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1. OBIIAS XAPAKTEPUCTHKA PABOYEN ITPOI'PAMMBI
YYEBHOU JTUCIUIIJIMHBI

OI1.06. lokymMeHTALIMOHHOE O0ecleyeHue yrpaBjieHne
1.1 MecTo AUCHMILINHBI B CTPYKTYpe NPOrpaMMbl NOAT0OTOBKH CIEIUATHCTOB CPeAHero 3peHa
VYueonas qucuumumasl OI1.06. JlokymMeHTaIlmoHHOE 00eCTICUeHHE YIIPaBJICHUS SBIISICTCS 00s3aTeIIbHON
9acThIO 00IIEnpoeCCHOHATBLHOTO IIMKJIAa OCHOBHOM 00pa30BaTebHOM MPOrpaMMbl B COOTBETCTBUU C
®I'OC no cnermanbHOocTH 38.02.01 DKOHOMHUKA U OYXTAITEPCKHUM YUET (110 OTPaCsiM).
VYueonas qucuumumaa OI1.06. [JokymeHTanmoHHOE 00eCieYeHUE YIIpaBIeHUs 00eCIeYBaAET
(dhopMupoBanue MpodHecCHOHATBLHBIX U OOIIUX KOMITETEHIIUH 110 BceM BuaaMm aestenbHocT PI'OC no
cnernuanbHocTH 38.02.019K0HOMIKA U OyXxTanTepckuit yueT (1mo orpacisim).Ocoboe 3HaUYeHHE

JUCLIUTUTMHA UMEET MPH (POPMUPOBAHUU U PA3BUTUN OOIINX KOMIETECHIIUI:

OK 01. BpiOuparh criocoObl pemieHust 3a1a4 npodecCHOHANbHON AESITeTbHOCTH, MPUMEHHTEIBHO K
Pa3IUYHBIM KOHTEKCTaM.

OK 02. OcymecTBiATh MOWCK, aHAIW3 M HWHTEpHpeTanuio HHGOpManuu, HEOOXOAMMOH I
BBITTOJTHEHUS 33124 MPO(ECCHOHAIBHON IeSTEIbHOCTH.

OK 03. IlnmanupoBath U peaan30BbIBaTh COOCTBEHHOE MPOGECCHOHATBHOE U IMYHOCTHOE Pa3BUTHE.

OK 04. PabGorath B KOJUICKTHBE M KOMaHIe, S()(PEKTHBHO B3aMMOJICHCTBOBATh C KOJIJICTAMH,
PYKOBOJICTBOM, KJIUEHTAMH.

OK 05. OcymiecTBasaTh yCTHYIO U TUCbMEHHYI0 KOMMYHHUKAIMIO Ha TOCYAapCTBEHHOM SI3bIKE C Y4ETOM
0COOEHHOCTEN COIMAIbHOTO U KYJIbTYPHOI'O KOHTEKCTA.
OK 09. Ucnonb3oBaTh HHPOPMALIMOHHBIE TEXHOJIOIMH B IPOPECCUOHATBHOM NeSTETbHOCTH.

OK 10. ITonb3oBaThcst Mpo(ecCHOHANBHOM JTOKyMEHTalMeld Ha ToCyJapCTBEHHOM M MHOCTPaHHBIX
SI3BIKaX

a TaKoKe Mpu GOPMUPOBAHUU U PA3BUTUHU PO(HECCHOHATBHBIX KOMIIETEHIIUH!
IIK 1.1. OcymiecTBiaTh OpraHu3anuio padboThl C TOKYMEHTaMHU.
U IPAKTUYECKOTO OIBITA B COCTABJIEHUN OPraHU3allMOHHO-PaCIOPSAUTEIBHBIX JOKYMEHTOB

PaGouas mporpamma y4eOHOM AUCHUTUTHHBI MOXKET OBITh aJanTHPOBaHA JIJIsl O0yUeHUs] MHBAIHU]IOB U
urr ¢ OB3.



1.2.1lenp u ruIaHUpyEMBIE PE3YIbTaThl OCBOCHUS JUCLIUILINHBL:

B pamkax nmporpamMmbl yueOHON AUCIUTIIMHBI 00y4YaIOIIMMICS OCBAaUBAIOTCS YMEHUS M 3HAHMSL.

Kon
YMenus 3HaHus
IIK, OK
UCTIOJIb30BaTh YHU(HUIIMPOBAHHBIC | -MIOHATHUE, LEJIN U 33141
OPMBI JIOKYMEHTOB; OKYMEHTAaIlMOHHOTO
OK 01.-OKO05, $op YMEHTOE, AORyMEHTAN
oOecIieYeHus yIpaBIICHHS,
OK 09 -OK10 - OCYIIIECTBJIATh XpPAaHEHUE U TTOUCK
JIOKYMEHTOB; -CHCTEMBI JOKYMEHTAIMOHHOTO
oOecIieYeHus yIPABIICHHST,
- HCIIOJIb30BaTh WH(OPMAIIMOHHBIE
TEXHOJIOTUH B SJICKTPOHHOM -- OpraHU3aIHIo
JIOKYMEHTOO00POTE; JIOKyMEHTO000pOTa;
- 0 OpPMIISITH IOKYMEHTAIIUIO B - mpueM, 00paboTKy,
COOTBETCTBUH C HOPMAaTHUBHOMN pEerucTpaImo, KOHTPOJIb,
0a30M. XpaHEHUE I0KYMEHTOB,
HOMEHKJIATYPY eIl
KJ1acCU(PMKALUIO JTOKYMEHTOB;
- OCYIIECTBJIATh OPTaHU3AIUIO
MK 1.1 Yy P I

paboThI C TOKYMEHTAMH;

-COCTaBJIATh OPTaHU3ALUOHHBIE,
pacnopsiiuTeIbHbIE,
MH(OPMaLIMOHHO-CIIPABOYHbIE
JIOKYMEHTHI;

- IPOBOAUWTE IMMOATOTOBKY K
nepeaadyc IOKyMEHTOB B apXUB,

- OCYILIECTBJIATh PETUCTPALIUIO U
KOHTPOJIb BXOZSAIIEN U HCXOASIIEH
JIOKYMEHTAIUH.

- IOPAJOK 3alIOJIHCHU A
HAOKYMCHTOB B COOTBCTCTBHHU C
HOPMAaTUBHBIMUA Tpe60BaHI/I$[MI/I;




2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JIUCIATLIAHBI

2.1. O0beM yueOHO AMCUMIIMHBI M BUABI Y4e0HO# padoThI

Bup yueOHoii padoThl

O0beM yacoB

O0bem 00pa3oBaTeIbHOI POrPaMMBbI 32
PabGora o0yuarommxcsi BO B3aUMOIeCTBHY ¢ MIPenoaBarejieM ,B TOM YHCJIe:
TeopeTUYeCKoe 0b6yyeHue (JIeKIUH, YPOKH) 4
MPAKTUYECKHUE 3aHATHS 6
IPOMEXKYTOUHAs aTTecTalus B hopme 3aueTa

CamocrosiTesibHasi paboTa 22




2.2. TemaTH4eCKUH IJIAH U COAEPKAHNE Y4eOHOM U CHUIITUHBI

HaumenoBanue Coaepixanue yueOHOro MaTepuaJa, JabopaTopHbie padoThI H MPAKTHYECKUE 3aHATHS, O6bem Koambt
pa3esioB U TeM caMocCTosiTeJIbHAsI padoTa 00y4alImMxcs, KypcoBasi padora (IpoekT) 4acoB KOMIIeTEeHIIUi,
(popmupoBanu
10 KOTOPBIX
crnocodcTByer
3J1eMeHT
NPOrpamMMbl
1 2 3 4
Paznea 1.
JdoxymeHTUpOBaHMe
ylpaBJieHYeCKO’ 24
AeATeTbHOCTH
Tema 1.1. IlonsiTne Coaepixanue y4eOHOro MaTepuasa 2 OI;?&-IOIKOS
AOKYMEHTAIlHOHHOTO :
ob0ecrieyeHust
yIIpaBJIeHHsI. 3HayeHue 1 cosiepkaHue JUCUUIUIMHBI JIOKyMEHTallMOHHOE 00ecieYeHus YIIPaBIeHUs CBA3b
C IPYTUMH TUCHUIUITMHAMHU.
Hctopus pa3BUTHS JOKYMEHTAIL[MOHHOTO o0ecnedeHus ynpasieHus. HopmatusHo-
npaBoBasi 0a3a opraHu3aluy JOKYMEHTAMOHHOTO o0ecnieueHus ynpasiaeHus.. [lonstue
CUCTEMBI JTOKYMEHTALIUH.
B ToM 4nciie NPpaAKTHYECKHUX 3aHATHI
[Tpaktrueckoe 3anstue Nel CocraBieHue rpadguka TOKyMEHTOO00poTa
CamocrosiTeJbHast paGoTa 2
Tema 1.2. Conep:kanue y4eOHOIro MaTepuaa OK
Opranun3anuoHHoO- 01,02,04,05,09
pacnopsiiuTeNbHble | XapaKTepUCTHKAa OPTraHU3allMOHHBIX PACOPAIUTENbHBIX U UH()OPMAIIMOHHO-CIIPAaBOYHBIX I[IK 1.1

U MH(POPMALIMOHHbIE

JIOKYMEHTOB




B TOM umciIe NIPAKTHYECKUX 3aHATHI

CIIpaBOYHbIE
[Ipaktuueckoe 3ansatue Nel.CocraBieHue OpraHU3allMOHHBIX, PACTIOPSAUTENbHbIX,
MH(OPMAIIMOHHO-CIIPABOYHBIX JJOKYMEHTOB
CamocrosiTesibHas padora
Tema 1.3. Conep:xxanue yueOHOro MmaTepuaJia 0KO02,04,09,10
Kanposas [1K1.1
JAOKYMEHTAIUsl JIOKyMEHTHUpOBaHUE TPYAOBBIX TPABOOTHOIICHHIA.
B ToM yuHc/ie MPaKTHYECKUX 3aHATHH
[Tpaktuueckoe 3anarue Nel. OgopmieHrne JOKYMEHTOB 110 JIMYHOMY COCTaBY.
[IpakTuueckoe 3ansatue Ne2.OpopmieHne JOKYMEHTAIUS 110 TPYAOBbIM OTHOILIEHUSM
CamocrosiTesibHas padoTa
Tema 1.4. Coaep:xaHue yueOHOro MaTepuaJa OK 0.1, 0.2,
JleHe:xxHbie 1 0.4,0.5,0.9,10
¢unancoso- K 1.1
pacuerHbie OcoOenHocTy cocTaBieHHs U 0(OPMIICHHSI IEHEKHBIX U (PUHAHCOBO-PACUETHBIX
JTOKYMEHTOB.
JOKYMEHTBI.
CamocrosiTeibHas padora
Tema 1.5. Coaeprxanue yueOHOIro MaTepuaJa 0KO05,09,10
JorosopHo- IK 1.1
[TonsTHs MOroBOpa (KOHTpaKTA), COrjamieHue, MpoTokona. Tumnosas Gpopma KOHTpaKTa.
npaBoBast
P OcHOBHBIE pa3iebl KOHTPaKTa. BHUIBI TOrOBOPOB: KYILIU- IPOJIAXKH, MEHBI, TOCTABKH, HA
JAOKYMEHTAIUsI

BO3ME3/THOE OKa3aHUE YCIIYT, IOPYUYEHUsI, KOMUCCUU U JIP.
JIokyMeHTbI 0(OpMIISIIOIIHE MOPSIIOK PACCMOTPEHUSI CIOPOB MEXKIY IOPUAMYECKUMU
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JIMIaMHu.

B ToM uHciIe IPAKTHYECKUX 3aHATHH 2
[Tpaktrueckoe 3anstue Nel OdopmieHuss MPETEH3MOHHBIX ITHCEM. 2
CamocrosiTesibHast padoTa 2
Paznea 2.
Opranu3anus 8
paboThI ¢
JAOKYMEHTAMHU.

Tema 2.1. [lonsitue | Conep:xaHue y4eOHOIro MaTepHuaJia 2 OKO01,04,10

JOKYMEHT0000poTA, K 1.1
erucTpamnus . .
P pan CocraB u yuer o0beMa TOKyMEHTO000pOTa IPEANPUATHIA U opranu3annii. Opranuzanus

OKYMEHTOB . .
oKy paloThI ¢ JOKyMEHTAIMEeH, MOCTYyNaloIel B OpraHu3aliy; pacipeaeaeHue, perucTpanus,

aCCMOTPEHHE JOKYMEHTOB PYKOBOJICTBOM,.

Tema 2.2. P P oM 26 ’

Hcnosnenne
CamocrosiTeibHast padoTa 00yuyaommxcst 2
AOKYMEHTOB.

Tema 2.3. 0OKO01,05,09,10
Opranuszanus Coaepxanue yueOHOro MaTepuaa K 1.1
OnepaTuBHOTO C

UCTeMaTH3alMsl JOKYMEHTOB U uX XpaHeHue. Homenknarypa nen. UuauBuayanbHele,
XpaHeHust
pane CBOJHBIE, TPIMEPHBIE U THIIOBbIE HOMEHKIATYpHI Aen. OdopMiIeHne HOMEHKIIATYPHI JIe.
OKYMEHTA
JIORY TpeboBanust k opopmiIeHHIO J1eN1. XpaHEeHHE JOKYMEHTOB B CTPYKTYPHBIX HOJpa3IeIEeHUSIX
CamocrosiTesbHast padoTa 2
Tema 2.4. Coaep:kaHue yue0HOro MaTepuaa OK.01-0.5,09,10




JKcnepTu3a DKcrepTu3a NEHHOCTH TIOKYMEHTOB. [loroToBKa A€ K caade B apXuB. 3aKOHOIATEIbHbBIE K 1.1
HEeHHOCTeH aKThl 1 HOPMaTHBHO- METOTUYECKUE IOKYMEHTHI 10 apXUBHOMY XPaHEHUIO JIOKyMEHTOB.
JOKYMEHTOB

CamocrosiTesibHas padoTa 2

Bcero 32

J111g XapaKTepUCTHKU YPOBHS OCBOCHUS yUeOHOT0 MaTepHalia UCTIOIb3YIOTCS ClIeAyonne 0003HAUCHUS:
1. - 03HaKOMUTENBHBIH (y3HABaHUE paHEe U3yUYEHHBIX OOBEKTOB, CBOICTB);
2. - penpOAYKTHBHBIN (BBITOJIHEHUE ACITSILHOCTH TI0 00pa3ily, HHCTPYKIIUU WIIH IO PYKOBOJICTBOM);

3. - HpO,Z[YKTHBHLIﬁ (HJ'IaHI/IpOBaHI/IC H CaMOCTOATCIIbHOC BBIIIOJIHCHUC NCATCIIbBHOCTH, PpCIICHUC HpO6J’I6MHLIX 3az(aq).

B nensx peanuzanuy KOMIETEHTHOCTHOTO MOAX0/1a B 00pa30BaTEIbHOM MIPOLIECCE PEATU3YIOTCS AKTUBHbBIE U UHTEPAKTUBHBIE (DOPMBI IPOBEICHUS
3aHATUN (KOMIBIOTEPHbIE CUMYJIISLIUH, AEJIOBBIE U POJIEBBIE UTPBI, pa300p KOHKPETHBIX CUTYalUi, ICUXOJOTUYECKHE U UHbIE TPEHUHTH, TPYIIIOBbIE
JMCKYCCHM) B COUETAaHUM C BHEAYIUTOPHOM paboTON Ui (POPMUPOBAHUS U PA3BUTHS OOLIUX U MPO(HECCHOHAIBHBIX KOMIIETEHIUI 00yJaroLIXcs.




3.YCJOBUS PEAJIM3AIIMA PABOYEM ITPOT'PAMMBI
YYEBHOU JUCHHUIIJIMHbI

3.1 KagpoBoe o0ecrieyeHue y4eOHOM IHCIUTITIHHBI

Kpanudukamms mnenarorn4eckux pabOTHUKOB 00pa3oBaTEIbHONW OpraHM3alldd JIOJDKHA
OTBeYaTh  KBaIM(PHUKAIMOHHBIM  TpeOOBaHWSIM, YKa3aHHBIM B  KBaJIH(PUKAIMOHHBIX
CIPaBOYHHUKAX, ¥ MPO(HECCHOHABHBIX CTAaHIAPTaX

[lenarornueckue paOOTHUKH, TPUBJICKAEMbIE K peaiu3aluu  00pa3oBaTebHOU
MPOrPaMMBbl, JOJDKHBI TOJIYYaTh JIOTIOJTHUTEbHOE Mpo(ecCHOHaNbHOEe 00pa3oBaHUE I10
porpaMMam IMOBBINICHUS KBATU(UKAIIMK, B TOM YUCIIe B OPME CTAXKUPOBKH B OPTaHU3AIIMSIX,
HAIpaBlIEHUE  JEATCIIbHOCTH  KOTOPBIX  COOTBETCTBYET 00macTh  mpodeCCHOHATHHON
nesaTenbHoCTH, ykazanHo B myHkTe 1.6 ®I'OC CIIO no cnenmansHoctr 38.02.01 DxoHOMUKA U
Oyxrantepckuid ydet (1o oTpaciisiM) He peke 1 paza B 3 rosia ¢ y4eToM pacHIMpeHHs CIEKTpa
npoeCCHOHATBHBIX KOMITCTECHITHIA
3.2. lnsi peajM3alu NPOrpaMMbl Y4eOHOW JMCHUILUIMHBI NMPEIyCMOTPEHbI CJeayIolue
crnenuajbHbIe TOMEIIeHNs
KabuHeT TOKyMEHTaIlMOHHOTO 00eCIICYCHHS YIIPABICHHUS.
O6opynoBanue yueOHOro KabuHeTa:
-[10CaJOYHBIE MECTA 110 KOJIMYECTBY O0YJArOIIUXCS;
-pabouee MecTo mpernoaBaTess
-y4eOHO- HarJIsHbIE TOCOOUS.

TexHuueckue cpeacTBa o6yquH51:
-KOMIIbIOTCPLBI
'MYHLTHMG,HHﬁHaH YCTaHOBKa

[TomemeHust ist caMOCTOSITENIbHON pabOThl 00yYarOIIMXCs, OCHAIIEHHbIE KOMIIBIOTEPHON
TEXHUKOW C BO3MOXKHOCTBIO IMOJKIIIOUEHUS K HMH(OPMaLMOHHO-TEIEKOMMYHUKAIIMOHHON CETH
«IHTEpHET» M O0ecnedeHneM A0CTyNa B 3JIEKTPOHHYK) HH()OPMALUOHHO-00pa30BaTEIbHYIO
cpeny o0pa3oBaTeIbHON OpraHU3aIMH.

3aubl:

-bubnuorexa

-UuranbHbIN 3aJ1 C BEIXOJIOM B ceTh IHTEpHET
-AKTOBBIN 3aJ1
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3.3 UnpopmanmoHHOe o0ecniedyeHne peain3auuu NPOrpaMmMbl

Jia peanuszauuu nporpaMmbl OMOIMOTEYHBIH (OHA 00pa30BaTENbHON OpraHU3aINU
MMEeT MeYaTHbIE U 3JIEKTPOHHBIE 00pa30BaTeNIbHbIE U HH()POPMALIMOHHBIE PECYPCHI

Cnucok JiuTeparypbl:

1.0¢uumanbHble U3TAHUS

1.1 HopMaTuBHO-IIpaBOBbIE JOKYMEHTbI:

1. TpynoBoit koxekc Poccuiickoii ®@enepammu ot 30.12. 2001 Nel97-®d3 (B pen. ot
27.12.2018) http://docs.cntd.ru/document/901807664/ (mata obpamenus 10.02.2020)
(HEoTpaHUYEHHBIN JOCTYI)

2. I'paxxnanckuii konekce Poccuiickoit @eaepannu ot 30.11.1994 Ne 51 - ®3 (wacTh
nepBas) (B pea. Ot 23 nmexabps 2003r.) http://docs.cntd.ru/document/9027690 (mata oOpamieHus
10.02.2020) (neorpaHu4eHHBII JOCTYII)

3. I'paxnanckuil konexkc Poccuiickoit denepanun ot 30.11.1994 Ne 51 - @3 (wacte
Bropas) (B pex. Ot 23 nexabpst 2003r.) http:/docs.cntd.ru/document/9027703 K Y2 (mata
obparmenus 10.02.2020) (HeorpaHUYEeHHBIH TOCTYII)

2.0cHOoBHas y4yeOHas quTEpaTypa

1.Abynanze, . I'. JlokyMeHTalMOHHOE oOOecreueHue YIpaBlIeHUs IEePCOHATIOM
yuebHuk u npaktukym aist CITO / [1. I'. AGynanze, U. b. Bempsikkuna, B. M. Macnosa. — M. :
UznatensctBo IOpaiit, 2018. — 299 c. — (Cepus : IlpodeccuonanbHoe oOpa3oBaHue). —
https://biblio-online.ru/book/FOB93350-FABA-44E3-9EE7-D8EFF609E7D3/dokumentacionnoe-
obespechenie-upravleniya-personalom (nara oopamenus 10.02.2020)

2. JloxymenroBeaenue : yueoHuk u npaktukym ans CIIO / JI. A. loponuna [u ap.] ; moxg
penakuueit JI. A. JloponuHoii. — 2-e uzf., nepepad. u gon. — Mocksa : U3narensctBo FOpaiir,
2019. — 309 c. — (Cepus : IlpodeccuonansHoe obpazosanue). — ISBN 978-5-534-04330-3.
— Texker : onexktponuwsii //  OBC  IOpaittr [caitit]. — URL: https://biblio-
online.ru/book/dokumentovedenie-433551 (nata oopamenus 10.02.2020)

3. Hoponmna, JI. A. JlokymMeHTanmoHHOe OOECIeueHHe YNpPaBICHHUS :@ YYEOHUK W
npaktukym s CITIO / JI. A. Hoponuna, B. C. UputukoBa. — Mocksa : U3narensctBo IOpaiir,
2019. — 233 c¢. — (Cepus : IlpodeccuonansHoe obpazosanue). — ISBN 978-5-534-05783-6.
— Tekct : DIEKTPOHHBIN // ObC IOpaiitr [caiit]. — URL: https://biblio-
online.ru/book/dokumentacionnoe-obespechenie-upravleniya-438586 (mara obpamenus 10.02.2020)

4. Kopuees, 1. K. JlokymeHTaiuonHoe oOecrnieueHue ympapieHus + tectsl B ObC :
yuebnuk u npaktukym uist CI1O / . K. Kopnees, A. B. [Timenko, B. A. Mamrypues. — 2-e u3n.,

nepepad. m gon. — MockBa : UznmarensctBo HOpaiit, 2019. — 384 c¢. — (Cepus :
[Mpodeccnonansroe odpazoanne). — ISBN 978-5-534-05022-6. — TekcT : >1MeKTpOHHBIH //
OBC IOpaiit [caiit]. — URL:  https://biblio-online.ru/book/dokumentacionnoe-obespechenie-

upravleniya-testy-v-ebs-438491 (nata oopamienus 10.02.2020)

5. KazakeBuu, T. A. JlokyMeHTalmOHHOE OOecleYeHUE YIpaBlIEHUS : YUYEOHUK H
npaktukym it CITIO / T. A. Kazakesuu, A. U. Tkanuy. — 3-e u3f., ucnp. u jgom. — M. :
WznatensctBo IOpaiit, 2018. — 177 ¢. — (Cepus : IlpodeccuonanpHoe oOpa3oBaHHE). —
https://biblio-online.ru/book/9B625222-29CE-49AB-98E7-215DF86091B5/dokumentacionnoe-
obespechenie-upravleniya (nata o6pamenus 10.02.2020)
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https://biblio-online.ru/book/9B625222-29CE-49AB-98E7-215DF86091B5/dokumentacionnoe-obespechenie-upravleniya

6. KysnenoB, 1. H. JlokyMeHTanimoHHOE OOECTICUCHHE YMPABICHHUS TEPCOHAIOM :
yuebnuk u npaktukym st CIT1O / U. H. Kysneno. — M. : U3aarensctBo IOpaiit, 2018. — 521
c. — (Cepus : Ilpodeccuonanproe obOpa3oBanme). — https://biblio-online.ru/book/E9FDBA53-
4037-45A1-8581-1E1EF1555614/dokumentacionnoe-obespechenie-upravleniya-personalom (nmara
oOpatuenus 10.02.2020)

3.JlonoJiHUTEIbHAA yYeOHAasl JIUTepaTypa:

1. JlokymeHTanmoHHoe obGecrieueHue ympamieHus : ydeOnuk / T.A. beikoBa, E.A.
Cxkpunko, FO.M. Kykapuna, A.1O. KonbkoBa, C.A. I'noroBa. — Mocksa :KnoPyc, 2018. — 266
c. — st CITO. — https://www.book.ru/book/926891 (mara ob6pamenus 10.02.2020)

2. JlokyMeHTalMOHHOE OOECIeYeHUuEe YIpaBiIeHUs (C OCHOBaMHU apXUBOBEACHUS) !
yuebHoe nmocobue / M.U. bacakoB. — Mocksa :KuoPyc, 2018. — 216 c¢. — J{nsa CIIO u HIIO.
— https://www.book.ru/book/926606 (nata oOpamenus 10.02.2020)

4.CnpaBo4Ho-0u0IMOrpadpuueckue n3IaHus

1. Bosbiiol skoHOMUYECKHI cioBaph https://rus-big-economic-dict.slovaronline.com/ (mata
obpamenus 10.02.2020) (OTKPBITHINA JOCTYII)

2. DKOHOMHUYECKHE CIIOBapU W CIpaBOYHUKHM https://vocable.ru/slovari (mata oOparieHus
10.02.2020) (OTKpBITBINA JOCTYII)

3. CnoBapb SKOHOMHYECKUX TepMHUHOB https://slovar.cc/ekon/term.html (nata obparieHus
10.02.2020) (OTKpBITBINA JOCTYII)

S5.11lepuoanyeckue u3gaHUs

1.CTIPABOYHMK KAJIPOBUKA. — M., 2004-2020,1-12 (8 rox)

2.Cpennee npodeccronanpHoe oOpa3zoBaHue + npuioxkenue.- M., 2012-2020, Nel-12 (B
rox)

6.I1podeccuonanbHbie 6a3bl JAHHBIX U HH(OPMALIMOHHBIE pecypchl ceTu UHTepHeT

1.Dnexrponnas O6ubanoTeka H37aTENbCTBA «KFOPAT» https://biblio-online.ru/

[IpenocraBnser AOCTYN K U3AATEIILCKUM KOJIJIEKIIMSM, BKITIOYAsh KaK 3JIEKTPOHHBIE BEPCUU KHUT
W3/1aTeNbCTBA, TaK U KOJUICKIIMM TOTHOTEKCTOBBIX (HaWIOB APYTUX HW3ATEIHCTB.(TIOAMMCHOE
uznanue) (aara obpamenus 10.02.2020 (HeorpaHUYECHHBIH TOCTYIT)

2.Jnexrponnas 6ubimoreka eLibrary https://elibrary.ru/defaultx.asp IlpenocraBnsieT qoctym K

SJIEKTPOHHBIM ~ BEpCUSIM  MEPUOJUYECKUX W  Hemepuoauueckux u3zgaHuid  JlocTyn K
MOJTHOTEKCTOBBIM 3JEKTPOHHBIM MEPUOANYECKUM H3JIaHUSIM BO3MOXKEH IOCJIE€ PETUCTpAIMU C
BHyTpeHHuX [P —anpecoB yHuBepcuTeTa (OTKpBITHINA JocTym) (aata oOpamenus 10.02.2020)

3. CmpaBounas mpaBoBas cucrteMa «KoHcynpranT mwiocy http://www.consultant.ru/ (mata

oOpatienus 10.02.2020) (OTKpPBITHINA JOCTYII)
4. Texaskcnepr. [Ipodeccuonanbhas cipaBoyHasi cucreMa https://entd.ru/ Bemymmii Open
pBIHKa HOPMATUBHO-TEXHUYECKON HMH(DOpManuu (IOJIUCHOE U3aHue) (naTa oOpalieHus

10.02.2020) (HEorpaHWYEHHBIN AOCTYII)

O0MeH nHpopMmanmeii ¢ 00pa3oBaTeJbHBIMH OPraHU3ALUSIMHA

1.®I'BOY BO «IleH3eHckuil rocyaapCTBEHHBIM arpapHblii YHUBEPCHUTET» (JIOTOBOP
coTpynauudectna oT 23.05.2017r.

2. JoroBop corpymamuectBa No2 ot 14.05.2019r. ¢ ®I'BOY BO «Camapckuit
rOCYJapCTBEHHBIN arpapHblii YHUBEPCUTET.
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4. KOHTPOJIb n

OILIEHKA

YYEBHOM JUCIHUATIIMHBI

PE3YJbBTATOB

OCBOEHUA

PesyabTaThl 00yyeHus

KpnTepnn OICHKH

MeToabl OLIEeHKH

3Hanusa

IIOHATHA, LCIIH, 3a4a91 1

JleMOHCTpHUpYET LeNH U 33a]1a4u

o0ecrnieueHus yrnpaBJIeHHUs

IMPUHIMIBI ACJIOITPOU3BOACTBA JACJIOIIPOU3BOJACTBA
OCHOBHBIC ITOHATHA ITonnMaeT OCHOBHEIC IOHITHS
AOKYMCHTAIIMUOHHOT' O JOKYMCHTAITUOHHOT'O

o0ecrieyeHust ynpapieHus

CUCTEMBI JIOKYMEHTALIMOHHOT'O
o0ecrnieueHus yrnpaBIeHHUs

[ToHnmaer cucremsl
JOKYMEHTAIUOHHOTO
o0ecreyeHysl yIpaBjIeHuUs

KJ1acCU()UKALUIO TOKYMEHTOB

3HaeT KJIaCCH(PHUKAIIHIO
JIOKyMEHTOB

TpeOOBaHUS K COCTABICHUIO U
0(hOPMIICHHIO TOKYMEHTOB

CoOuro1aet TpeOOBaHUS K
COCTaBJICHUIO ¥ O(hOPMIICHHIO
JIOKYMEHTOB

o01IKe npaBuiia OpraHu3aluu
paboThI ¢ JOKYMEHTaMH

JleMOHCTpHUpYeT 3HaHUS 110
00LIMM MpaBUIaM OpraHu3aluu
paboTHI C JOKYMEHTAMH

TpeOOBaHUS K TEKCTY
CIIY)KEOHBIX JJOKYMEHTOB

[IpenocrasnsieT TpeOOBaHUS K
TEKCTY CIIY’KEOHBIX TOKYMEHTOB

CHCTEMY JOrOBOPHO-IIPaBOBOM
JOKYMEHTALUH: BUJIbI
JIOTOBOPOB, TUIIOBBIE (DOPMBI

[ToHnmaer cucremy IOroBOpHO-
MIPaBOBOI TOKYMEHTALIUH: BUbI
JIOTOBOPOB, TUTIOBBIE (DOPMBI

0o(hopMIIATH TOKYMEHTALUIO B
COOTBETCTBUM C HOPMaTUBHOMU
0a30ii, B TOM 4HCIE C
HCIIOJIb30BAaHUEM
MH(GOPMAIMOHHBIX TEXHOJIOTHH

3HaHUSI HOPMATUBHOI 0a3bl
JIOKYMEHTAIMOHHOTO
obecrieyeHus yrpaBieHuUs

Ymenus

MPUMEHSATh HOPMAaTHBHOE
peryaupoBaHHe IO
JOKYMEHTAI[MOHHOMY
00€eCnIeUYeHHUI0 YIPaBIEHUS

YMeHne NpUMEHSITh
HOPMAaTHBHOE PETYJIMPOBaHUE
10 JJOKYMEHTAI[HOHHOMY
00eCIeYeHNIO yIpaBIIeHUs

COCTaBIISATh U OPOPMIIATH
J0roBopa

YMeHHe COCTaBIATh A0Tr0BOpPa
Ha NNPpaBOBYIO JOKYMCHTAIIUIO

OCYHICCTBIIATD XPAHCHUC U
IIOMCK JOKYMCHTOB

[Topsimok cnaun TOKYMEHTOB B
apXHB

IIpakTHYeCKHH ONBIT

JleMOHCTpHpYET cOoCcTaBlIeHHE
JIOKYMEHTOB

OK 01-OKO05,0K 09-OK10

MOWCK MHPOPMAITUH JIJIS
BRIMONTHEHHAX 3aAa4 JIOY

IK 1.1

OcymecTBisTh paboTy
JIOKYMEHTaMHU

VYcrHblii onpoc,

OLICHKA MTUCbMEHHBIX
pabor,

IMMPAKTUYCCKUC 3aHATUS,
TECTUPOBAHUC

VYcerHblit onpoc

TectupoBanue

YcrHblil onpoc

TectupoBanue

YcrHblii onpoc,
TECTUPOBAHUE

TCCTUPOBAHUC, OLICHKA
IIMCHbMCHHBIX pa60T

YeTHBI onpoc,
TECTUPOBAHUE,

OneHka npakTHYeCKUX

TectupoBanue, OLeHKa
[IPaKTUYECKUX 3aHATUI

OrneHka NpaKTUYECKUX
3aHATHU

TecTtupoBaHue ,yCTHBIN
OIpoc

OI_ICHKa BBITIOJTHCHU A
MMPAKTUYCCKHUX 3aHATHH T
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JIuceT perucrpanuu u3MeHeHU

Homep TexkcT U3MeHeHus! Ipuxa3, npoToKoJI 3acefaHusi Y4eHOI0 COBETa
H3MEHEHUS YuuBepcurera
Ne Hara
1. Brecensr W3MEHEHUS B qacTh Nel3 27.08.2020 r.
HH()OPMAITHOHHOTO obecrieueHUs
peayiMzanuu mporpaMMbl (B TOM YHCIE B
YaCTH CIHUCKA JIUTEPATYPhI)
2.
3.
4.
5.
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3.3 UnpopmannonHoe odecnievyeHne pean3aliu MporpaMmbl

Jia peanuszauuu nporpaMmbl OMOIMOTEYHBIH (OHA 00pa30BaTENbHON OpraHU3aINU
UMEET MeYaTHbIE U 3JIEKTPOHHBIE 00pa30BaTesIbHbIE U HH()OPMALIMOHHBIE PECYPCHI

Cnucok JiuTeparypbl:

1.0¢uumanbHble H3TAHUSA

1.1 HopMaTuBHO-IIpaBOBbIE JOKYMEHTbI:

1. TpynoBoit koxekc Poccuiickoii ®@enepammu ot 30.12. 2001 Nel97-®d3 (B pen. ot
27.12.2018) http://docs.cntd.ru/document/901807664/  (mata  oOpamenns.25.08.2020)
(HeorpaHUUCHHBIN JOCTYII)

2. I'paxxnanckuii konekce Poccuiickoit @eaepannu ot 30.11.1994 Ne 51 - ®3 (wacTh
nepBasg) (B pen. Ot 23 ngexabps 2003r.) http://docs.cntd.ru/document/9027690 (mata
obparmenusn25.08.2020) (HeorpaHUYEHHBIH JTOCTYII)

3. I'paxxnanckuii kogekc Poccuiickoit @epepanun ot 30.11.1994 No 51 - @3  (yacth
Bropas) (B pex. Ot 23 nexabpst 2003r.) http:/docs.cntd.ru/document/9027703 K Y2 (mata
obpamienns25.08.2020) (neorpanndeHHbIN H0CTYI)

2.0cHOoBHas y4yeOHas quTEpaTypa

1.A6ynamze, . I'. JlokymeHTanmuoHHOEe OOeCredYeHue YIpaBICHUS [EePCOHATIOM
yuebHuk u npaktukym st CIIO / 1. T'. AGynanze, U. b. Bemmpsiokkuna, B. M. Macnosa. — M. :
UznatensctBo IOpaiit, 2018. — 299 c. — (Cepus : IlpodeccuonanbHoe oOpa3oBaHue). —
https://biblio-online.ru/book/FOB93350-FABA-44E3-9EE7-D8EFF609E7D3/dokumentacionnoe-
obespechenie-upravleniya-personalom (nara oopamennsn25.08.2020)

2. JloxymenroBeaenue : yueoHuk u npaktukym ans CIIO / JI. A. loponuna [u ap.] ; nmox
penakuueit JI. A. JloponuHoii. — 2-e uzf., nepepad. u gon. — Mocksa : U3narensctBo FOpaiir,
2019. — 309 c. — (Cepus : IlpodeccuonansHoe obpazosanue). — ISBN 978-5-534-04330-3.
— Texker : onexktponuwsii //  OBC  IOpaittr [caitit]. — URL: https://biblio-
online.ru/book/dokumentovedenie-433551 (nata obopamenns25.08.2020)

3. Hoponmna, JI. A. JlokymMeHTanmoHHOe OOECIeueHHe YNpPaBICHHUS :@ YYEOHUK W
npaktukym s CITIO / JI. A. Hoponuna, B. C. UputukoBa. — Mocksa : M3narensctBo IOpaiir,
2019. — 233 c¢. — (Cepus : IlpodeccuonansHoe obpazosanue). — ISBN 978-5-534-05783-6.
— Tekcr : DIEKTPOHHBIN // ObC IOpaiitr [caiit]. — URL: https://biblio-
online.ru/book/dokumentacionnoe-obespechenie-upravleniya-438586 (mara oOpamenusn25.08.2020)

4. Kopuees, 1. K. JlokymeHTannoHHoe oOecrneueHue ympasieHus + tectel B ObC :

yuebnuk u npaktukym uist CI1O / 1. K. Kopnees, A. B. [Tienko, B. A. Mamrypues. — 2-e u3n.,

nepepad. m gon. — MockBa : UznmarensctBo HOpaiit, 2019. — 384 c¢. — (Cepus :
[Mpodeccnonansroe odpazoanne). — ISBN 978-5-534-05022-6. — TekcT : >1MeKTpOHHBIH //
OBC IOpaiit [caiit]. — URL:  https://biblio-online.ru/book/dokumentacionnoe-obespechenie-

upravleniya-testy-v-ebs-438491 (nata oopamienns25.08.2020)

5. KazakeBuu, T. A. JlokyMeHTalmOHHOE OOecleYeHUE YIpaBlIEHUS : YUYEOHUK H
npaktukym it CITIO / T. A. KazakeBuu, A. U. Tkanmuuy. — 3-e u3f., ucnp. u jgom. — M. :
WznatensctBo IOpaiit, 2018. — 177 ¢. — (Cepus : IlpodeccuonanbHoe oOpa3oBaHHE). —
https://biblio-online.ru/book/9B625222-29CE-49AB-98E7-215DF86091B5/dokumentacionnoe-
obespechenie-upravleniya (nata o6pamenus 25.08.2020)
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https://biblio-online.ru/book/9B625222-29CE-49AB-98E7-215DF86091B5/dokumentacionnoe-obespechenie-upravleniya

6. KysnenoB, 1. H. JlokyMeHTanimoHHOE OOECTICUCHHE YMPABICHHUS TEPCOHAIOM :
yuebnuk u npaktukym st CIT1O / U. H. Kysneno. — M. : U3aarensctBo IOpaiit, 2018. — 521
c. — (Cepus : Ilpodeccuonanproe obOpa3oBanme). — https://biblio-online.ru/book/E9FDBA53-
4037-45A1-8581-1E1EF1555614/dokumentacionnoe-obespechenie-upravleniya-personalom (nmara
obpamienns25.08.2020)

3.JlonoJiHUTEIbHAA yYeOHAasl JIUTepaTypa:

1. JlokymeHTanmoHHoe obGecrieueHue ympamieHus : ydeOnuk / T.A. beikoBa, E.A.
Cxkpunko, FO.M. Kykapuna, A.1O. Konskoa, C.A. ['moroBa. — Mocksa :KnoPyc, 2018. — 266
c. — st CITO. — https://www.book.ru/book/926891 (mara ob6pamienus 25.08.2020)

2. JlokyMeHTalMOHHOE OOECIeYeHUuEe YIpaBiIeHUs (C OCHOBaMHU apXUBOBEACHUS) !
yuebHoe mocodue / M.U. bacakoB. — Mocksa :KuoPyc, 2018. — 216 c¢. — J{na CIIO u HIIO.
— https://www.book.ru/book/926606 (nata oopamenus25.08.2020)

3. JloxymeHTanmoHHoe oOecredeHue ympapiieHus : yuyeOHuk / B.B. Bapmynn. — M.:
KOctumus, 2018. — 271 ¢. — CIIO. — https://www.book.ru/book/924242 (mara oOpamieHus
25.08.2020)

4.CnipaBouyHo-0nd/1uorpaguyeckue U3gaHus
1. bonbIioi 3KOHOMHYECKHI cioBapb https://rus-big-economic-dict.slovaronline.com/ (narta

oOpaiuenusn25.08.2020) (OTKpBITHIN JOCTY)
2. DKOHOMHUYECKHE CIIOBapU W CIpaBOYHUKHM https://vocable.ru/slovari (mata oOparieHus

25.08.2020) (OTKpPBITHINA JOCTYII)
3. CnoBappb JKOHOMHYECKMX TepMHUHOB https://slovar.cc/ekon/term.html  (mara
oOpatenus25.08.2020) (OTKPBITHIM JOCTYI)

S5.11lepuoanyeckue u3gaHUs

1.CTIPABOYHUK KAJIPOBUKA. — M., 2004-2020,1-12 (8B rox)

2.Cpennee npodeccronanpHoe obpa3zoBanue + npuioxkenue.- M., 2012-2020, Nel-12 (B
ToJ)

6.I1podeccuonanbHbie 6a3bl JTAHHBIX U HH(POPMALIMOHHBIE pecypchl ceTd UHTepHeT

1.2nekrponnas oubauoTexka U3aTEIHLCTBA «OPANT» https://biblio-online.ru/
[IpenocraBnsger AOCTyN K U3AATEIbCKUM KOJUJIEKIIMAM, BKIKOYAs KaK 3J€KTPOHHbIE BEPCUH KHUT
U3JIATENbCTBA, TaK M KOJUICKIIMH TOJHOTEKCTOBBIX (DaiiioB IPYruX U3AATENbCTB.(MOAMUCHOE

nu3nanue) (nara oopamenusi25.08.2020 (neorpaHud4eHHBIN JOCTYIT)

2.Jnexrponnas 6ubimoreka eLibrary https://elibrary.ru/defaultx.asp IlpemocraBnsier qoctym K
AJIEKTPOHHBIM ~ BEPCHUSIM  MEPUOJAUYECKUX W  Hemepuoaudeckux wu3manuii  Joctym
MOJIHOTEKCTOBBIM 3JIEKTPOHHBIM MEPUOJNYECKUM HM3JIaHUSM BO3MOXEH IIOCJIE€ PETUCTpaIuu C
BHyTpeHHUX [P —anpecoB ynuBepcurera(nara ooparmienus 25.08.2020)  (OTKpBITHIH TOCTYI)

3. CnpaBoynas mpaBoBas cuctema «KoHcynpTanT mmmoc» http://www.consultant.ru/ (marta

o0painenns25.08.2020) (OTKPHITHII JOCTYII)
4. Texakcnepr. [Ipodeccrnonanbhas cipaBouHasi cucreMa https://entd.ru/ Bemymmii Open
pBIHKa HOPMATUBHO-TEXHUYECKON MH(OpMaLnK (TIOJIUCHOE U3JaHUE) (mata

oOpatenuns25.08.2020) (HeorpaHUYEHHBINH JOCTYI)
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O0men uH(popmanueii ¢ 00pazoBaTeJJbHLIMH OPraHU3ALUAMHU

1.OI'BOY BO «lleH3eHCKUl TOCYAapCTBEHHBIM arpapHblil yHMBEPCUTET» (IOTOBOP
cotpyanudectna ot 23.05.2017r.

2. JHoroBop corpyanuuectBa No2 ot 14.05.2019r. ¢ ®I'BOY BO «Camapckuii
rOCYJapCTBEHHBIN arpapHblii YHUBEPCUTET».
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