTBiATh MOWCK, aHAIW3 M HWHTEpHpeTanuio HHpOpManuu, HEOOXOAMMOU I
BBITTOJTHEHUS 33124 MPO(ECCHOHAIBHON IS TeIbHOCTH.

OK 03. IlnmanupoBath U peagn30BbIBaTh COOCTBEHHOE MPOPECCUOHANTBHOE U TUYHOCTHOE Pa3BUTHE.

OK 04. PabGorate B KOJJIEKTHBE M KoMaHnae, 3((eKTHBHO B3aMMOJEHCTBOBATH C KOJIJIETaMH,
PYKOBOJICTBOM, KJIIMEHTAMHU.

OK 05. OcyuiecTBisATh yCTHYIO M MIMCBMEHHYI0 KOMMYHHUKALIMIO HA TOCYAAPCTBEHHOM SI3BIKE C yUYETOM
0COOEHHOCTEN COIMAIIBHOTO U KYJIbTYPHOTO KOHTEKCTA.
OK 09. Ucnonb3oBaTh HHPOPMALIMOHHBIE TEXHOJIOTMH B IPOPECCUOHATBHOM IESTETbHOCTH.

OK 10. [Tonb3oBarbest npodecCHOHaNbHON JTOKYMEHTAllMeld Ha ToCyAapCTBEHHOM M HMHOCTPAaHHBIX
A3BIKAX

a TakXke NMpHu (GOpMUPOBAHUH U PA3BUTUH NMPO(HECCHOHAIBHBIX KOMIETEHIUI:
I1K 1.1. OcymiecTBasITh OpraHu3aluio paboThl C TOKYMEHTaMHU.
U IPAKTHYECKOTO OIBITA B COCTABIEHUN OPraHU3allMOHHO-PaCIOPSAUTEIBHBIX JOKYMEHTOB

PaGouas mporpamma y4eOHOM AUCIUTUTMHBI MOXET OBITh aJanTHPOBaHA JJIsl 00OYUESHHs] HHBATUIOB U
i ¢ OB3.



1.2.1lenb u naHUpyeMbI€ pe3yIbTaThl OCBOCHUS AUCIUTIIAHDI:

B paMKax MmporpaMmbl yqe6H0171 JUCHUITIIMHBI 06y‘laIOH_[I/IMI/IC$I OCBAMBAKOTCS YMCHUS U 3HAHUA.

Kon
YMenus 3HaHus
1K, OK
UCIOJIb30BaTh YHU(PHUIIMPOBAHHBIE | -TIOHATHUE, IIEJIU U 3a]1a41
OPMBI JJOKYMEHTOB; OKYMEHTaIlMOHHOTO
OK 01.-0K05, dop Y ’ ADKYMOLTTAN
o0ecrieyeHus yrpaBlIeHUS;
OK 09 -OK11 - OCYLIECTBJIATH XpPaHEHUE U ITOUCK
JOKYMEHTOB; -CHCTEMBI JIOKyMEHTAIIHOHHOTO
oOecrieyeHus yrpaBlIeHUS;
- UCTIOJIb30BaTh MH(OPMALIMOHHBIE
TEXHOJIOTUH B AJICKTPOHHOM -- OpraHU3aIHIo
JOKYMEHTO000pOTE; JIOKYMEHTOO00pOTa;
- 0hOpMIISITH TOKYMEHTAIINIO B - IpuemM, 00paboTKYy,
COOTBETCTBUH C HOPMATHBHOU PErHCTPAIMIO, KOHTPOJIb,
0a3oii. XpaHEHHE JIOKYMEHTOB,
HOMEHKJIATYpy Aedl.
KJIaCCHU(PHUKALUIO TOKYMEHTOB;
- OCYIIECTBJIATH OPTaHU3AIUIO
MK 1.1 Y P B

pa6OTLI C JOKYMCHTAaMU;

-COCTaBJISITh OPraHU3alOHHbIE,
pacIopsAUTEIIbHBIE,
MH(pOPMAIMOHHO-CIIPABOYHBIC
JIOKYMEHTHI;

- IPOBOAMTH IOJTOTOBKY K
nepeaade JOKyMEHTOB B apXHUB;

- OCYWIECTBIISITh PETUCTPALUIO U
KOHTPOJIb BXOJSIIEH U UCXOIALLIEH
JIOKYMEHTALIUH.

- HOPAOK 3aIIOJIHCHHA
JOKYMCHTOB B COOTBCTCTBHUH C
HOPMAaTUBHBIMHA Tpe6OBaHI/I$IMI/I;

OpraHu3aIliH;- TOCYJAPCTBEHHYIO
CHUCTEMY JJOKYMEHTAIUOHHOTO
o0ecrneyeHyst ynpaBjeHusl.




2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JUCHUILJINHBI

2.1. O6beM yueOHOW MTUCIMIUIMHBI U BUBI YI€OHOH PabOThI

Bun yuyeOHo# padoThl

O0BeM yacoB

O0bem 00pazoBaTeIbHOM MPOrpaMMbl 32
PaGora o0y4yaomuxcsi BO B3aMMO/1eiliCTBHM C PenojiaBareieM ,B TOM YHCJIe:
TeopeTUYeCKoe 0b6yyeHue (JIeKIUH, YPOKH) 4
MIPAKTUYECKHE 3aHITHSI 6
IpoMeXyTouHas arrectanus B popme auddepeHunpoBaHHOro 3auera

CamocTosiTesbHasi padora 22




2.2. TemaTuyeckni IUVIaH U COAEPKAHUE YUeOHOW TUCIUIIAHBI

HaumenoBanue Conep:kanue y4yeOHOIro MaTepuaJia, JadopaTopHble padOThI M MPAKTHYECKUE 3AHATHS, Oo0bem Koani
pa3/iesioB U TeM caMocTosiTe/IbHAs paboTa o0yyarommxcs, Kypcopasi pabora (IIpoeKT) 4acoB KOMIIeTeHIIUiA,
¢dopmupoBanu
10 KOTOPBIX
crocoo0cTByeT
3JIeMEeHT
NPOrpamMMmbl
1 2 3 4
Pazpmea 1.
JlokymeHTHpOBaHUE
ylpaBJieHYeCKOii 22
AeTeJIbHOCTH
Tema 1.1. IlonsaTne Conep:xanue yueOHOro MaTepuaJa 2 Olﬁ)é_ IOlKOS
JAOKYMEHTAIHOHHOTO
olecrieyeHust
yIpaBJIeHHsI. 3HaueHue U coiepKaHue TUCITUILINHBI JJoOKyMeHTaIlmOHHOE 00ecTieueHUs YIIPaBJICHUS CBA3b
C IPYTUMH TACHIUIUIMHAMH.
HcTopus pa3BuUTHS JOKYMEHTAIIMOHHOTO obecriedeHus ymnpasieHus. HopmatuBHo-
npaBoBasi 0a3a opraHu3aluy JOKYMEHTAallMOHHOro o0ecnieueHus ynpasieHus.. [lonstue
CUCTEMBI JIOKYMEHTAalIUH.
B TOoM uMc/Ie NIpaKTHYECKUX 3aHATHH
[Tpaktuueckoe 3ansitue Nel CocraBienue rpaguka TOKyMEHTOO00pOTa
CamocrosTeabHas paora 2
Tema 1.2. Conep:kanue y4eOHOIro MaTepuaa OK
Oprann3anmuoHHoO- 01,02,04,05,09
pacnopsiiuTe/bHble | XapakTepUCTHKAa OPraHU3alMOHHBIX PACHOPSAUTEIbHBIX U MH(OPMALMOHHO-CIPABOYHBIX K 1.1

U MH(POPMALIMOHHbIE

JOKYMCHTOB




B TOM umciie NIPAKTHYECKUX 3aHATHIH

CIIPaBOYHbIE
ITpakTrnueckoe 3ansaTue Nel.CocTaBiieHHe OpraHU3alMOHHBIX, PACIIOPAAUTENIbHBIX,
MH(POPMALIMOHHO-CIIPABOYHBIX JIOKYMEHTOB
CamocrosiTesbHast padoTa
Tema 1.3. Conep:xanue yueOHOro MaTepuaJia 0KO02,04,09,10
Kanposas IIK1.1
AOKYMEHTal s JIOKyMEHTUPOBAHHUE TPYAOBBIX IPABOOTHOLICHUH.
B ToM 4unciie NpaKTHYeCKUX 3aHATHH
[Tpaktuyeckoe 3anstue Nel. OdopmiieHne TOKyMEHTOB IO JIMYHOMY COCTaBYy.
[TpakTrnyeckoe 3ansatue Ne2.OdopmieHne J0KyMEHTalMs 10 TPYIOBBIM OTHOLICHUSM
CamocrosiTesibHas padora
Tema 1.4. Coaeprxanue yueOHOro MaTepuasa 0K 0.1, 0.2,
JleHe:xxHbIE M 0.4, 0.5,0.9,10
¢unancoso- K 1.1
pacueTHBIe OcobeHHOoCTH cocTaBleHHs U 0POPMIICHHS ACHEKHBIX U (PMHAHCOBO-PACUETHBIX
JTIOKYMEHTOB.
AOKYMEHTBI.
CamocrosiTeibHas padora
Tema 1.5. Conep:xaHue yueOHOro MaTepuaJa 0KO05,09,10
HJorosopHo- IIK 1.1
[TonsTs noroBopa (KOHTpaKTa), corjamieHue, MpoTokoia. Tunosast popma KOHTpaKTa.
npaBoBast
p OcHoBHBbIE pa3zienbl KOHTPaKTa. Buapl 1OroBopoB: KyIu- POk, MEHBI, TIOCTaBKH, HA
AOKYMEHTAIUs

BO3ME3/IHOE OKa3aHHe yCIIyT, HOPyYEHHs,, KOMUCCUU U JIp.
JlokyMeHTBI 0(OPMITSIFOIIIHE MOPSIIOK PACCMOTPEHHUSI CIOPOB MEXKIY IOPUAMUECKUMU
JTUIAMH.

B TOM umciie IPAKTHYECKUX 3aHATHH




[Tpaktuyeckoe 3anstue Nel OdopmiieHus: NpeTeH3NOHHBIX THUCEM. 2
CamocrosiTesibHas padoTa 2
Pazpmea 2.
Opranuszanus 10
padoThI ¢
AOKYMEHTaMHU.

Tema 2.1. [lonsitue | Coaepskanue yueOHOIo MaTepuasa 2 OKO01,04,10

JOKYMEHT0000poTA, IIK 1.1
erucTpauus o .
p pal CocraB u yder o0beMa TOKyMEHTO000pOTa NPEANPUATHIA U opranu3anuii. OpraHu3arus

OKYMEHTOB . .
oKy paloThI ¢ JOKyMEHTALMe!, IOCTyHaloIel B OpraHu3aliy; paciupeaeIeHue, perucTpanus,

aCCMOTPEHHE JOKYMEHTOB PYKOBOJICTBOM,.

Tema 2.2. P P o by ’

HUcnonnenue
CamocrosiTeibHasA padoTa 00y4yarommxcst 4
AOKYMEHTOB.

Tema 2.3. 0OKO01,05,09,10
Opranmn3anus Coaep:xxanue yueOHOro MaTepuaJia K 1.1
OnepaTuBHOIO C

UCTeMaTH3alMsl JOKYMEHTOB U uX XpaHeHue. Homenknarypa nen. UnauBuayanbHele,
XpaHeHus
p CBOJHBIE, TPAMEPHBIE U THIIOBbIE HOMEHKIATYpHI Ael. OdopMiieHne HOMEHKIIATYPHI JIe.
OKYMEHTA
oKy TpeboBanust k opopmIIeHHIO Jies. XpaHeHHE TOKYMEHTOB B CTPYKTYPHBIX HOJpa3IelIeHUsIX
CamocrosiTesbHast padoTa 2
Tema 2.4. Conep:xaHue yueOHOro MaTepuaJia OK.01-0.5,09,10
KCIlepTU3a K 1.1
Ircnep 3 DKcIepTr3a IeHHOCTH JIOKyMeHTOB. [10roToBKa e K caue B apXuB. 3aKOHOIATEITbHBIC
eHHOoCTeil
1 aKThl 1 HOPMaTHUBHO- METOJJUYECKUE JIOKYMEHTHI 10 apXUBHOMY XPaHEHUIO TOKYMEHTOB.
AOKYMEHTOB
CamocrosiTesibHast padoTa 2
Bcero 32







3.YcaoBus peaquzauuu padodeil nporpaMMbl y4eOHOM U CHUITHHBI
3.1 KagpoBoe o0ecrieyenne y4eOHOM TUCHUIINHBI

KBanuduxarus nengarornueckux pabOTHUKOB 00pa30BaTeNIbHOM OpraHu3aluy JOJKHA OTBEYATh
KBTU(DUKAIIMOHHBIM TPEOOBAHUSM, YKa3aHHBIM B KBAJTM()UKAIIMOHHBIX CIIPABOYHUKAX, H
npodeccnoHaNbHbBIX CTaHAapTaxX

[legarornyeckue pabOTHUKH, IPUBJIEKAEMBIC K pean3aluu 00pa30BaTeIbHOM MPOrPaMMBI, TOJIAKHBI
MOJTy4yaTh JIOTOJIHUTENbHOE podeccuoHaIbHOe 00pa3oBaHue 10 MPOrpaMMaM MOBBIIICHHUS
KBaJIM(DUKAIMK, B TOM YHCIie B (hOpMe CTAXKUPOBKU B OPraHU3AIMIX, HAPABICHHUE JESTEIbHOCTH
KOTOPBIX COOTBETCTBYET 001acTH MPOo(hecCHOHATLHOM IeATENBHOCTH, YKa3aHHOH B myHKTe 1.6 ®T'OC
CIIO no cniennanbaocTy 38.02.01 DxOHOMMKA U OyXTaITepCKHi y4eT (110 oTpacisiM) He pexe 1 paza B
3 roga ¢ y4eToM pacuIMpeHus ClieKTpa NpophecCHOHATbHBIX KOMITETESHITHIA

3.2. Jlna peanm3auyMu NPOrpaMMbl Y4YeOHOH JAUCHMIUVIMHBI MPeIyCMOTPEeHbl cJeaylouue
cnequaIbHble OMEIeHHs:

Kabuner AOKYMCHTAIITMUOHHOT'O obecreyeHus YIIpaBJICHU.

O6opynoBanue yueOHOro kabuHera:

-[10CaI0YHBIC MECTA 0 KOJIMYECTBY O0YHaIOIINXCS;
-paboyee MecTO IpernoaaBaTes

-y4eOHO HarJIsIIHbIE TOCOOUSI.

TexHnueckue cpeacTsa 00y4eHUs:
-KOMIIBIOTEPHI
-MyJbTUMEIUNHAs yCTaHOBKA

[TomemieHust A1 CaMOCTOSTENILHON pabOThl 00YYarOIIMXCs, OCHAIIIEHHbIE KOMIBIOTEPHON TEXHUKOM ¢
BO3MOKHOCTBIO TOKIIOYEHHST K HH(POPMAIMOHHO-TEICKOMMYHUKALMOHHON ceTn «VHTepHEeT» U
obecrieueHreM JIOCTYIa B AJIEKTPOHHYI0 MH(POPMAIIMOHHO-00pa30BaTENbHYIO Cpealy 00pa3oBaTeIbHOM
OpraHu3aIMH.

3abr:

-bubnnoreka

-YuranbHeIN 3ai ¢ BBIXOJOM B ceTb HTEpHET
-AKTOBBIH 3211



3.3 UnpopmannoHHoe o0ecnieyeHre peain3aluu NpPorpaMmbl

Jia peanuzanuu mporpaMmbl OnOIOTeYHBIN (HOHI 00pa30BaTEIHbHON OpTraHU3AIMN UMEET IeYaTHbIE U
AJIEKTPOHHBIC 00pa3oBaTEIbHBIE K HHPOPMAIIMOHHBIE PECYPCHI

Crucok nuTeparypsl:
1.OdunmansHbie U3IaHUS

1.1 HopmaTuBHO-IIPaBOBbIE IOKYMEHTBI:

1. TpynoBoii konekc Poccuiickoit denepamuu ot 30.12. 2001 Nel97-®3 (B pen. ot 27.12.2018)
http://docs.cntd.ru/document/901807664/ (nata ooparenws 24.04.2019) (neorpanuueHHbli JOCTYII)

2. I'paxxnanckuit kogexc Poccuiickoit denepanuu ot 30.11.1994 Ne 51 - @3 (wacts nepsas) (B pea. Ot
23 nexabps 2003r.) http://docs.cntd.ru/document/9027690 (nata obparienust 24.04.2019) (weorpannueHnsrit

JIOCTYII)

3. I'paxnanckuii konekc Poccuiickoit @enepaunu ot 30.11.1994 Ne 51 - @3 (wacts BTOpas) (B pea. Ot

23 npexabps 2003r.) http:/docs.cntd.ru/document/9027703 K Y2 (nmata obpamenus 24.04.2019)

(HEorpaHMYEHHBIN TOCTYII)

2.0cHoBHas yueOHas qTuTeparypa

1.AGymanze, /1. I'. JlokyMmeHTalmoHHOE 0OOECTIeUeHIE YIIPABICHHUS TIEPCOHAIIOM | YUCOHHUK U MPAKTUKYM
g CITIO / [1. T'. Abynanze, U. b. Beinpsbkkuna, B. M. MacnoBa. — M. : U3natensctBo FOpaiit, 2018.
— 299 c¢. — (Cepus : IlpodeccuonanbHoe oOpa3oBaHue). — https://biblio-online.ru/book/FOB93350-
F4BA-44E3-9EE7-DSEFF609E7D3/dokumentacionnoe-obespechenie-upravleniya-personalom (nara
obparmienus 24.04.2019)

2.JlokymenroBeneHue : yueOHUK U npaktukym juist CI1O / JI. A. Jloponuna [u ap.] ; moxa penakuueit JI.
A. JloponuHoii. — 2-e uza., nepepad. u gon. — Mocksa : U3natenscto FOpaiit, 2019. — 309 c. —
(Cepus : IIpodeccuonanbaoe oopazoBanue). — ISBN 978-5-534-04330-3. — TekcT : 32MeKTPOHHBIH //
OBC IOpaiit [caiiT]. — URL: https:/biblio-online.ru/book/dokumentovedenie-433551 (nata oOpalueHus
24.04.2019)

3. HoponuHa, JI. A. JlokyMeHTallMOHHOE 0OecriedeHre ynpaBieHus : yueOHUK U npaktukyM ais CIIO /
JI. A. loponuHa, B. C. UputukoBa. — Mocksa : U3natensctBo FOpaiit, 2019. — 233 c. — (Cepus :
[TpodeccuonanpHoe obpazoanue). — ISBN 978-5-534-05783-6. — Texcr : anexrponnsiit // 3BC
FOpaiitr [caitit]. — URL: https://biblio-online.ru/book/dokumentacionnoe-obespechenie-upravleniya-438586
(mara obpamenus 24.04.2019)

4 Kopuees, U. K. JlokymeHnTannonHoe oOecrneueHue ympasieHus + tectsl B DOBC : yyeOHUK U
npaktukym s CITO / U. K. Kopruees, A. B. ITmenko, B. A. Mamypnes. — 2-e u3j., nepepad. u J01I.
— Mocksa : UznatensctBo FOpaiit, 2019. — 384 ¢. — (Cepus : [Ipodeccrnonansnoe o6pa3oBanue). —
ISBN 978-5-534-05022-6. — Texcrt : anexkrponssiid / 3BC HOpaiit [caiit]. — URL: https://biblio-
online.ru/book/dokumentacionnoe-obespechenie-upravleniya-testy-v-ebs-438491 (nara O6paIJ_IeHI/I}I
24.04.2019)

5. KazakeBuy, T. A. JlokyMeHTallMOHHOE 0OecrieueHue yrpaBieHus : yueOHUK 1 npaktukym st CI10 /
T. A. KazakeBuu, A. U. Tkanmuu. — 3-e uzna., ucrp. u gon. — M. : U3narensctBo KOpaiit, 2018. — 177
c. — (Cepus : IlpodeccuonanpHoe oOpa3oBanue). — https://biblio-online.ru/book/9B625222-29CE-49AB-
98E7-215DF86091B5/dokumentacionnoe-obespechenie-upravleniya (ata oopamenus 24.04.2019)

6. Kysuenos, M. H. [lokymeHTanmoHHOE oOecreyeHue YIpPaBICHUS IEPCOHAIOM : Y4YeOHUK H
npaktukym juist CI1O / U. H. Ky3nenos. — M. : U3narensctBo IOpaiit, 2018. — 521 c. — (Cepus :



http://docs.cntd.ru/document/901807664/
http://docs.cntd.ru/document/9027690
http://docs.cntd.ru/document/9027703%20%20К%20Ч2
https://biblio-online.ru/book/F0B93350-F4BA-44E3-9EE7-D8EFF609E7D3/dokumentacionnoe-obespechenie-upravleniya-personalom
https://biblio-online.ru/book/F0B93350-F4BA-44E3-9EE7-D8EFF609E7D3/dokumentacionnoe-obespechenie-upravleniya-personalom
https://biblio-online.ru/book/dokumentovedenie-433551
https://biblio-online.ru/book/dokumentacionnoe-obespechenie-upravleniya-438586
https://biblio-online.ru/book/dokumentacionnoe-obespechenie-upravleniya-testy-v-ebs-438491
https://biblio-online.ru/book/dokumentacionnoe-obespechenie-upravleniya-testy-v-ebs-438491
https://biblio-online.ru/book/9B625222-29CE-49AB-98E7-215DF86091B5/dokumentacionnoe-obespechenie-upravleniya
https://biblio-online.ru/book/9B625222-29CE-49AB-98E7-215DF86091B5/dokumentacionnoe-obespechenie-upravleniya

[IpodeccuonanpHoe  oOpa3zoBaHme). —  https://biblio-online.ru/book/E9FDBA53-4037-45A1-8581-
1E1EF1555614/dokumentacionnoe-obespechenie-upravleniya-personalom (zata oopamierus 24.04.2019)

7. lllyBanosa, H. H. JlokymeHTanimoHHoe obecrieueHre yrnpaBiieHus : yaeOHuK U npaktukym s CITO /
H. H. llyBamoBa. — M. : M3marensctBO FOpaiit, 2018. — 221 ¢. — (Cepus : Ilpodeccuonansroe
o0OpasoBaHue). — https://biblio-online.ru/book/012C672A-DD8A-4082-B4E7 -
380217EES5C07/dokumentacionnoe-obespechenie-upravleniya

(mara obpamenus 24.04.2019)

3.JlononnurenbHas yueOHas uTeparypa:

1. JlokyMeHTanmmoHHOE obOecrieueHue yrpasieHus : yueOHuk / T.A. beikoBa, E.A. Ckpunko, 10.M.
Kykapuna, A.}O. Konbkosa, C.A. I'noroBa. — Mocksa :KnoPyc, 2018. — 266 c. — usa CIIO. —
https://www.book.ru/book/926891 (nara obOpamenus 24.04.2019)

2. JIOKyMeHTaIlMOHHOE OOecIeYeHrne yrpaBieHus (C OCHOBAMHU apXHBOBEICHHUSA) : yueOHOe mocodue /

M.U. bacakoB. — MockBa :KuoPyc, 2018. — 216 c¢. — Jua CIIO u HIIO. —
https://www.book.ru/book/926606 (nara obpamenus 24.04.2019)
3. JlokymeHTannoHHOE o0ecrneyeHue ynpasieHus : yueOHuk / B.B. Bapmynn. — Mocksa : FOctunus,

2018. — 271 ¢. — CIIO. — https://www.book.ru/book/924242 (nata oOpamenus 24.04.2019)

4.CnpaBoyHO-OubImorpaduyeckne n3aanus

1. Yebruenos, B.A. CnoBapb-cripaBOYHUK IKOHOMUYECKUX U IOPUAUYECKUX
TepMuHOB/B.A.YeBbruenos.-M.,2015
http://80.76.178.135/MarcWeb/Work.asp?ValueDB=41&DisplayDB=marc (nata oopamenus 24.04.2019)

2. Bonbmioil SKOHOMHUYECKHHA COBaphb https://rus-big-economic-dict.slovaronline.com/ (aara oOpamieHus
24.04.2019) (OTKpBITHIN AOCTYII)

3. DKOHOMHMYECKHE CJIOBapH U CHPAaBOYHHKH https://vocable.ru/slovari (mata oOpamenus 24.04.2019)
(OTKpBITHII 10CTYI)

4. CnoBapb >KOHOMHUYECKHMI TEPMHMHOB https:/slovar.cc/ekon/term.html (mata obpammenus 24.04.2019)
(OTKpBITHII 1OCTYI)

S.11lepuoanveckue U31aHUsS

1.CTIPABOYHUK KAJIPOBUKA. — M., 2004-2018,1-12 (B rox)
2.Cpennee npodeccroHanpHoe oOpazoBanue + npmioxkenue.- M., 2012-2019, Nel-12 (B rox)

3 Vnpasnenue pazpurueM nepconaina.- 2018.- Ne 1-4. https://grebennikon.ru/journal-25.html9nara (znarta
oOpamtenus 24.04.2019)

6.ITpodeccronanbHble 0a3bl JaHHBIX U MH(OPMAIIMOHHBIE pecypchl ceTH MHTepHeT

1.Dnextponnas Gubnnoreka mamareabcrBa «FOPAWTY https://biblio-online.ru/ [IpenocraBisieT qocTynm K

HU3JaTCIIbCKUM KOJIJICKIUAM, BKIIHOYAsA KAaK OJICKTPOHHBIC BEPCUU KHUT' U3AATCIIBCTBA, TaAK U KOJUICKIIUN

MOJIHOTEKCTOBBIX (aillioB Apyrux M3aTenbCTB.(MOANMCHOE u3aaHue) (nata obpamenus 24.04.2019)

(HeorpaHUYEHHBII JOCTYI)

2.JaexTponHasi OGubanorexa eLibrary https://elibrary.ru/defaultx.asp IIpenocraBnser npoctyn x
JJIEKTPOHHBIM BEPCUSAM IEPUOJMYECKMX M HENEPHUOAWYECKHX H3JaHui J[OCTyn K IOJHOTEKCTOBBIM
JJIEKTPOHHBIM IEPUOJUYECKUM HU3JAaHUSM BO3MOXKEH IIOCJIE perucrpanuu ¢ BHyTpeHHHUX [P —anpecos
yHHUBeEpcUTeTa (OTKPBITHIN f1ocTymn) (aata oOpamenus 24.04.2019)

3. CnpaBouHasi nmpaBoBas cucremMa «KoHcyasTanTt mmoc» http:/www.consultant.ru/ (mara oOpaleHus

24.04.2019) (OTKpHITHIHM AOCTYII)



https://biblio-online.ru/book/E9FDBA53-4037-45A1-8581-1E1EF1555614/dokumentacionnoe-obespechenie-upravleniya-personalom
https://biblio-online.ru/book/E9FDBA53-4037-45A1-8581-1E1EF1555614/dokumentacionnoe-obespechenie-upravleniya-personalom
https://biblio-online.ru/book/012C672A-DD8A-4082-B4E7-380217EE5C07/dokumentacionnoe-obespechenie-upravleniya
https://biblio-online.ru/book/012C672A-DD8A-4082-B4E7-380217EE5C07/dokumentacionnoe-obespechenie-upravleniya
https://www.book.ru/book/926891
https://www.book.ru/book/926606
https://www.book.ru/book/924242
http://80.76.178.135/MarcWeb/Work.asp?ValueDB=41&DisplayDB=marc
https://rus-big-economic-dict.slovaronline.com/
https://vocable.ru/slovari
https://slovar.cc/ekon/term.html
https://grebennikon.ru/journal-25.html
https://biblio-online.ru/
https://biblio-online.ru/
https://elibrary.ru/defaultx.asp?
https://elibrary.ru/defaultx.asp
http://www.consultant.ru/
http://www.consultant.ru/

4. Texakcnepr. [Ipodeccrnonanbhas cipaBoyHasi cucreMa https://entd.ru/ Bemymmii Open
pBIHKAa HOPMAaTUBHO-TEXHUYECKOH nH(popMmarmu (moanucHoe u3naanue) (gara obpamenus 24.04.2019)
(HEeorpaHUYCHHBINA TOCTYIT)

O6men nndopmanueii ¢ 00pa3oBaTeILHBIMU YUPEKICHUIMU

1.®I'BOY BO «llen3eHckuii rocy1apcTBEHHBIN arpapHblil YHUBEPCUTET» (IOTOBOP COTPYIHUYECTBA OT
23.05.2017r.

2. HoroBop corpyanuuectBa Ne2 ot 14.05.2019r. ¢ ®I'BOY BO «Camapckuil rocyaapCTBEHHBIN
arpapHblii YHUBEPCUTET.


https://cntd.ru/

4.KOHTpPOJIb M OlleHKA Pe3yJIbTATOB OCBOCHUS Y4eOHON TUCHUILTHHBI

Pe3yabTaThl 00y4eHHs

KpuTeplm OINCHKH

MeToabI OIEHKH

3Hanus

IOHATHA, OCIH, 3ada4Y1 1

JleMOHCTpUpYET LeNU U 3a]a4u

o0ecrnieueHtsl ypaBieHuUs

MMPUHIMIIBI ACJIOMMPONU3BOACTBA ACJIOMPON3BOJACTBA
OCHOBHBIC ITOHATHUSA IlonnMaeT OCHOBHEIC HOHITHS
JOKYMEHTAITUOHHOI'O JOKYMEHTAIIMOHHOT' O

o0ecrieyeHus yrpaBiaeHHs

CHCTEMBbI JOKYMEHTAllMOHHOTO
oOecrnieueHus ynpaBiIeHUs

[ToHnmaer cucreMbl
JOKYMEHTAIMOHHOTO
o0ecrneveHus yrnpaBIeHUs

KJIacCU(UKALIUIO IOKYyMEHTOB

3HaeT KJacCU(PUKAIHIO
JIOKYMEHTOB

TpeOOBaHMS K COCTABJICHUIO U
0(hOPMIICHHIO TOKYMEHTOB

CobmronaeT TpeGoBaHUs K
COCTABJICHUIO ¥ O(OPMIICHHUIO
JOKYMEHTOB

o0IIMe MmpaBuIia OpraHu3aIiu
paboThl ¢ JOKYMEHTaMU

JleMOHCTpHpYeT 3HaHHSI 11O
oOLIMM MpaBUIaM OpraHu3aluu
paboThI C JOKYMEHTAMHU

TpeOOBaHUS K TEKCTY
CITyeOHBIX JOKYMEHTOB

[Ipenocrasnser TpeboBaHUs K
TEKCTY CJy’K€OHbIX JOKYMEHTOB

CHCTEMY JOTOBOPHO-IIPABOBOM
JOKYMEHTAIVH: BUJIbI
JIOTOBOPOB, TUTIOBBIE (DOPMBEI

[ToHnmaer cucremy 10roBOPHO-
MIPaBOBOM JOKYMEHTALIMU: BUbI
JIOTOBOPOB, TUIIOBBIE (HOPMBI

0hOpMIIATH TOKYMEHTAIUIO B
COOTBETCTBUU C HOPMATUBHOMN
0a30ii, B TOM YHCJE C
HCIIOJIb30BaHUEM
WH(OPMAIMOHHBIX TEXHOJIOTHH

3HaHMsI HOPMATUBHOM 0a3bl
JOKYMEHTAllMOHHOI'O
oOecrnieueHus yrnpaBIeHUs

Ymenus

MMPUMCHATH HOPMATHBHOC
perynupoBaHue 1o
JOKYMCHTAIITUOHHOMY
00€CIeYeHHIO yIIpaBJICHUs

YMeHue npuMeHsTh
HOpPMATHBHOE PETyJIHNPOBAHHE
10 JOKYMEHTAIUOHHOMY
00ecrnedeHnIo yIpaBIeHus

COCTaBIIATh U 0OOPMIISTH
JI0roBopa

YMeHue coCcTaBIIsSITh JOTOBOpa
Ha MIPaBOBYIO JJOKYMEHTAIUIO

OCYHICCTBJIATE XPAHCHUC U
IMOUCK JOKYMCHTOB

[Topsaok cnaun TOKyMEHTOB B
apxuB

IIpakTH4ecknii ONIBIT

JleMOHCTpUpYET COCTaBIEHUE
JIOKYMEHTOB

OK 01-OKO05 Ocy1ecTBIsIET MOUCK

OK 09-OK11 uH(pOpMAaIUHU IS BBITIOJTHEHUS
3a/1a4 mpodeccuoHaTbHON
JeSITebHOCTH

K 1.1 OcymiecTBISITh OpraHU3aIHI0

pa60TBI C JOKYMCHTaMH

YcrHblii onpoc,

OIICHKA MTUCbMEHHBIX
pabor,

MPAKTUYCCKUC 3aHATUA,
TECTUPOBAHUC

YcrHblii onpoc

TectupoBanue

YcTHbli onpoc

TectupoBanue

YceTHbIi onpoc,
TECTUPOBAHUE

TECTUPOBAHHUC, OLICHKA
IIHMCBbMCHHBIX pa60T

YcTHBIN ompoc,
TECTUPOBAHUE,

OneHka nNpakTHYECKUX

TectupoBaHnue, OLeHKA
MIPAKTUYECKUX 3aHATUN

OneHka NpakTHYECKUX
3aHATUU

TecTtupoBaHue ,yCTHBIN
OIIPOOC

O11eHKA BBITIOJTHEHUSA
MPAKTUYECKHUX 3aHATUN
TECTUPOBAHUE




Jlucr perucrpanuy usMeHeHHMH

Homep TexcT U3MeHeHust Ipuka3, npoToKo.JI 3acegaHust
U3MEHEeHH s Y4eHoro copera YHUBEpPCUTETA
Ne [ara
1. Buecensl M3MEHEHUS u | IIporokon Nel4 | 29.08.2019 1.
JOTIOJTHEHUSI B CTPYKTYpHBIE
komroHeHTsl  OIIOIT  (pabGouwne
MPOTrpaMMBbl YICOHBIX
TUCITUTUINH U PO ECCHOHATBHBIX
MOJYJIEH, IPAKTHUK) B
COOTBETCTBUM  C  €XKETrOJIHbIM
OOHOBJIEHUEM B 4acTu
MH()OPMATMOHHOTO OOecreYeHus
peanuzanuu TporpaMm (B TOM
YHCJIE CIHUCKA JINTEPATYPHI)
2.
3.
4.




3.3 UudopmannonHoe odecriedeHre peaaTu3amun NporpamMmmbl

Jlnia peanuzanuu nporpamMmbl 6MOIMOTeYHBIN (HOHA 00pa3oBaTEIbHON OpraHU3aMi UMEET IeYaTHbIE U
AJIEKTPOHHBIE 00pa3oBaTeIbHBIE U HHPOPMALMOHHBIE PECYPCHI

Crnucoxk nureparypsi:
1.OdunmansHbie U3aHUS

1.1 HopMaTtuBHO-TIIpaBOBBIEC IOKYMEHTHI:

1. TpynoBoii komekc Poccuiickoit ®eneparuun ot 30.12. 2001 Nel97-®d3 (B pen. ot 27.12.2018)
http://docs.cntd.ru/document/901807664/ (nata ob6pamienus 26.08.2019) (HeorpaHnYeHHBIN OCTYII)

2. I'paxnanckuii koaekc Poccutickoit @eneparuu ot 30.11.1994 No 51 - @3 (wactp nepBas) (B pea. Ot
23 pgexabps 2003r.) http://docs.cntd.ru/document/9027690 (mata oOpamenus 26.08.2019)
(HEeorpaHUYEHHBIN TOCTYII)

3. I'paxnanckuii konekc Poccuiickoit @enepaunu ot 30.11.1994 Ne 51 - @3 (wacts BTOpas) (B pea. Ot
23 nmekabps 2003r.) http://docs.cntd.ru/document/9027703 K Y2 (mara oOpamenus 26.08.2019)
(HeorpaHUYEHHBIN 1OCTYIN)

2.0cHoBHas yueOHas TuTeparypa

1.A6ynanze, /1. I'. JlokymeHTanimoHHOE 0OecIiedeHre ypaBIeHUs IEPCOHANIOM | YUEOHUK U MPAKTHKYM
s CITIO / [1. T'. Abymanze, U. b. Bempsokkuna, B. M. MacnoBa. — M. : U3narensctBo FOpaiit, 2018.
— 299 ¢. — (Cepus : IIpodeccuonanbaoe obpa3zoBanue). — https://biblio-online.ru/book/FOB93350-
F4BA-44E3-9EE7-DSEFF609E7D3/dokumentacionnoe-obespechenie-upravleniya-personalom  (mara
obpamienus 26.08.2019)

2.JlokymenroBenenue : yaeOHUK u npaktukym st CI1O / JI. A. Jloponuna [u ap.] ; mox penakuueit JI.
A. JloponuHoii. — 2-e uza., nepepad. u gomn. — Mocksa : U3natensctBo FOpaiit, 2019. — 309 c. —
(Cepus : Ilpodeccuonanproe oopazoBanue). — ISBN 978-5-534-04330-3. — TekcT : 2JIeKTPOHHBIH //
OBC [Opaiitr [caiit]. — URL: https://biblio-online.ru/book/dokumentovedenie-433551 (mara
obparmienus 26.08.2019)

3. HoponuHa, JI. A. JlIokyMeHTallMOHHOE o0ecriedeHre yrpaBaeHus : yueOHUK U npaktukym it CIIO /
JI. A. loponuna, B. C. UputukoBa. — Mocksa : MU3aarensctBo HOpaiit, 2019. — 233 ¢. — (Cepus :
ITpodeccuonanbHoe obpazoBanue). — ISBN 978-5-534-05783-6. — Tekcr : anextponnslii // DBC
IOpaiit [caiit]. — URL: https://biblio-online.ru/book/dokumentacionnoe-obespechenie-upravleniya-
438586 (mara obOpamenus 26.08.2019)

4. Kopuee, U. K. JlokymeHTannoHHoe oOecrieueHue ympasieHus + Tectbl B OBC : y4eOHUK u
npaktukym ais CIIO / U. K. Kopuees, A. B. ITmenko, B. A. Mamypues. — 2-e u3n., nepepad. u JIo1.
— Mockga : U3parensctBo IOpaiit, 2019. — 384 ¢. — (Cepus : [Ipodeccuonansnoe oOpazoBaHue). —
ISBN 978-5-534-05022-6. — Tekct : anexktponnsiii // OBC IOpaiir [caiit]. — URL: https://biblio-
online.ru/book/dokumentacionnoe-obespechenie-upravleniya-testy-v-ebs-438491 (mara oOpaiueHus
26.08.2019)

5. KazakeBuy, T. A. JlokyMeHTaIllMOHHOE OOecrieueHue yrpaBieHus : yueOHUK U npaktukyM s CII1O /
T. A. KazakeBuu, A. . Tkanuu. — 3-e u3g., ucnp. u gon. — M. : UznatensctBo FOpaiit, 2018. — 177
c. — (Cepus : Ilpodeccuonanpaoe obpazoBanue). — https://biblio-online.ru/book/9B625222-29CE-
49AB-98E7-215DF86091B5/dokumentacionnoe-obespechenie-upravleniya (mara oOparteHus
26.08.2019)

6. Kysuenos, M. H. [lokymeHTanmoHHOE oOecreyeHue YIpPaBICHUS IMEPCOHAIOM : Y4YeOHUK H
npaktukym juist CI1O / U. H. Ky3nenoB. — M. : U3narensctBo IOpaiit, 2018. — 521 c. — (Cepus :

[Ipodeccuonansuoe obpazoBanue). — https://biblio-online.ru/book/E9FDBAS53-4037-45A1-8581-
1E1EF1555614/dokumentacionnoe-obespechenie-upravleniya-personalom (mata oOpaieHus
26.08.2019)

7. Ulysanosa, H. H. JlokymeHTanmonHoe o0ecriedeHne ynpasieHus : yueOHuK u npaktukym ais CI1O /
H. H. IlllyBanoBa. — M. : UznarensctBo FOpaiit, 2018. — 221 c¢. — (Cepus : IIpodeccuonanbroe


http://docs.cntd.ru/document/901807664/
http://docs.cntd.ru/document/9027690
http://docs.cntd.ru/document/9027703%20%20К%20Ч2
https://biblio-online.ru/book/F0B93350-F4BA-44E3-9EE7-D8EFF609E7D3/dokumentacionnoe-obespechenie-upravleniya-personalom
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https://biblio-online.ru/book/9B625222-29CE-49AB-98E7-215DF86091B5/dokumentacionnoe-obespechenie-upravleniya
https://biblio-online.ru/book/9B625222-29CE-49AB-98E7-215DF86091B5/dokumentacionnoe-obespechenie-upravleniya
https://biblio-online.ru/book/E9FDBA53-4037-45A1-8581-1E1EF1555614/dokumentacionnoe-obespechenie-upravleniya-personalom
https://biblio-online.ru/book/E9FDBA53-4037-45A1-8581-1E1EF1555614/dokumentacionnoe-obespechenie-upravleniya-personalom

oOpasoBaHmue). — https://biblio-online.ru/book/012C672A-DD8A-4082-B4E7-
380217EE5CO07/dokumentacionnoe-obespechenie-upravleniya
(mara obpamenus 26.08.2019)

3.JononnurenbHas yueOHas quTeparypa:

1. JokymeHranuonHoe oOecrieyeHue ympasinenusi : yuyeOnuk / T.A. beikoBa, E.A. Ckpunko, I0.M.
Kyxapuna, A.FO. KonbkoBa, C.A. I'moroBa. — Mocksa :KunoPyc, 2018. — 266 c¢. — Jlna CIIO. —
https://www.book.ru/book/926891 (nata obpamenus 26.08.2019)

2. JlokyMeHTalMOHHOE obOecreueHre yrnpaBieHus (C OCHOBaMHM apXHWBOBEICHHMs) : yudeOHOe mocooue /
M.U. bacakoB. — MockBa :KuoPyc, 2018. — 216 c. — J[Jua CIIO u HIIO. —
https://www.book.ru/book/926606 (mara obpamienus 26.08.2019)

3. JlokymeHTanmoHHoe obecrieyenue ynpasienus : yueOuuk / B.B. Bapmynn. — Mocksa : FOctunus,
2018. — 271 c. — CIIO. — https://www.book.ru/book/924242 (nara oOpamenus 26.08.2019)

4.CnpaBoyHo-6ubanorpaduueckue u3gaHus

1. Yebruenos, B.A. CroBapb-cripaBOYHUK IKOHOMUYECKUX U IOPUAUYECKUX
TepMuHOB/B.A.UeBbruenos.-M.,2015
http://80.76.178.135/MarcWeb/Work.asp?ValueDB=41&DisplayDB=marc (nara oOpanieHus
26.08.2019)

2. bonpmoit skoHOMHUYECKHH  croBaph  https://rus-big-economic-dict.slovaronline.com/ (mara
obpamtenus 26.08.2019) (OTKpBITHIN AOCTYII)

3. DKOHOMHYECKHE CIIOBapW M CIPaBOYHHMKH https://vocable.ru/slovari (mara obpamenus 26.08.2019)
(OTKpPBITHII 1OCTYI)

4. CnoBapb SKOHOMHUYECKHI TepMHUHOB https://slovar.cc/ekon/term.html (mara obpamenus 26.08.2019)
(OTKpPBITHII 1OCTYI)

5.11lepuonueckue U3IaHus

1.CTIPABOUYHUMK KAJIPOBUKA. — M., 2004-2018,1-12 (B rox)

2.Cpennee npodeccuonanbHoe obpa3oBanue + npuioxenue.- M., 2012-2019, Nel-12 (8 ron)
3Vnpasnenue pazsutuem nepconaina.- 2018.- No 1-4. https://grebennikon.ru/journal-25.html9
(mata obpamenus 26.08.2019)

6.ITpodeccronanbuble 0a3bl JaHHBIX U MH(OPMAIIMOHHBIE pecypchl ceTH MHTepHeT

1.Dnekrponnas 6uGnuorexa n3aarenscrea «FOPAWT https:/biblio-online.ru/ ITpegocTapnsier K0Ty
K HW3JaTEeIbCKUM KOJUJIEKIUSAM, BKIIIOYas KaK 3JIEKTPOHHbIE BEPCUM KHHUI M3/aTeNbCTBA, TaK U
KOJUIEKIIUM TIOJHOTEKCTOBBIX (aillIoB IpYrux M34aTeNnbCTB.(MOANMCHOE M3/aHue) (JaTa oOpallleHus
26.08.2019) (HeorpaHUYEHHBIH JOCTYI)

2.2aekTpoHHas Oubamuoreka eLibrary https:/elibrary.ru/defaultx.asp IlpenocraBnger moctyn K
JIEKTPOHHBIM BEPCHSIM TNEPUOTUYECKUX M HENepUoIUYecKuX u3fgaHuil JlocTynm K MOJHOTEKCTOBBIM
AJIEKTPOHHBIM MEPUOTMIESCKAM W3AaHUSIM BO3MOKEH IOCJE PETUCTpaliu ¢ BHyTpeHHHX [P —anpecoB
yHUBepcUTeTa (OTKPBITHIN A0CTYM) (aTa obpamieHus 26.08.2019)

3. CnpaBouHasi mnpaBoBas _cucrema «KoHcyiabTaHT 1uioc» http:/www.consultant.ru/ (zara
obparnienus 26.08.2019) (OTKpHITHIN 10CTYII)

4. Texakcnepr. [Ipodeccrnonanbhas cipaBoyHasi cucreMa https://cntd.ru/ Bemymuit Openn

pBIHKa HOPMAaTUBHO-TEXHUYECKOM nH(popMalmu (moAnucHoe u3fanue) (nara obpamenus 26.08.2019)
(HeorpaHUYEHHBIN 1OCTYI)

O6men uHdopmarmei ¢ o0pa3oBaTeIbHBIMHU YUPEIKICHUSIMU
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