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1. OBILIAS XAPAKTEPUCTUKA PABOYEM TIPOT'PAMMBI YYEBHOU
JANCHUIIJIMHBI
OI1.06. loxymeHTALIHOHHOE O0ecCIIeYeHHEe YIIPABICHUS

1.1 MecTo AUCHUMIIVIMHBI B CTPYKTYp€ NporpaMmmbl MOAroTOBKHU CHCHHAIMUCTOB CPEAHET0
3BCHA

VYuebnas mucuumnabl OI1.06. lokymeHTanmoHHOE o0ecTiedeHne yIpaBiIeHHs SBISETCS
00s13aTeNIbHON  YacThi0  0OMIENTPO()ECCHOHATLHOTO  IMKJIA OCHOBHOM  00pa3oBaTeIbHOM
nporpaMMmbl B cootBercTBUU ¢ PI'OC mno cmneumansHocty  38.02.01 DkoHOMHMKA H
Oyxrantepckuil yyer (1o oTpacism).

VYyeOHas AuMCUMIIIMHA OI1.06. JlokyMeHTanmMOHHOE OOecreueHHe YIpaBICHUS
obecrieunBaer (hopMUpoBaHHE NPOPECCHOHATBHBIX M OOIMUX KOMIIETEHIIMA MO BCEM BHJAM
nestensHocTH PI'OC mo crnenmanbHocTH 38.02.010k0OHOMMKA M OyxraiaTepckuil yder (Mo
otpacisiM).Oco0oe 3HaueHHE AUCLUUIUIMHA UMeEeT MpH (OPMUPOBAHHMU M PA3BUTUU OOIIMX

KOMIIETEHI[HI:

OK 01. Bsibupare crnocoObl pemieHds 3afad  NpopecCHOHAIbHOM  JIeATeNbHOCTH,
MPUMEHUTENBHO K Pa3IMYHBIM KOHTEKCTAM.

OK 02. OcymiecTBisiTh MOUCK, aHAIW3 W HHTEPIPETANNI0 HHPOPMAIMH, HEOOXOIUMOU s
BBITIOJIHEHUS 3a71a4 TPO(HEeCCHOHATILHOM NesITeNIbHOCTH.

OK 03. IlmanmpoBaTh W peaTU30BBIBATH COOCTBEHHOE MPOPECCHOHATHHOEC M JUYHOCTHOC
pa3BUTHE.

OK 04. PaboTtaTe B KOJUIEKTHBE W KOMaHjae, 3(PPEeKTUBHO B3aMMOJCHCTBOBATH C KOJUICTaMH,
PYKOBOJCTBOM, KJIMEHTAMHU.

OK 05. OcymiecTBisTh YCTHYIO U TUCbMEHHYI0 KOMMYHHUKAIMIO HA TOCYJaPCTBEHHOM SI3bIKE C
y4eTOM 0COOEHHOCTEH COLIMANBHOTO U KYJIbTYPHOTO KOHTEKCTA.

OK 09. Ucnons3zoBaTh HHGOPMAIIMOHHBIE TEXHOJIOTHH B MPO(EeCcCHOHANBHOMN 1eATeIbHOCTH.

OK 10. Tlomp3oBaThCsi MTPO(ECCHOHATHLHOM JOKYMEHTAIlMell Ha TOCyAapCTBEHHOM H
WHOCTPaHHBIX SI3bIKAX

a Takke Mpu GOPMUPOBAHUH U PA3BUTUU NMPO(ECCHOHATBHBIX KOMITETEHIINH:
IIK 1.1. OcymecTBasTh OpraHU3alnio padoThl C TOKYMEHTaMHU.
U IPAKTUYECKOTO OMBITA B COCTABICHUN OPraHU3allMOHHO-PACIIOPSAIUTENBHBIX JTOKYMEHTOB

PaGouass mporpamma y4eOHOW NUCHUIUIMHBI MOXET OBITh aJanTHpOBaHA IS OOy4YEHUS
uaBamuaos u aurl ¢ OB3.



1.2.]_[6.]1[) U IVIAHUPYEMBIE PE3YJIbTATbl OCBOCHUA NUCHUIIJIUMHDBI:

B pamkax nporpammbl yueOHON AUCIUILTUHBI 00 YyYAIONTUMUCS OCBAMBAIOTCS YMCHHSI M 3HAH UL

E%If OK YmMenus 3HaHus
UCTIOJIb30BATh -TIOHSATHE, T U 331a49H
OK 01.-OK 05 yHUDUITUPOBAHHBIE (POPMBI JOKYMEHTAllMOHHOTO
JOKYMEHTOB; obecrieueHHs yrpaBlIeHHS,
OK 09 -OK10
- OCYIIECTBIISITh XpaHEHHE U -CHCTEMBI
MIOMCK JOKYMEHTOB; JOKYMEHTAIHOHHOTO
obecrieyeHust yrnpaBaeHUS;
- ACTIOJIH30BATh
WH(POPMAIMOHHBIE TEXHOJIOTHH B | -- OPraHU3aInio
AIIEKTPOHHOM JTIOKYMEHTO000POTA;
JTIOKYMEHTO00O0POTE;
- mpueM, 00paboTKYy,
- 0OPMIISATH TOKYMEHTAITUIO B pETUCTpAIHIO, KOHTPOJIb,
COOTBETCTBUH C HOPMATHBHOM XpaHEeHHE JIOKYMEHTOB,
0a30i. HOMEHKJIaTypy Jell.
KJIacCU(UKAINIO TOKYMEHTOB;
MK 1.1

- OCYIIECTBIISITH OPTraHU3AIHIO
paboTHI ¢ JOKYMEHTAMH;

-COCTaBJISTh OpPraHU3alMOHHEIE,
pacnopsiIuTeNbHbIE,
nH(GOPMALIMOHHO-CIIPABOYHbBIE
JOKYMEHTBHI;

- IPpOBOAUTH NOATOTOBKY K
rnepeaade J0KyMCHTOB B apXHB;

- OCYIIECTBIIATh PETUCTPALIUIO U
KOHTPOJIb BXOJSIICH U
UCXOJSIIEN JOKYMEHTAIIHUH.

- IOPSZIOK 3aIOJTHEHUS
JIOKYMEHTOB B COOTBETCTBHH C
HOPMaTHBHBIMH
TpeOOBaHUSAMU,




2. CTPYKTYPA U COJAEP)KAHUE YUEBHON JUCIUILJINHBI

2.1. O6beM yueOHON AUCHUIUTUHBI U BUIBI YI€OHOH paboThI

Bua yueOHo# paGoThl O0bem yacoB
O0bem o0pa3oBaTeIbHOI POrpaMMBbl 32
Pabora o0y4yaroumuxcsi BO B3aUMO/ICiiCTBHH C NpPenojaBaresieM ,B TOM 4HcJIe:
TeopeTu4yeckoe o0ydeHue (JIEKIHMH, YPOKH ) 18
MPaKTAYCCKUE 3aHITHS 10

B TOM YHUCJIC: TPAKTUYCCKasd MOArOTOBKaA

KOHCYJIbTallun

NN

CamocrosTeabHAas paﬁoTa




2.2. TemaTu4ecKuH IJIAH U COAEP:KaHUE Y4eOHOU AMCUUILIMHBI

HaumeHoBaHue Conepxxanue y4eOHOro MaTepuaJa, JJadoparopubie padoThl U NPAKTHYECKUE 3AHATHS, O6bem Koabt
pa3iesioB U TeM caMocTosiTe/IbHAas padoTa odyuyaommxcsi, Kypcopasi padora (IIpoeKT) 4yacos KOMIIeTeHII Ui,
(¢popmupoBann
10 KOTOPBIX
CIocoocTByeT
3J1eMEeHT
NMPOrpaMMbl
1 2 3 4
Paspean 1.
JoxkyMeHTHpOBaHUE
ylpaBJjieH4eCKO 24
AeATeJbHOCTH
Tema 1.1. IlonsiTHe Conep:xaHue y4eOHOro MaTepuaja 2 OKO01- OKO05
JOKYMEHTAIIMOHHOI O IIK 1.1
ob0ecrieuyeHnst 3HaueHue U cojiep KaHue JUCUUILTUHBI JIOKyMEHTallMOHHOE 00ecTieYeHUsl YIIPaBICHUS CBSI3b
ynpaBJieHHSs. C IPYrUMH JIUCHUTUTMHAMU.
HcTopus pa3BuTHS JOKYMEHTAIMOHHOTO oOecrieueHus: ynpasieHusi. HopmaTuBHO-
mpaBoBasi 0aza opraHu3aluy J0KyMEHTAlMOHHOTo oOecriedeHus ynpasienus.. [lonarue
CUCTEMbl JIOKYMEHTAlIUU.
B TOM uMc/Ie IPAKTHYECKUX U JTA00PATOPHBIX 3aHATHI 2
[Ipaktuueckoe 3anarue Nel CocraBienue rpaduka J0KyMEeHTO000pOTa 2
Tema 1.2. Conepxanue y4eOHOro Marepuasia 2 OK
Oprann3anuoHHo- 01,02,04,05,09
pacnopsiauTeJbHble | XapaKTepUCTHKA OPraHU3alMOHHBIX PACHIOPSIIUTENbHBIX U MH()OPMAIIMOHHO-CIPABOYHBIX K 1.1
¥ MHPOPMALMOHHBIE | JJOKYMEHTOB
CIpaBoYHBIE B ToM 4HciIe NpAaKTHYECKUX M J1a00PaTOPHLIX 3aHATUH 2
[Ipaktuueckas noarotoBka. CocraBieHne OpPraHU3aLMOHHBIX, PACTIOPSIAUTENbHBIX, 2

I/IH(bOpMaI_II/IOHHO-CHpaBO‘{HLIX JAOKYMCHTOB




Kouncyabranuu

Tema 1.3. 0K02,04,05,09,
Kanposasi Conep:xxanue yueOHOro Marepuaja 2 10
JOKYMEHTALMSA JIoOKyMEHTHUpPOBaHHE TPYAOBBIX MPABOOTHOLICHUH. [IKI1.1

B ToM yunciie npakTHYeCKUX H JA00paTOPHBIX 3aHATHIA 4

[IpakTnueckoe 3anarue Nel. OdopmieHre TOKyMEHTOB 110 JIUYHOMY COCTaBY. 2

[IpakTnueckas noarotoBka. OgopmiieHne TOKYyMEHTALUS 110 TPYIOBBIM OTHOIIEHHSIM 2
Tema 1.4. Conep:xanue y4yeOHOro Mmarepuaja 2 OK 0.1, 0.2,
Jlene:xxHble U 0.4, 0.5, 0.9,10
¢unancoBo- OcoOenHocTH cocTaBiieHUs M 0(OPMIICHHS IEHEKHBIX U (PMHAHCOBO-PacUeTHBIX 1K 1.1
pacyeTHbIe JIOKYMEHTOB.
AOKYMEHTBI.

Tema 1.5. Conep:xanue y4eOHOro MmaTepuasa 4 0OKO05,09,10
JorosopHo- [TonsiTus noroBopa (KOHTpakKTa), corjalieHue, MpoTokoja. Tunosas ¢popmMa KOHTpaAKTa. K 1.1
npaBoBasi OcHoBHBIE pa3/enbl KOHTpakTa. Bl JOTOBOPOB: KYIUIH- MPOIaXHU, MEHBI, IOCTaBKH, HA
AOKYMeHTAaIusl BO3ME3/IHOE OKa3aHUE yCIyT, HOPYyYEHHs, KOMUCCUU U JIp.

JlokyMeHTBI 0(OPMIISIONIHE MOPSIOK PACCMOTPEHUS CLIOPOB MEKIY IOPUINIECKUMU

TUIAMHU.

B ToM yHciIe NPAKTHYECKUX H JJA00PATOPHBIX 3aHATHI 2
[Tpaktuyeckoe 3anstue Nel OdopmieHns NpeTeH3HOHHBIX TUCEM. 2

Paznea 2.

Opranuszanus 8
padoThI ¢
AOKYMEHTaMH.




Tema 2.1. Ilonsaitue | CoaepxxaHue yueOHOro Marepuasa 2 OKO01,04,10
JAOKYMEHT0000poTA, K 1.1
perucrpauus CocraB 1 yuet 00beMa JJOKYMEHTO000pOTa NMPEANPUITHI U opraHu3anuid. Opranuszanus
JTOKYMEHTOB paboTHI ¢ JOKYMEHTAIIMEH, TOCTYTAIOIICH B OpraHnu3alluy; pacipeeeHle, perucTparus,

paccCMOTpEeHHE TOKYMEHTOB PYKOBOJCTBOM,.

Tema 2.2.

HUcnosnenne CamocrosiTesibHasi padoTa 00y4aroLuXcs 2
JTOKYMEHTOB.
PaboTa ¢ KOHCIIEKTOM JICKITHIA 2

Tema 2.3. 2 0OKO01,05,09,10
Opranmnsanus Copep:xaHue y4e0HOIro MmaTepuaja K 1.1
0NepaTHBHOIO Cucremaru3zanus TOKyMEHTOB U UX XpaHeHue. HomeHkmarypa nen. MHauBuyaabHbIE,

XpaHeHus! CBOJIHBIC, IPUMEPHBIC M TUIIOBbIE HOMEHKIATYPHI Jiei. OdopmiIeHrne HOMEHKIIATYPHI Al
AOKYMEHTAa TpeboBanus Kk opopMIICHHUIO JIe1. XpaHEHHE TOKYMEHTOB B CTPYKTYPHBIX TOApa3/ICICHUSX.

Tema 2.4. Conep:xaHue y4eOHOro MaTepuaja 2 OK.01-0.5,09,10
JKcnepTusa DKcnepTh3a HEHHOCTH JOKYMeHTOB. [loAroToBKa A€ K ciaye B apXuB. 3aKOHOJATENIbHbIE IIK 1.1
LeHHOCTel aKThl 1 HOPMAaTUBHO- METOAUYECKUE TOKYMEHTHI 110 apXUBHOMY XPaHEHHIO IOKYMEHTOB.

AOKYMEHTOB BsaumoneiictBue ciryxx6 JIOY 1 BeJOMCTBEHHBIX apXUBOB MpU (POPMUPOBAHUN OCHOBBI JIJIsI
MOCJIEYIOIIEr0 XpPaHEHHUS U UCTIOIb30BaHUs JOKYMEHTOB. EnnHCTBO TpeOoBaHmil K
XpaHEHUIO JOKYMEHTAIINH B JAETONPOU3BOJICTBE U MEpEaaye B apXHB.
Bcero 32




3.YCJIOBHUS PEAJIU3ALIMU PABOYEI TPOTPAMMBI
YUYEBHOM TUCHUTLIMHBI

3.1 KagpoBoe obecrieyeHue y4eOHOM JMCHUTIIINHBI

KBamudukanus megarorndeckux pabOTHUKOB 00pa3oBaTENbHONW OpraHM3alyd JOJDKHA
OoTBEYaTh  KBATM(PUKALMOHHBIM  TpeOOBAaHUSAM,  YyKa3aHHBIM B  KBaJIH(PHUKAIMOHHBIX
CIPaBOYHUKAX, M MPO(HECCHOHATFHBIX CTaHIapTaX

[lemarormueckue paOOTHHKM, TIPUBJIEKAEMBIE K pealn3alud  00pa3oBaTEIbHON
MPOrpaMMbl, JOJKHBI TOJYy4aTh JIOTIOTHUTENbHOE Tpo¢ecCHOHaIbHOE 00pa30BaHUE 10
porpamMmam TIOBBIIIEHHs KBaTM(PUKALIMK, B TOM YHclie B (JOpME CTAKUPOBKU B OPraHU3ALUSAX,
HamnpaBJICHUE  JEATENIBHOCTH  KOTOPBIX  COOTBETCTBYeT  007acTh  MpodecCHOHATBHOM
JeATeNIbHOCTH, ykazaHHOU B yHKTe 1.6 ®I'OC CIIO no cnenuaneHoct 38.02.01 DxO0HOMMKA U
Oyxrantepckuil ydeT (1o oTpacisiM) He pexe | pasa B 3 roga ¢ yuyeToM pacHIMpeHHs CIEKTpa

pohecCHOHATBHBIX KOMITETCHITHHA

3.2. Jlasg peaqu3danMd NPOrpaMMbl Yy4eOHO#H JAUCHHUIUIMHBI TPeIyCMOTPEHbI

cileayrime cnenuaabHble IOMEIEHU A .

Kabuner mokymMeHTallMOHHOTO 00eCIIeUeHHUs YIIPABICHHUS.
O6opynoBanue y4eOHOTO KaOMHETa:

-II0CaI0OYHBIC MECTa TI0 KOJUYECTBY 00yJarOIINXCS;
-paboyee MeCTo Mpero1aBaTels

-Texunveckue cpeacTBa oOydCHUS:

-HOYTOYK;

-My.]'ILTPIMeI[PIﬁHaH YCTaHOBKa

ITomemenus JJIA CaMOCTOATEILHOMN pa6OTBI 06yqa10nmxc;1, OCHAallICHHBIC
KOMHLIOTCpHOfI TEXHUKOH C BO3MOXXHOCTBIO O AKIIFOUYCHU A K HH(bOpMaI_II/IOHHO'
TCIICKO MMYI{HKaHHOHHOﬁ CETHU ((I/IHTepHeT» n oOecIeueHHEM AOCTYyIIa B JJICKTPOHHYIO

nH(pOPMAIMOHHO-00pa30BaTeIbHYIO cpely 00pa3oBaTeIbHON OpraHu3aluu.

3aibl:
-bubaunoreka
-UuTanbHbIN 3211 ¢ BBIXOJOM B ceTb MHTEpHET

-AKTOBBIIT 3211



3.3 UnpopmannonHoe odecrnevyeHne peasu3anum NporpaMmsl

Jns peanu3anuu MporpaMMbl  OMOMMOTEUHBIH (QOHI 00pa3oBaTENbHON OpraHU3aluu
MMEeT IMeYaTHBIC U AIEKTPOHHBIE 00pa3oBaTeNbHbIC U HHPOPMALIMOHHBIE PECYPCHI

Cnucok uTeparypsbl:

1.0punmnanbuble U3TaHUSA

1.1 HopmaTuBHO-IPABOBbIE JOKYMEHTBI:

1. Tpynosoit konekc Poccuiickoit @enepamuu ot 30.12. 2001 Ne197-®3 (B pen. ot 27.12.2018)
http://docs.cntd.ru/document/901807664/ (nata ooparenus 11.01.2021) (neorpanuderHbIil 10CTYII)

2. I'paxnanckuii kogekc Poccuiickoit ®enepannu ot 30.11.1994 Ne 51 - @3 (yacTs nepsas) (B
pen. Ot 23 nmexabpst 2003r.) http:/docs.cntd.ru/document/9027690 (mata oGparenns11.01.2021)
(HeorpaHMYEHHBIN TOCTYI)

3. I'paxxnanckuii koneke Poccuiickoit ®denepannu ot 30.11.1994 Ne 51 - @3 (yacts Bropas) (B
pen. Ot 23 nmekabps 2003r.) http://docs.cntd.ru/document/9027703 K Y2 (mara oOparmieHus
11.01.2021) (HeorpaHMYEHHBIN TOCTYII)

2.0cHoBHas yuyeOHas quTEparypa

1.Abymame, 1. I'. JlokymeHTarmoHHOE oOecreueHrne YIpaBiaeHUs TEPCOHATIOM : yYYCOHUK H
npaktukym s CIIO / 1. T. AGynanze, . b. Bwmpsokkuna, B. M. Macinosa. — M. :
M3narensctBo HOpaiit, 2018. — 299 ¢. — (Cepus : IlpodeccnonanbHoe oOGpa3oBaHue). —
https://biblio-online.ru/book/FOB93350-FABA-44E3-9EE7-D8EFF609E7D3/dokumentacionnoe-
obespechenie-upravleniya-personalom (mata ooparmenus 11.01.2021)

2.JlokymeHntoBenenue : ydeOHuK u mpaktukym mins CIIO / JI. A. Jloponuna [u ap.] ; mon
penaknueii JI. A. JloporuHOi. — 2-€ u31., mepepad. u gon. — Mocksa : M3gatensctBo FOpaiiT,
2019. — 309 c¢. — (Cepus : IIpodeccuonanbroe oopazoanue). — ISBN 978-5-534-04330-3.
— Texkcer : oanmextponnwsi //  ObC HOpaiit [caiit]. — URL: https://biblio-
online.ru/book/dokumentovedenie-433551 (aara obparnenuns 11.01.2021)

3. Hoponwuna, JI. A. JlokymMeHTallMOHHOE O0OeCcrieueHre yIpaBiIeHHs : y4eOHUK U MPAKTUKYM IS
CIIO / JI. A. doponuna, B. C. UputuxkoBa. — Mocksa : U3natensctBo FOpaiit, 2019. — 233 c.
— (Cepus : Ilpodeccuonanpuoe obpazoBanue). — ISBN 978-5-534-05783-6. — Tekcr :
anektpoHHslid // DBC FOpaiitr [caiitr]. — URL: https://biblio-online.ru/book/dokumentacionnoe-
obespechenie-upravleniya-438586 (mara oOparenus 11.01.2021)

4.Kopnees, 1. K. JlokymeHTanmonHoe odecnieueHue ynpapieHus + Tectsl B ObC : yueOHUK U
npaktukym ais CIIO / U. K. Kopnees, A. B. ITmenko, B. A. Mamypres. — 2-e u3a., nepepao.
u gon. — Mocksa : U3garensctBo FOpaiit, 2019. — 384 c¢. — (Cepus : [Ipodeccronanbhoe
obpazoBanue). — ISBN 978-5-534-05022-6. — TexcT : anekrponusiii / ObC FOpaiit [caliT]. —
URL: https://biblio-online.ru/book/dokumentacionnoe-obespechenie-upravleniya-testy-v-ebs-438491
(mata oOpamenus 11.01.2021)

5. KazakeBuy, T. A. JlokyMeHTallmOHHOE 0OeCIIeUeHNEe YIIPABICHHUS : YIeOHUK U MIPAKTUKYM ISt
CIIO / T. A. KazakeBuu, A. W. Tkanuu. — 3-e uz ., ucnp. u jon. — M. : U3garensctBo IOpaiir,
2018. — 177 c¢. — (Cepusa : IlpodeccuonansHoe obOpa3oBanue). — https://biblio-
online.ru/book/9B625222-29CE-49AB-98E7-215DF86091B5/dokumentacionnoe-obespechenie-
upravleniya (mata oopamenus 11.01.2021)
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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/dokumentovedenie-433551
https://biblio-online.ru/book/dokumentacionnoe-obespechenie-upravleniya-438586
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/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/9B625222-29CE-49AB-98E7-215DF86091B5/dokumentacionnoe-obespechenie-upravleniya

6. Kysnenos, . H. JlokymeHTanimoHHOE OOecIieueHue YIpaBiIeHUs! MEPCOHAIOM : Y4eOHUK U
npaktukym it CIIO / U. H. Ky3uenoB. — M. : UzparensctBo IOpaiit, 2018. — 521 c. —
(Cepust : Ilpodeccuonanpaoe oOpazoBanue). — https://biblio-online.ru/book/EQFDBA53-4037-
45A1-8581-1E1EF1555614/dokumentacionnoe-obespechenie-upravleniya-personalom (nmata
oOparenust 11.01.2021)

3.JlonoJHuTEIbHASL Y4eOHAs IUTEepaTypa:

1. JloxymeHTanmonHoe obecriedenne ynpapieHus : yaeOnuk / T.A. beikoBa, E.A. Ckpunko,
KO.M. Kykapuna, A.1O. KonrkoBa, C.A. 'notoBa. — Mocksa :KnoPyc, 2018. — 266 c. — Jlns
CIIO. — https://www.book.ru/book/926891 (naTa oOparieHus)

2. JlokyMeHTaIlMoOHHOE oOecrieueHue ympaBjieHUs (C OCHOBAMH apXWMBOBEICHHs) : ydeOHOe
nocobue / M.U. bacakoB. — Mocksa :KnoPyc, 2018. — 216 c. — [nsa CIIO u HIIO. —
https://www.book.ru/book/926606 (m1ata oOparienus 11.01.2021)

4.CnpaBouHo-0udauorpapuyeckue u3gaHus
1.bonbmoit  sKOHOMHYECKUH  cioBapb  https:/rus-big-economic-dict.slovaronline.com/  (mata

oOpatenus 11.01.2021) (OTKpBITBIN AOCTYI)
2.JKOHOMHYECKHUE CIIOBAapH U CIIPaBOYHUKH https://vocable.ru/slovari (mata o6pamiennsn11.01.2021)

(OTKpBITHIH 10CTYI)
3.CnoBapp HSKOHOMHYECKHX TEPMHUHOB https://slovar.cc/ekon/term.html  (mara oOpameHus
11.01.2021) (OTKpPBITHII TOCTYII)

S.0lepuoanueckne U3IAHUSA
1.CIIPABOYHUK KAJZIPOBUKA. — M., 2004-2021,1-12 (8 rox)
2.Cpennee npodeccnonambHoe 00pa3oBanue + npuioxenue.- M., 2012-2020, Nel-12 (B rom)

3.9KO0 .- M., 2005-2021, 1-12 (8 rom) https://dlib.eastview.com/browse/issues/7025/2021/udb/12#/

6. IIpodeccuonanbubie 0a3bl JAHHBIX U HH(OPMALMOHHBIE pecypcbl ceTH «AHTepHET»
1.Dmextponnast GuGmmorexa wm3matensctBa «FOPAWT» https:/biblio-online.ru/  (meorpanuueHHbIIT
JIOCTYII)

2.0mekrponnas 6mbmmoreka eLibrary https:/elibrary.ru/defaultx.asp) (mara obpamenus 11.01.2021r.)
(OTKpBITHIH AOCTYT)

3.CupaBounast npaBoBasi cucrema «KoncyapranT mioc» http://www.consultant.ru/ (mata obpamieHust
11.01.2021r.) (OTKpPBITHIIA HOCTYII)

4.Texakcnept. [IpodheccronansHas cnpaBodHas cucrema https://cntd.ru/ Bemymmii Openn

PBIHKa HOPMATHUBHO - TEXHUYECKOU HH(popMariu (moanucHoe u3nanue) (mara oopamierus 11.01.2021r.)
(HEeorpaHIYEHHBIN TOCTY)

O0MeH nHpopmanmeii ¢ 00pa3oBaTeIbHbIMH OPraHU3ALUSIMHA

1.OI'bBOY BO «IleH3eHCKUE TroCylapCTBEHHBIH arpapHbli  YHHBEpPCUTET»  (JIOTOBOP
corpyaauuectsa ot 23.05.2017r.

2. Jorosop corpynauuectsa Ne2 ot 14.05.2019r. ¢ ®I'BOY BO «Camapckuii rocy1apCTBEHHBIN
arpapHbIil YHUBEPCUTET».
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4. KOHTPOJIb n

OIIEHKA

YUYEBHOMN JUCHUTLIMHBI

PE3YJIBTATOB

OCBOEHUA

PesyabTaTsl 00yyeHHs

Kpurepun onenkn

MeToabl OLIEHKH

3Hanud

IIOHATHA, ICJIN U 3aJadu
JIOKYMEHTAIMOHHOTO 00ecreyeH

JleMOHCTpHUpYET LEeNn U 3a0a4K
JIOKYMEHTAIlMOH.00ecTeyeHus!

CUCTCMbI JOKYMCHTALITMUOHHOT'O
obecrnieueHus yrpaBIeHUs

Ilounmaer cucreMbl
JOKYMEHTAIMOHHOTO
obecreyeHyst ynpaBIeHHs

OpraHu3aIunIo JIEMOHCTPUPYET COCTaBJICHUE

JTOKYMEHTO000pOTa JTIOKYMEHTOO00POTa

KJIacCU(PHUKAIIUIO TOKYMEHTOB 3HaeT Ki1accupUKaIIio
JIOKYMEHTOB

TpeOOBaHUs K COCTaBICHUIO U
0(hOPMIICHHIO JIOKYMEHTOB

Cobmromaet TpeboBaHUs K
COCTaBIIEHUIO U 0(POPMIIEHHUIO
JIOKYMEHTOB

[Tpuem,06paboTKy
pETUCTPALINIO, KOHTPOJIb, XpaHEH
ue JIOKyMEHTOB

JleMoHCTpHUpYyeT 3HaHUS 110
00IMM MpaBHUJIaM OPTraHU3aAIUU
paboThl ¢ JOKYyMEHTAMH

0(pOPMIIITH TOKYMEHTAITUIO B
COOTBETCTBUHU C HOPMATHBHOMN
0a30ii, B TOM 4HCJIE C
HCITOJIb30BaHUEM
MH()OPMAIMOHHBIX TEXHOJIOTHI

3HaHUS HOPMATUBHOM 0a3bl
JOKYMEHTAITMOHHOTO
obOecrieueHusl yIpaBiaeHUs

YMmenus
HCIIOJIb30BaThYHU (DUITMPOBAHHBI
€ (hopMBI TIOKYMEHTOB

YMeHue npumMeHsTh
YHUGUIIUPOBAHHBIE (DOPMBI

OCYIICCTBJIATH XPaHCHUEC 1
ITOUCK JOKYMCHTOB

[Topsiaok ciaym JOKYMEHTOB B
apXuB

Hcnonn3oBarh
MH(POPMAITMOHHBIC TEXHOJIOT U
B DJICKTPOHHOM
JIOKYMEHT0000pOoTe

YMeHue cocTaBisTh
JOKyMEHTOO00O0pOT ¢
MPUMEHEHHEM
WH(OPMAIMOHHBIX TEXHOJIOTUHI

OdopMIIATh TOKyMEHTAIIUIO B
COOTBETCTBUU C HOPMATUBHOU
0aszoit

3HaHUS HOPMATUBHOM 0a3bl
A0V

IIpakTHYeCKHH ONBIT

B cocrtaBnenune
OPraHu3alMOHHBIX JTOKYMEHTOB

OK 01.- OK 05. OcymiecTBisIeT OUCK

OK 09 —-OK 10. UH(OPMALIUU JUTSI BHITIOJTHEHUS
3a1a4 npodeccuoHaIbHOM
JIeSITeIbHOCTH

K 1.1 OcyliecTBIATh OpraHUu3alNI0

paboTHI C TOKYMEHTaMHU

YeTHbI onpoc,

OILICHKA ITMCbMCHHBIX
pabor,

MPAKTUYCCKUC 3aHATUA,

VYerHbI onpoc

TectupoBanue

YcTHBIN onpoc

TectupoBanue

VYcTHbli onpoc

TECTUPOBAHUEC, OLICHKA
IIUCBbMCHHBIX pa60T

YcrHbli onpoc,
TECTHUPOBAHUE,

OI_ICHKa MMPAKTHUYICCKUX

3aHTUH

TectupoBanue

OneHka NpakTHYECKUX
3aHATUN

TectupoBaHue , yCTHBIN
o1poc

OI_[CHKa INUCBMCHHBIX
pa60T , TCCTUPOBAHUC
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