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1. OBIIIAAI XAPAKTEPCTUKA PABOYEN ITPOT'PAMMbBI YYUEBHOM

JACIUTUTAHBI

«OIL.6 JOKYMEHTAIMOHHOE OBECIIEYEHUE YIIPAB/IEHUSI»

1.1. MecTo AMCIUIVIMHBI B CTPYKTYPe OCHOBHOM 00pa3oBaTe/IbHOM MPOrpaMMbl

YuebHast auciuruiMHa «JloKyMeHTalioHHOe obecriedeHre YIIpaB/eHUS»  SIBIISETCS
obsi3arenbHOM uacTbio  OOIenpodecCHoHaBHOTO LMK/Ia 00pa3oBaTe/ibHOM IMPOrpaMMbl B
cootBercTBUM ¢ PI'OC CIIO no crierpansHocTy 40.02.04 — FOpucnpyeHLys.

Ocoboe 3HaueHKe AUCIUTUIMHA UMeeT NP (POPMUPOBAHUH U Pa3BUTHU

[TepeueHb OOIMX KOMIETEHIUH

Kopg, HavmeHoBaHMe 0OIIMX KOMITeTEHIHH

OK 01 Bri0upats criocobsl perieHus 3a7au MpogecCHOHATBHOM AesTeTbHOCTH
TPUMEHHUTEe/TBHO K Pa3/IMUHbIM KOHTEKCTaM

OK 02 Vcrionb30BaTh COBpEMEeHHbIe Cpe/CTBa [T0MCKA, aHa/lu3a U UHTepIipeTaluu
vH(bopMalyi, U UH(POPMAaLIMOHHbIE TeXHOJIOTUU [/l BHITIO/THEHUS 3a7iau
nipodeccroHaTbHOM /1eATeIbHOCTH.

OK 03 [11aHMpOBaTh M peann30BbIBaTh COOCTBEHHOE MPOdeCCHOHATBEHOE 1 IMUHOCTHOE
pa3BUTHe, MPeANPUHUMATETBCKYIO [1esiTe/TbHOCTh B IpodeccoHaNbHOM cdepe,
HCII0/1b30BaTh 3HAHUS TI0 TPaBOBOM U (PMHAHCOBOM rPAaMOTHOCTU B Pa3/IMUHBIX
JKA3HEHHBIX CUTYyaLUsIX

OK 04 SbbdeKTUBHO B3aUMO/IeMCTBOBATh U pab0TaTh B KOJIJIEKTUBE U KOMaH/ie

OK 05 Ocy1ecTB/IATh YCTHYIO U MUCbMEHHYH) KOMMYHUKAL[MIO Ha TOCYJapCTBEHHOM $I3bIK
Poccwuiickoii defiepaliiul ¢ y4eToM 0COOEHHOCTel COLMaIbHOTO U KYJIbTYPHOTO
KOHTEKCTa

OK 06 [1posiB/IATE TpaXKJaHCKO-TIAaTPUOTUYECKYHO TTIO3ULMI0, 1eMOHCTPUPOBATh OCO3HAHHO¢
ToBeZieHHe Ha OCHOBe TPa/IMIIMOHHBIX 00IIieue/ioBeYeCKUX [IeHHOCTel, B TOM UHUC/Ie
y4eTOM rapMOHHU3al[MU MeXXHal[MOHA/IbHBIX U ME>XXPeTMTM03HbIX OTHOLLIEHWH,
TPUMEHSTb CTaHJapThl aHTUKOPPYIILIMOHHOTO TI0Be/jeHusI

OK 09 [Tonb3oBaThCs MpodeccroHaIbHON JOKyMeHTal[iel Ha TOCyZapCTBeHHOM U
MHOCTPAHHOM SI3bIKax

[TepeueHs npodeccroHanbHBIX KOMIEeTeHLIUHI:

Koz HaumeHnoBaHue ripoeccrioHaibHBIX KOMITeTEeHLIUMA

[IK 1.2 [TpyMeHAT> HOpPMBI TpaBa /Jsi pelleHWs 3ajauy B MpodeccuoHanbHON
JlesATe/IbHOCTH.

MK 1.3 BrnazieTb HaBbIKAMHA MOATOTOBKM FOPUJAUYECKUX [NOKYMEHTOB, B TOM YHCJ/IE C
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WCT0/Ib30BaHMeM HH(OPMAIIMOHHbBIX TEXHOIOTUH.

1.2. Ilenb ¥ 1IV1aHMPYeMble pe3y/IbTaTbl 0CBOEHHMS JUCLMIIIUHDI:
B pamkax mporpamMMbl y4eOHOUW AUCLIMIUIMHBI OOYYarOIUMHUCS OCBAMBAIOTCS YMEHWS

Y 3HaHUA
Kopg, YMenus 3HaHuA
IIK, OK
OK 01, [TprMmeHsITh Ha rnpakTuke | TepMUHOIOTHIO B obmactu
OK 02, rocy/lapCTBEHHbIE CTaHJapThl, | JOKYMEHTalMOHHOIO obecrieueHust
OK 03, JIpyrue HOPMAaTUBHO-MEeTOJWUYEeCKHUe | YIpaB/IeHUs;
OK 04, JOKYMEeHThI,  perysiameHTupytoiue | HopmaTtuBHbIe JOKYMEHTHI,
OK 05, OpraHu3ali0 JOKYMEHTAL|MOHHOIO | perjiaMeHTUpYolljie  COCTaB/ieHue U
OK 06, obecrieueHus yTipaBJieHUs; oopmiieHHe [OKyMeHTalWUd U TOPsiZioK
OK 09, CocTaB/iATh u MPABU/ILHO | ee 00paboTKw;
[IK 1.2, oopMATh OCHOBHbIE BU/bl | [IpaBuna cocraBieHuss U oQopmiieHust
IIK 1.3. OpraHU3aLOHHO- OpraHu3aliMOHHO-PaCIOPsAAUTe/IbHBIX
pacropsiiUTebHbIX JOKYMEHTOB; JIOKYMEHTOB, BXOZSAIINX B
OdopmnsTb MH(MOPMAaLIMOHHO- | YHU(PULIMPOBAHHYO CUCTEMY
CIMIPaBOYHYO [JOKYMEHTALHIO; OpraHu3alMOHHO-PACIOPSAAUTENbHBIX
OdopmisaTh KaJIpOBYIO | JOKyMEHTOB, YHU(DULMPOBaHHYIO
JIOKyMeHTaL[HI0; cucreMy TepBUYHOMN YUeTHOU
OdopmisaTe NIPeTeH3UOHHO- | JOKYMEHTalud B 4YaCTH [OKyMeHTaluu
VICKOBYIO JOKyMEHTALMIO. T0 y4eTy Tpyza;
[TopsijoKk  TpoBefileHUs]  3KCIIePTU3BI

LOEeHHOCTH [OOKYMEHTOB U TIIOATOTOBKU
Ael K dpXUBHOMY XpdHEHHIO.

TexHo0rHI0 OpraHu3aLuu
JOKyMeHTOOOOpOTa B  OpraHM3aLUsxX
(YupexxzeHHsIX).




2. CTPYKTYPA 1 COAEP)KAHUE YYEBHOM JUCITUII/IVHBI
2.1. O6beM yueOHOM AMCHMIUINHBI U BUABI y4eOHOH padoThI

Buj yue6Ho# padoThI O61eMm B yacax

O0bem o0pa3oBaTe/IbHOM MPOrPaMMbI YUeOHOH JUCIUTTHHBI 58
B T.4. B (hpopMe NPaKTHUYeCKOU NMOATO0TOBKHU 28
BT. U.

TeopeTHUueckKoe o0yueHue 28
MpaKTUYeCKUe 3aHITHUS 28
CamocmosimenbHasi paboma 2
IIpomexyTouHas arrecranus (aud.3auer) -




2.2. TemaTHYeCKH# TJIaH M COieP)KaHUE YUeOHOM JUCIMIT/THHBI

Oo0beMm, akaf,. u Koper .
KOMIIeTeHI{HH,
B TOM 4MHC/ie B
(popmupoBanu
HaumeHoBaHue Copep)xanue yueGHOro Marepuasna u (OpMbI OpraHu3anuu (popme 16 KOTODEIX
pas/iesioB U TeM AesiTe/IbHOCTH 00yYaroImuXxcst NMPaKTUYeCKON P
Crnoco0cTByeT
NO/r0TOBKH,
3/1eMeHT
akaj. 4
NPOrpaMMsbI
1 2 3 4
Pa3gen 1. OCHOBBI JOKYMEHTHUPOBAHUS YIIPABJIEHUECKOU JEATE/TBHOCTH
Tema 1.1 ITousitue o | Cojep>kaHue yueGHOro MaTepuaia 8/4 OK 01, OK 02,
AOKYMeHTAalMOHHOM | OCHOBHbIe CBOMCTBA JJOKYMEHTOB U MX (DYHKLIMM B CUCTeMe yITpaBJeHUs. OK 05, OK 09,
obecrieueHUH [TonsiTve fOKyMeHTa. IIK1.2,1IK 1.3.
ylpaBJ/ieHus, VHdopmanys 1 JOKYMeHT.
AOKyMeHTe 1 Knaccudukaiys [0KyMeHTOB:
crocodax - 110 BUY 0pOpPMJIEHUST;
AOKYMEHTHPOBAHMSA | - TI0 CO/IeP>KaHHIO;
- o opme;
- IO TIPOUCXOXKEHUIO; 8
- 110 cpeAcTBaM (pUKcaLuy;
- 110 CPOKaM XpaHeHwUsl.
MarepuanbHble HOCUTeMU UH(POPMaLMK.
[TonaTre JOKYMEHTHUPOBaHUSI.
OcCHOBHBIE CITOCOOBI JOKYMEHTHPOBAHHUSI.
OcHOBHbIE COBpeMeHHble TeXHOJIOTMH, NPUMeHsieMble NPU OpraHU3alLuu
paboThI C JOKYMEHTaMH B OPraHU3aLusiX (yupexJeHusix).
B ToM unc/ie npaKTHYeCKHUX 3aHATUH 4
[Mpaktryeckoe 3aHsTre Nel. OCHOBBI JOKYMEHTAL[MOHHOTO 00ecTieueHust 4
Tema 1.2 Copep)xaHue yueOHOro Mmarepuana 4/4
HopmarusHo- HopmaTuBHO-1IpaBOBble  aKThl, peryjupyroliye  [JOKyMeHTal[MOHHOe 4 OK 01, OK 02,
npaBoBas 0a3a obecrieueHye yrpaB/ieHMsI. OK 05, OK 09,




AOKYMEHTALMOHHOT | YHU(UKAlUs W  CTaHJapTU3allis KAk  OCHOBHble  HarlpaB/ieHUs IIK 1.2, IIK 1.3.
0 obecrieueHuUst COBEpIIIeHCTBOBAHUSI JOKYMEHTOB M JIOKYMEHTAIl[MOHHOTO obecrieueHust
ylpaB/ieHUs ynpaBJieHusl.

[TepeueHb OCHOBHBIX I'OCY/IAPCTBEHHBIX CTAH/]aPTOB Ha YHU(PULIMPOBaHHbIE

CUCTEMBI IOKyMEHTaLIUH.

OCHOBHbIE TIO/IO’KEHUSI TOCYJapCTBEHHOM CUCTEeMbl JOKYMEHTAl[MOHHOTO

obecrieueHust yIipaBIeHUs..

CocTaB yHU(DMLIMPOBAHHBIX CUCTEM [JOKYMEHTaLUU:

- OpraHu3alOHHO-PAaCIIopsAUTe/IbHAs;

- OTYEeTHO-CTaTUCTUUEeCKas;

- puHaHCOBas U JIp.

B ToM umc/ie npaKTHYeCKHX 3aHATHMN 4

ITpakTrueckoe 3ansaTue Ne2. HopMmaTtuBHbIe paBoBble akThl JIOY. 4
Tema 1.3 Crioco0bl u | Coep)kaHue yue0HOro MaTepuasia 4/4 OK 01, OK 02,
npaBu/ia CO3/laHUA XapakTepucTvka, coctaB U coaepkanue ['OCTa Ha cucremy OK 03, OK 04,
JAOKYMEHTOB OpraHu3allMOHHO-PACIIOPSAUTENIbHON JIOKyMeHTal[uu. YHU(HUI[MPOBaHHas! OK 05, OK 06,

cucTeMa OpraHHu3alMOHHO-PACTIOPSAUTEIbHOM JIOKyMeHTaLUH. 4 OK 09,1TIK 1.3

TpeGoBanusi K odopmieHNI0 A0KymMeHTOB. Popmyssip-obpaser; OP/I.

[TpaBusia oopmiieHHs1 PEKBHU3UTOB, persiaMeHTUpoBaHHbIX 'OCTom.

B ToM unc/ie npaKTHYeCKHUX 3aHATUH 4

[TpakTnueckoe 3aHsTHe Ne3. OdopmiieHre PEKBU3UTOB Ha JOKyMeHTax 4

CamocrosTenbHas pabora 2

CamocTositenibHast pabota 1o Teme Ne3. OdopmiieHre peKBU3UTOB Ha 5

JIOKyMeHTax
Pazgen 2. OPTAHU3ALIIASA CUCTEMBI JOKYMEHTAIIMOHHOI'O OBECITEUEHUSA
Tema 2.1 Copep)xaHue yueOHOro Mmarepuana 4/2 OK 01, OK 02,
Odopmienue XapakTepucTMKa W COCTaB CIIPaBOYHO-MH(OPMAaI[MOHHBIX [OKYMEHTOB OK 03, OK 04,
UH(OpPMaAI[HOHHO- (cmy>keOHBIX TTHCEM, CITPABOK, 3asiBI€HHM, aKTOB, TIPOTOKOJIOB, AOK/IaJHbBIX 4 OK 05, OK 06,
CMIPaBOYHOM U OOBSICHUTENBHBIX 3allMCOK), TpeboBaHWS K WX 0(OPMIIEHHIO. OK 09, IIK 1.3
AOKyMeHTaLuu JJOKyMeHTHpOBaHUe /leaTe/IbHOCTH KOJUleruaabHbIX OpPraHoB.




B ToM unc/ie npakTUYeCKHX 3aHATUH

[TpakTnueckoe 3aHsiTe Ned4. OopmieHre HHPOPMALMOHHO-CIIPABOUHOU
JOKyMeHTaL[1H.

Tema 2.2
OdopmieHue

OpraHu34dlMOHHO-

pacnopsAAuTe/TbHOM

AOKyMeHTaLuu

CopepxaHue yueOHOro MaTepuasa

8/4

OCHOBHBIE TPYMITbI OPraHU3al[MOHHO-PACTIOPSI/IUTE/ILHBIX  JOKYMEHTOB.
XapakTepucTHKa W COCTaB OpraHW3allMOHHBIX JOKYMEHTOB (yCTaBa,
TIOJIOYKEHUsI, WHCTPYKLIMH, [JO/DKHOCTHOM WHCTPYKI[UM), TpeOOBaHUS K
odopmMeHrto. XapakTepUCTUKA W COCTaB PaCIIOPSUTETbHBIX TOKYMEHTOB
(locTaHOB/IEHUsI, TIpYMKAa3a, PpeIleHusl, paclopsUKeHWs,  yKa3aHus),
TpeboBaHUs K MX 0(hOPMJ/IEHHIO.

[ToHsATHe MOATMHHUKA, KOTIMH, BBITIMCKH, AyO/TUKaTa.

Buapl Komuii [JOKYMEHTOB, OCOOEHHOCTH 3aBEPEeHUs] KOMWK W BBIMHUCOK
HOTapUabHLIMU KOHTOPAaMH U JI0/DKHOCTHBIMH JIUIJAMUA OpPTaHU3al[|i.

B ToM uunc/ie npaKTUYeCKHUX 3aHATUH

[Tpaktryeckoe 3aHsTHe Ne5. OdopmiieHre opraHU3aLOHHO-
pacropsAnuTeIbHON JOKYMEeHTaLUH.

OK 01, OK 02,
OK 03, OK 04,
OK 05, OK 06,
OK09,IIK 1.3

Tema
JloroBopHo-
npaBoBasi
AOKyMeHTalusl

2.3

Copep)xaHue yueOHOro Mmarepuaa

4/2

[Mousitue  goroBopa. OcHOBHbIe  pa3fiesibl  JIOTOBOPOB.  [lopsiok
oopMieHHs1 TPYIOBOTO JIOTOBOPA, /I0TOBOPA MOCTaBKH, JOTOBOpPa KyTUIU-
TIPO/IAKH.

B TOM uMC/le NpaKTHYeCKUX 3aHATHH

[TpakTuueckoe 3aHsATHE Ne6. OdopmiieHre JOrOBOPOB.

OK 01, OK 02,
OK 03, OK 04,
OK 05, OK 06,
OK 09, IIK 1.3.

Tema
IIperen3noHHO-
HMCKOBas
AOKYMeHTaLus

24

Copep)xaHue yue0HOro Mmarepuaa

4/2

OCHOBHbIE DEKBU3UTHI U TOPSOK O(OpMIIEHHs TPETEeH3UM, OTBETOB Ha
npeTeHsuto. FOpuanveckass c1y)k0a, BBITIOJHAIOIIAS — TPETEH3UOHHO-
WCKOBYIO paboTy Ha npeAnpusTid. JKypHaa perucTpaljiu peTeH3ui.
[Mopsiiok odopM/IeHHST WCKOBBIX 3asiBJI€HWN W TPeACTaB/JieHWe HUX B
ApOuTpakHbIH Cy/I.

B Tom unciie MPAaKTHYECKHUX 3aHATHHI

OK 01, OK 02,
OK 03, OK 04,
OK 05, OK 06,
OK 09,IIK 1.2,
IIK 1.3.




[TpakTtryeckoe 3aHsiTie No7. OdopmieHre TpeTeH3MOHHO-MCKOBOM
JIOKyMeHTaL[1U.

2

Pa3zpen 3 OPTAHMBAILIA PABOTBI C IOKYMEHTAMM B OPTAHUBAIIAX (YUPEXIEHUSAX)

Tema 3.1 Cojep>xaHue yue0HOro MaTepuasia 4/2 OK 01, OK 02,
TexHonorus YnpaBneHne U [e/0npou3BOACTBO.  OpraHu3aljMOHHblE  (POPMBI OK 03, OK 04,
opraHm3anuu [leJIOTIpOU3BO/CTBA. Cnyxba JOKYMEHTaL[UOHHOI'0 obecrieueHust OK 05, OK 06,
AOKyMeHT0000poTa | yrmpaBjieHWs, OCHOBHasi 3ajaua, QYHKLIWUW, THUIIOBbIE CTPYKTYPBHI, OK 09, IIK 1.3.
B OpraHu3anusax JOJDKHOCTHOM cocTaB. PernameHnTanust pabotel ciykobl [I0Y. TIpumepHoe 4
(YupexaeHHunAXx) TIOJIO’KeHWe 0 Cy)kbe JOKyMeHTAl[HOHHOTO obecrieueHHWsi yTpaB/eHUs] U

J0JDKHOCTHBIE UHCTPYKLMH.

B ToM unc/ie npaKTHYeCKHUX 3aHATUH 2

[TpakTnueckoe 3aHsTe Ne8. [IpaBuia opraHu3alyd JOKYMeHTOOOOpOTa B )

opraHusalusx (yupexaeHusix)
Tema 3.2 Copep)xanue yue0HOro MaTepuasa 4/2 OK 01, OK 02,
OcobeHHOCTH [MoHsiTsl TIpeAJIoXKeHusl, 3asiB/ieHHs1 W kanoObl. [Ipuem u peructpauus OK 03, OK 04,
AeJIONPOM3BOJCTBA | [UCeM rpaxzaH. PaccmoTpeHye U paspellieHUe 1MceM, CPOK paCCMOTPEHUs. OK 05, OK 06,
1o o0paleHusAM AHanus nucem rpaxxziaH. OK 07, OK 08,
rpaxjaH v KongupenimaneHoe fenonpousBofcTBo. ['pud orpanuueHuss goctyna K 4 OK 09, IIK 1.2,
KOH(UJEHIUA/IBHOT | TOKYMEHTY. ABTOMaTH3MPOBAHHBbIE CHUCTEMBbI pabOTBI C JOKyMEHTaMH. IIK 1.3.
0 Aesronpou3BoAcTBa | Cpe/icTBa M3rOTOB/IEHHWS], KOIMMPOBAHWS U Pa3sMHOXEHUS [IOKYMEHTOB.

Opranusaiusi pabounx MecT.

B ToM umnc/ie mnpaKTHYeCKHX 3aHATHI 2

[TpakTryeckoe 3aHsTre Ne9. OdopmiieHre 0OpalljeHH TpaXk/jaH.

2

Tema 3.3 Cojiep>xaHde yuye0HOro MaTepuasia 8/4 OK 01, OK 02,
Cucremarusanus [MonsiTue fokymenToobopoTa. OO1ye MPUHLMITEI OPraHU3aLUuH OK 03, OK 04,
AOKYMEHTOB, JOKyMeHTO000pOTa, ero OCHOBHBIE JTallbl: TIPHeM U NepBrUYHas 06paboTka 8 OK 09, IIK 1.2,




¢opmupoBaHue ux B
AeJia U epejiaya B
apXUB OpraHU3auU

JIOKYMEHTOB; pacrpe/iejieHre MOCTYIUBIIKX JOKYMEHTOB; PerucTpaLus
JIOKYMEHTOB U Tpe/iBapyuTe/IbHOe X PACCMOTPEHHe; paCCMOTPeHUe
JIOKYMEHTOB PyKOBO/ZICTBOM OpraHv3aLiuu (yupeKeHus) ¥ HarpaB/ieHue
VX Ha UCIIOJTHEHKe; UCTI0/IHeHWe Y KOHTPOJIb 3a UCTIO/IHeHUEM JIOKYMEHTOB;
TeKylljee XpaHeHHe JOKyMEHTOB.

Homenksatypa gen. O6paboTka fies1 A71s1 TOCIeAyIOIIero XpaHeHusl.
JKcrepTr3a LIeHHOCTH J0KyMeHTOB, ohopM/IeHre fiefl, COCTaB/IeHue
ornmceil. Caaua jien B apXuB.

B ToM unc/ie NpaKTUYeCKHUX 3aHATUH

[TpakTrueckoe 3ansaTue NelQ. CucTtemaTH3alus JOKYMEHTOB JJIs epefjauun
B apXUB

IIK 1.3.

ITpomesicymounas ammecmayus - /Ju¢p¢pepeHyupoeamHbiii 3auem

Bcero:

58




3. YCJIOBUS PEAJTU3AIINY YUYEBHOM AU CITUIL/TNHBI

3.1. /Insg peanusanuM NPOrpaMmbl NMPogeCCHOHAIBHOTO MOAYJ/ISI JO/DKHBI OBITH
npeAyCMOTpeHbI Clieljia/IbHbIe MOMeIl|eHMsI:
Kabuner  «/JoKyMeHTallUOHHOTO  obecrieueHWsi ~ yrpaB/ieHUsi»,  OCHAI[eHHbIH

B COOTBETCTBUH C IT. 6.1.2.1 06pa3oBaTe/IbHOM MPOrpaMMBI TI0 CIeI[HaTbHOCTH.

3.2. ¢ opMalrjuoHHOe o0ecrieueHHe peaTu3aljii MporpaMMbI

Ons peanu3auyy mporpaMMmbl  6uOMMOTeuHbIN (OHZ obOpa3oBaTenbHOM OpraHuU3aLyuu
JIOJDKEH UMeTh TleuaTHbIe W/WU JIeKTPOHHbIe 00pa3oBaTe/ibHble U HHPOPMAI[MOHHBIE PeCYPChI
/ISl KICTI0/Th30BaHMs B oOpa3oBaTebHOM mipouecce. [Tpu ¢popmupoBannu bubmioreynoro ¢hoHa
obpa3oBaTe/lbHOM OpraHu3al[iell BHIOMpAeTCsl He MeHee OJJHOTO W3[jaHWs U3 Tepeurc/IeHHbBIX
HIDKe TeuaTHbIX M3JaHUM U (WIM) 3/eKTPOHHBIX W3/lJaHuM B KauecTBe OCHOBHOTO, MPH 3TOM

CITHICOK MOXXET OBITh AOII0J/IHEH ADYTUMU U3 AdHUSMU.

3.2.1. OcHOBHBIe TeUyaTHbIe U3aHMA

1. Kys3Herios, n. H. [ okymMeHTaLlMOHHOE obecrieyeHue yIipaB/IeHUs.
ToKyMeHTOOOOpPOT ¥ [Ie/IONPOU3BOJCTBO : YU4eOHMK U TPAKTUKYM [JIS  CPeJHero
npodeccroranbHoro obpasosanus / M. H. Ky3nerjoB. — 4-e u3f., nepepab. u gorn. — Mocksa :
N3patenbctBo FOpaiit, 2023. — 545 c. — (TIpodeccronanbHoe obpa3oBanHue). — ISBN 978-5-
534-16004-8.

2. bacakoB, M. U., [JokyMeHTallMOHHOe obecrieueHue yTpaBieHHs (C OCHOBaMH
apxuBOBeZieHus1) : yuebHoe mocobue / M. U. bacakoB. — Mocksa : KHoPyc, 2023. — 216 c. —
ISBN 978-5-406-11367-7. — URL: https://book.ru/book/948724 (pmata oOpariieHus:
26.06.2023). — TeKCT : 3/IeKTPOHHBIMN.

3.2.2. OCHOBHBIE 3/1IeKTPOHHBIE U3/laHUSA

1. BapmyHnz, B. B., JlokymMeHTaIjMoHHOe obecrieueHure yrpas/ieHus : yueOHuk / B. B.
Bapmyna. — Mocksa : FOctunus, 2022. — 271 c¢. — ISBN 978-5-4365-8902-2. — URL:
https://book.ru/book/942707 (mata obpaitjerus: 26.06.2023). — TeKCT : 371eKTPOHHBIH.

2. Koprees, 1. K. [lokymeHTalioHHOe oOecrieueHHe YIIpaBeHus : yU4eOHUK |
TIPaKTUKYM [ijisi cpefiHero mipodeccroHambHoro obpasoBanusi / U. K. Koprees, A. B. ITmeHko,
B. A. MarnypiieB. — 3-e u3f., miepepab. u gomn. — Mocksa : U3gatensctBo FOpaiit, 2023. —
438 c. — (IlpodeccuonansHoe o6pa3oBanue). — ISBN 978-5-534-16002-4. — Tekct



3/eKTpOHHbIM  //  OO6pa3oBarenbHass ~ 1watdgopma  FOpaiit  [caiir]. —  URL:
https://urait.ru/bcode/523611 (maTa obpamjenus: 26.06.2023).

3. KysHnerios, n. H. [ okymMeHTaLIMOHHOE obecrieyeHue yIipaB/IeHUs.
IokyMeHTOOOOpPOT ¥ [Ie/IONPOU3BOJCTBO : YU4eOHMK W  TIPAKTUKYM [ijIS  CPeJHero
npodeccroranbHoro obpasosanus / V1. H. Ky3nerjoB. — 4-e u3p., nepepab. u gorn. — Mocksa :
W3znarensctBo FOpatit, 2023. — 545 c. — (IIpodeccronanbHoe obpa3oBanue). — ISBN 978-5-
534-16004-8. — TekcT : anekTpoHHbIH // Obpa3oBaTesbHas rmiatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/523613 (mata obparmenust: 26.06.2023).

4. KysnerjoBa, 1I. B. [lokymeHTaijuoHHOe oOecrieueHre yIpaB/ieHHs :@ yueOHoe
nocobue g CIIO / WM. B. KysneuoBa, I A. XauatpsH. — 2-e u3g. — CaparoB :
ITpodobpazosanue, Aii ITu Op Meaua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-
4488-0216-4. — TeKcCT : 3MeKTPOHHBIM // DNeKTPOHHBIA pecypc LudpoBoi 0Opa3oBaTebHOMN

cpexsr CITO PROFo6pa3oBanwue : [caiit]. — URL: https://profspo.ru/books/80326

5. [lyBanora, H. H. [JokymeHTalioHHOe obecrieueHre YTIpaB/eHUs : yuyeOHUK U
TIPaKTUKyM /Il cpefjHero mpodeccroHanbHoro obpasosanusi / H. H. lllyBanoBa. — 3-e u3f.,
niepepab. ¥ gomn. — MockBa : M3garensctBo FOpaiit, 2023. — 247 c. — (TIpodeccroHanbHOe

obpasoBanme). — ISBN 978-5-534-16538-8. — Tekct : 3mekTpoHHBIN // Obpa3oBaresbHast
miatdpopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/531240 (gmata oOpartieHus:
26.06.2023).

3.2.3. lono/IHUTe/IbHBbIE HCTOYHUKH

1. AnpOOM TEepPBUUHBIX J[IOKYMeHTOB: OjieKTpoHHass kHura (1 CD).- M.: U]
«PaBHOBecue».- (Cepus [leioBble JOKYMEHTBI», BBIIL. 6).

2. PookakoB A.TI. OG6pasipl AOKYMEHTOB [/ TpakAaH: OneKTpoHHas Kuura (1
CD).- M.: ]l «PaBHOBecue».

3. CripaBouHoO-TIpaBoBas cucrema «['apaHT».

4. CripaBouHo-TipaBoBas cucrtema «KoHcynbranTIInmoc».

5. I'OCT P 7.0.97-2016. HaiuoHanbHbIM cTaHgapT Poccuiickoit Pepepariyu.
Cucrtema CTaHZApTOB 10 UWHpoOpMarmy, OHOMMOTeUHOMY U W3[aTeNbCKOMY  [enly.

OpFaHI/IBElL[I/IOHHO-paCHOpH,[[I/ITEIIbHaH AOKYMEHTalusl. Tp86OBaHI/IH K OCl)OpMJIEHI/II-O

JIOKYMEHTOB.

6. PoxkusitoBcKast, Y. P. [lokymeHTal[uoHHOe obecrieueHue : yue6Hoe mocobue / U.
P. PoxxusiToBckast. — Cumceponosns : YHHUBepCUTeT SKOHOMUKU U yrpaBieHusi, 2016. — 104 c.
— ISBN 2227-8397. — TekcT : 92/IeKTPOHHbIN // ONeKTPOHHBIM pecypc LMdpOBOI


https://profspo.ru/books/80326

obpa3oBaTe/bHOM cpefbl CIIO PROFobpa3oBanue : [caiT]. —  URL:
https://profspo.ru/books/73265

7. bacakoB, M. W. [enompousBoActBo [[lokymeHTaljuoHHOe obecrieyeHue
ynpaBnieHusi] : yuebnuk / M. U. BacakoB, O. W. 3ambiiikoBa. — PocTtoB-Ha-[loHy : deHUKC,
2014. — 376 c. — ISBN 978-5-222-23063-3. — TeKCT : 3/1eKTPOHHBIM // DJIeKTPOHHBIN pecypc
mdpoBoii  obpa3zoBaresnsHON  cpegpl  CIIO  PROFo6pa3zoBanme : [caéit]. — URL:
https://profspo.ru/books/59345



https://profspo.ru/books/73265
https://profspo.ru/books/59345

4. KOHTPOJIb 1 OHEHKA PE3YJ/IbTATOB OCBOEHUSA

YUEBHOM JUCIIATUIAHBI

4.1 Kputepuu 1 MeTO/AbI OLleHUBaHUS

Pe3ynbTaThl Kputepum oneHKH MeTo/bl OLIeHKHA
00yueHUsA
[TepeueHb 3HAHUM, OCBAaMBAEMbIX B PAMKaX AUCLIUTIIMHBI
TepMuHosiOTHs B |- odopwmieHHe  JOKYMEHTOB U | - 9KCIIepPTHOe HabroieHue
obnactu pellieHre TPaKTUYeCKUX CUTyal[uil C | BbITIOJHEHUsI
JIOKyMeHTaLlMOHHOT'0 HOPMAaTHBHBLIM TPaBOBbIM | MPAKTHUUECKUX 3a[jaHUM,
obecrieyeHus 000CHOBAHKEM; - OlleHKa TII0 MTOraMm
yTpaB/ieHus; - WCII0/Ib30BaHKe pa3/IMUHBIX | YCTHOTO orpoca
HOpMaTI/IBHbIe HWCTOYHHUKOB, BKJ/IFOUad 3J/IGKTDOHHBbIE CTY[leHTOB,
JIOKYMEHTBI, Pecypcbl, MeAua pecypebl, VIHTEpHeT- | _ yagmonenne mo uroram
pecypchl, nepuogudecKre W3/aHus 1Mo
perjamMeHTUpYHOIIye TeCTUPOBaHUS,
CrelabHOCTU Jist peliieHust
TaBJ/IeHU u - HKa B 11
COCTaB/IeHNE rpodeccroHanbHbIX 3a/ja4 OLEHKA porecce
oopmieHre - JIeMOHCTpALUsi OTBETCTBEHHOCTU 3a TpOBEACHIA
TIPOME)KYTOUHOM
AOKyMEHTallUK Y | mpunsiTeie perieHusi, 060CHOBaHHOCTh P Y
aTTecTaluu.

TIOPSIZIOK ee 06paboTKY;
[IpaBuna cocraBieHUs

caMoaHasm3a KOpPeKLust
pe3y/ibTaToB COOCTBEHHOM PabOTHI;

n

u OQOPMIIEHHS | _ yci0/1b30BaHHE 3aKOHOZATENBHBIX U
OpraHu3al{MOHHO- HOPMAaTHBHO-TIPaBOBbIX  aKTOB  IIpHU
PacropsAUTEeTbHBIX MIaHUPOBaHNK
AOKYMEHTOB, MIpeANPUHHUMATE/ILCKON /IesTe/TbHOCTH
BXOZALIAX B | B mpodeccroHansHOi chepe;
YHUHIMPOBAHHYO - JeMOHCTpal¥s 3HaHWi B 00/1aCTH
CUCTEMY (hvHaHCOBOM I'PaMOTHOCTY;
OpraHU3al[UOHHO- - KOHCTPYKTHUBHOCTb
PacropsAUTeTbHBIX B3aMMO/JIEHCTBUSI C OOyUaroLMMHUCH,
JIOKYMEHTOB, nperiofjaBaTe/ssIMd B Xoie 00yueHus,
YHUPULIMPOBaHHYIO PYKOBOZAUTE/ISIMU yueOHOI U
CHCTEMY  TepBUUYHOM | [IPOM3BOACTBEHHOM NPaKTUK.
yueTHOU -cobstofieHre HOPM
JNOKYMEHTAI[MM B YacTH | Npo(decCcuoHaIbHOMN 3TUKY;
JOKYMeHTaL[UK 1o | — TOCTpOeHHe TMpodeCcCroHaTBEHOrO
yUeTy TPyAa; OOLIIEHUsT C Y4YeTOM  COLMAJIbHO-
TlopsioK  TpOBejeHHs podeCCUOHATBHOTO cTaryca,
SKCIIepTH3bl  LIeHHOCTH cuTyanuu  oOIeHus, 0cobeHHOCTel
TPYIIIbI u VH/IUBU/Y A/TbHBIX
AOKYMEHTOB 1| ocobenHocTeit yUaCTHUKOB
TMOATOTOBKA /el K | KOMMYyHMKALY;
ApXUBHOMY XPaHEHHUIO. | - TPAMOTHOCTh YCTHOM U MUCEMEHHOM
TexHosiorus peuy;
OpraHusarn - oopmiieHue  [OKyYMEHTOB B
flokymenToobopora B cootBeTcTBUM C 'OCToM;
OpranH3afix - sCHOCTb  (OpMY/IMpOBAaHUS U

1




(YupexxzaeHusix).

W3JI0KEeHMST MBIC/IEH;

- TIpOSIBJIEHHE  TOJIEPAHTHOCTH B
riporiecce oOIIeHusT;

- cobmofeHre HOPM TIOBeJIEHUS] BO
BpeMsi yueOHBIX 3aHSTHI;

- cobsrosieHve CTaH/IapTOB
AHTUKOPPYTILMOHHOTO TIOBE/IEHHS];
- coOmofaeT HOPMBI 3KOJIOTHUECKOH

6e30macHOCTH;

- oripeziensieT HaTpaB/ieHUs
pecypcocbepexeHust B paMKax
nipodecCUOHaTBLHOMN /1eTeIbHOCTH T10
CTeLMabHOCTHY;

- 930deKTUBHOCTh  HUCTIOJb30BaHUS
cpefcTB (DM3UUECKOM KYJ/bTYpbl [JIs1
COXpaHeHUsl U YKPeIieH!Us 37J0POBbs B
ripotiecce ripodeccroHanbHOM
JlesiTeTbHOCTH u TO/I/IePKaHus
HeoOX0MMOro ypoBHs  (hH3UUeCKOi
MO/IrOTOB/IEHHOCTH;

- 9(QdeKTUBHOCTL MCMOJIb30BaHUS B
ripoeccoHaNTbHOM J1esiTeIbHOCTH
HeoOX0IMMOM AOKyMeHTal[i, B TOM
yKcjie Ha THOCTPAHHOM SI3bIKe

[TepeueHb YMeHHH, OCBaMBaeMbIX B PAMKaX [IMCLIUI/IMHEI

[IpymeHATH Ha
TpaKTHKe
rocy/lapCTBeHHbIe
CTaH/IapThl, Ipyrue
HOPMAaTUBHO-
MeTOo/IhuYecKre
JIOKYMEHTHI,
perjamMeHTUPYIOIIYe
OpraHU3aIvio
JIOKYMeHTalOHHOT'0
obecrieueHust
yTIpaB/ieHus;
CocraBsiTh u
MPaBWILHO 0(OPMIIATE
OCHOBHbIE BU/IbI
OpraHU3alOHHO-
pacrnopsiiuTenbHbIX
JIOKYMEHTOB;
OdopmnaTs
HMH(OpMaLOHHO-
CTMPaBOYHYO
JIOKyMeHTaL1I0;

- odopmieHre  [JOKyMEHTOB U
pellleHHe TPAKTUYeCKUX CHUTyalud C

HOPMAaTUBHBIM MIPaBOBLIM
000CHOBaHUEM,;
- HCIT0/Ib30BaHNe Pa3/TMUHbBIX

HCTOUHUKOB, BKJIHOUasi 3/1IeKTPOHHbIE
pecypcel, Meaua pecypchbl, VIHTepHeT-
pecypchl, TiepuoZiiueckrie U3jjaHus 1o
CreLanbHOCTH AJist pelLleHus
rpodeccroHanbHbBIX 3a/ja4

- JIeMOHCTpaLysi OTBeTCTBEHHOCTU 3a
MIPUHSTHIE pellleHrsi, 000CHOBaHHOCTh
camoaHasm3a u KOppeKLsi
pe3y/ibTaToB COOCTBEHHOM PabOTHI;

- UCII0/Ib30BaHUe 3aKOHO/aTe/IbHbIX U
HOPMAaTHBHO-TIDABOBBIX ~ aKTOB  TIpU
TJIaHUPOBaHUU
NpeJNpUHUMAaTebCKOM /1eATeIbHOCTH
B Npo(ecCcroHaNbHOM cdepe;

- JleMOHCTpalusi 3HaHUW B 00macTu
(bviHaHCOBOM 'PaMOTHOCTY;

- KOHCTPYKTHMBHOCTh

B3aMMO/IENCTBUSL C O0OyuaromMMuCs,

- JKCIIepTHOe Ha6n}0,qu1/1e
BBITIO/THEHUA
MPpaKTUYECKUX 3a,11aH1/1171,

- OlleHKa TI0 MTOTaM
YCTHOTO orpoca
CTYJ€HTOB,

- HaO/II0/IeHWe 10 MWTOram
TeCTHUPOBaHMUS,

- OLleHKa B TIporjecce
TIPOBE/IEHUS
TIPOME)XKYTOUHOM
aTTeCTalyH.

1




OdopmisaTe KaJpOBYIO | MperojiaBaTesisiMd B Xo/ie 00yueHws,
JIOKyMeHTaLHIO; PYKOBOJUTE/ISIMU yuebHOM U
OdopmnsTh TPOU3BO/CTBEHHOM MPAKTHK.
MpeTeH3UOHHO- -cobmoenre HOpM
HICKOBYIO ripoecCOHabHON STHKY;
JIOKyMeHTaLHHO. — TI0CTpOoeHHe TMpo¢ecCUOHaNTBHOTO
o0IIeHusT C y4eTOM COL[Ha/IbHO-
ripogeccroHaIbHOTO cTaryca,
cutyaruu  oOueHus, OcobeHHOCTel
TPYIIIIBI u VH/IMBU/yaTbHbIX
ocobeHHOCTeH yUaCTHHUKOB
KOMMYHUKaLUK;

- TPAMOTHOCTb YCTHOM M MUCbMEHHOM
peuy;

- ocdopmiieHue  [IOKyYMEHTOB B
cootBeTcTBUU € I'OCToMm;

- siCHOCTb  (hopMy/iUpOBaHUS U
HU3/10’KeHUSI MBICTIeH;

- TIpOsIBIeHWEe TOJIepaHTHOCTH B
nipotiecce ob1eHNs;

- cobmofeHre HOPM TIOBeJIEHHS BO
BpeMsi yUeOHBIX 3aHSATHI;

- cobsrosieHue CTaH/IapTOB
AHTUKOPPYTLIOHHOTO TIOBE/IEHHS;
- coOmofaeT HOPMBI 3KOJIOTUUECKOH

6e30macHOCTH;

- oripeziensieT HaTpaB/ieHuUs
pecypcocbeperxeHust B paMKax
npodeccoHaTbHOMN /1eATe/IbHOCTH T10
CTeLMabHOCTHY;

- 930deKTUBHOCTL  HUCTOJb30BaHUS
cpeicTB (GU3MUECKOW KyNbTYphl /s
COXpaHeHUsl U YKperieHus 3/J0POBbsI B
ripoiiecce ripodeccroHabHOM
JlesiTeTbHOCTH u TO/I/IepP>KaHust
HeoOXoUMOro ypoBHS  (pu3HUecKoi

MO/ITOTOB/IEHHOCTH;
- 9(QheKTUBHOCTL MCMOJIb30BaHUS B
ripoeccOHaNTbHOM J1esiTeIbHOCTH

HeoOXOUMOM [JOKYMEHTal[id, B TOM
yuc/ie HA UHOCTPAHHOM SI3bIKe

4.2 Tunosble OLleHOYHbIE CPe/iCTBA TEKYIero KOHTPOJIs

Tecr.
Bompoc 1: [lesTelbHOCTB, Tie/IeHaNpaB/ieHHO obecreurBaroiasi GyHKIIUN YIpaBIeHUs
JIOKyMeHTaMH, - 3TO:



a. /le/10npousBoiCcTBO
b. lokymMeHTal[MOHHOe obecrieyeHre yIipaB/ieHus
c. JlokymeHTo060pOT
d. lokymeHTOBe/ieHue
Boripoc 2: 3a Hapy1ieHus: 1TpaBUI pPaboThI C JOKYMEHTaMH yCTaHOBJIEHBI CIeyIOIIre
BU/Ibl OTBETCTBEHHOCTH (BbIOepUTe HECKOJIbKO MPaBU/IbHBIX OTBETOB):
a. (hMHAHCOBO-TIPaBOBasi OTBETCTBEHHOCTh
b. maTepuasnbHas
C. aMUHUCTpPaTUBHAas OTBETCTBEHHOCTH
d. yrosioBHasi OTBeTCTBEHHOCTb
Boripoc 3: Kakue pa3mepsl 01Ty CKarOTCS /151 JIEBOTO T0JIs JOKyMeHTa (BbiOepuTe
HECKOJIbKO NTPaBU/IbHBIX OTBETOB)
. He MeHee 25 MM (TIpu cpoKe xpaHeHus1 He 6osiee 10 jier)
. He MeHee 20 MM (TIpu cpoke XpaHeHusi He 6osiee 10 jet)
. He MeHee 40 MM (TIpu cpoke xpaHeHusi 6omee 10 seT)
. He MeHee 30 MM (TIpu CpoKe xpaHeHusi 6omee 10 net)
. He MeHee 50 MM (TIpu cpoke xpaHeHus 6omee 10 seT)
Bomnpoc 4: Knaccugukanys ynpaBaeHUeCKUX JOKyMEHTOB Ipe/iCTaB/eHa B
ET'PIOJI
. MHH
. OBK3/]
.OKY [,
Bormpoc 5: Konmmuectso peksusutos 1o I'OCT P 7.0.97-2016 cocrasiisier

T AN oo

an o

30
.25
c. 35

o

Boripoc 6: JlokansHble TpeOOBaHUS K OPraHM3aliy JOKYMEHTAl[IOHHOTO 00ecTieueH st

yTpaB/ieHUs] B KOHKPeTHOU OpraHu3aly yCTaHOBJ/IEH
. ®efepanbHBIM 3aKOHOM
.I'OCT
. ykasom IIpesugenra
. HCTpyKUMel 1o 1e10npor3BO/CTBY

Borpoc 7: Tpe6oBanusi 'OCToB B yacT opraHu3aLiuyl JOKyMeHTOo0opoTa
. HocaT pekomeHiaTenbHbIM XapakTep
. Obsi3aTesbHBI 17151 BCEX OpraHU3alyil
. OT™MeHeHbl
. [IpuMeHsIOTCS TONBKO OpraHaM| MCIIOJTHATeIbHOW BIaCTH

Borpoc 8: BribepuTte npaBu/ibHbIN BapUaHT paciiudpOBKY MOAUCH
. IBan AHppeeBuy MarBeeB
. 1.A. MarBeeB
. Matsees 1.A.
. MatBees VBaH AHzipeeBUY
OTMeTKa O KOHTpOJIe
. OTMeTKa O MlepeHoCce JaHHbIX Ha MalllMHHbINA HOCHUTE/b
. OTMeTKa O NOCTYTIJIeHUN
. OTMeTKa 00 HCIoTHUTe e

Bonpoc 9: OxapakrepusyuTte C TOUKW 3peHUsI IPUHA/JIEKHOCTH K PEeKBU3UTaM
cnenytouuii pparmeHT: CrmoHoB 989-78-35
a. rpud yTBepKAeHus
b. pe3otoriusi
C. OTMeTKa O 3aBepeHuH KOMUU
d. ucnosHUTENH

N oe

onNn o

anopan o



Borpoc 10: Yka3aHusi pyKOBOAWTEJIS JO/DKHBI OBITE 0()OPMIIEHBI B BH/IE
a. pe3oJIroLUU
b. rpuda yrBepxaeHus
c. rpuda coryiacoBaHus
d. BU3bI

4.3 IIpomexyTouyHas arrecTanus Mo AUCLUIINHE
Bonpocs! v 3afa8us K AuddepeHLIIDOBaHHOMY 3ayeTy.

1. ITonsiTne nOKyMmeHTa.

2. ndopMaiys v JOKyMeHT.

3. Knaccugukanys JOKyMeHTOB.

4. Marepua/ibHble HOCUTeTU UH(hOPMaIUH.

5. [loHaTue JOKyMeHTUPOBAHUS.

6. OCHOBHBIE CITOCOOBI JOKYMEeHTHPOBAHUSI.

7. OCHOBHBIE COBpeMEeHHbIe TEXHOIOTHH, TIPUMeHsieMble TIPY OpraHu3aruy paboTsl ¢
JIOKyMeHTaMH B OpraHu3aiusx (yupexJeHusix).

8. HopmaruBHO-TIpaBOBBIE aKThI, PETyJIMPYIOIMe [JOKyMeHTAalMOHHOe obecrieueHue
yIpaBJleHus!.

9. YHuQuUKalysa U CTaHAapTH3alysl KaK OCHOBHbIe HarlpaB/ieHHWs] COBEepLLIEHCTBOBAHMUS
JOKYMEHTOB U JJOKYMEHTAl[IOHHOTO 00ecrieueH st yIipaB/ieHusl.

10. ITepeyeHb OCHOBHBIX F'OCY/IaPCTBEHHBIX CTaHAAPTOB Ha YHU(ULIMPOBAHHbIE CUCTEMBbI
JIOKyMeHTaL[1H.

11.  OcHOBHBIE TONOXKEHUS] TOCYJapCTBEHHOM CHCTeMbl  [JOKyMEHTallMOHHOIO
obecrieueHust yripaBIeHUs..

12. CocTraB yHUULIMPOBAHHBIX CUCTEM JJOKYMEHTaL[|H.

13. XapakrepucTtuka, cocraB U cogepkaHve I'OCTa Ha cucrteMy OpraHu3alliOHHO-
pacrnopsAuTenbHON JOKYyMeHTaLUH.

14. YHugumpoBaHHasi CUCTeMa OpraHU3aljMOHHO-PaCOPSAUTE/TbHOW JOKYMEHTaL[|H.

15. TpeboBanusi K 0pOPMJIEHUIO IOKYMEHTOB.

16. XapakTepucThKa U COCTaB CMPaBOUHO-MH(POPMALIMOHHBIX OKYMEHTOB, TpeOOBaHUs
K X 0(hOpMJIeHHIO.

17. [loKyMeHTUpOBaHKe [esTe/IbHOCTH KOJI/lerualbHbIX OpPraHoB.

18. OcHOBHBIe IPYIIIILI OPraHy3alOHHO-PACIIOPAJUTE/BHBIX JOKYMEHTOB.

19. XapakTepucThKa M COCTaB OpraHM3aljMOHHBIX J[OKYMEHTOB, TpeboBaHUS K
o opM/IeHHIO.

20. XapakTepuCTHKa W COCTaB paclopsiiUTe/NbHBIX [IOKYMEHTOB, TpeboBaHUSI K HX
oopM/IeHHIO.

21. TToHsTHE MOAJTUHHWKA, KOTUH, BBITTUCKH, AyO/IMKaTa.

22. Buppl KomMid JIOKyMEHTOB, OCOOEHHOCTH 3aBepeHHs] KOMWH U BBIHCOK
HOTapHa/IbHBIMU KOHTOPaMH U I0/DKHOCTHBIMM JIMLJAMU OpraHu3aLiyu.

23. 3asB/eHus U IIpUKasbl 10 JIMYHOMY COCTaBY.

24. [Tonsatue gorosopa. OCHOBHBIE pasziesbl JOrOBOPOB.

25. Tlopsgok oopmiieHHs TPYAOBOrO JJOrOBOpa, OrOBOPA MOCTaBKH, JOTOBOpA KyIUIU-
TIPOJaKU.



26. OCHOBHbIe PeKBU3UTHI U NMOPSZI0K 0(POPM/IeHHsI TIPeTeH3Mi, OTBETOB Ha MPEeTEeH3UI0.

27. HOpuguueckass cayx0a, BBIMO/MHSION[As TIPETeH3HOHHO-UCKOBYIO paboTy Ha
NpeNpUSTUN.

28. Tlopsimok oopM/IeHHsT UCKOBBIX 3asiBJIEHUM W TIpeZICTaBeHre WX B ApOUTPaKHbIM
Cyn.

29. YnpaBieHue U [je/101pOU3BOJCTBO.

30. OpraHu3aioHHbIe (HOPMBI /1e/I0TPOU3BO/ICTBA.

31. Cnyxba JOKyMeHTALMOHHOTO oOecrieyeHUsi yIpaB/ieHWs, OCHOBHasl 3ajaua,
(GYHKI[MM, TUTIOBbIE CTPYKTYPBI, O/DKHOCTHOM COCTaB.

32. PernameHTariyst pabotsl ciyx6wr 10Y.

33. [oHsATHUS Mpe/i/IoXKeHus1, 3asiBJIeHUS U KaT00bI.

34. KondueHpansHoe [1e0Mpor3BOCTBO.

35. I'puc orpannueHys JoCTyna K JOKyMEHTY.

36. ABTOMaTU3UPOBaHHbIE CUCTEMBI PAOOTHI C JOKyMEeHTaMH.

37. CpexncTBa U3rOTOBJIEHNUS, KOIIMPOBAaHUS U Pa3MHOKeHHs JOKYMEHTOB.

38. Opranu3arysi paboumx MecT.

39. TonsiTHe JOKyMeHTO0OOopoTa.

40. O611ve MPUHLIUIIBI OPraHK3aluH JOKYMeHTO0000pOoTa, ero OCHOBHBIE 3Tarlbl.

41.HomeHknatypa ger.

42. O6paboTKa fien Jjis TIoCe[yIOIero XpaHeH!s..

43. DKcriepTy3a LJeHHOCTH JOKYMEHTOB.

44. OopmieHue fief, COCTaB/IeHUe OMUCEH.

45. Cpaua fies1 B apxus.



JINCT BHECEeHUA U3MeHeHuN B pabouyio nporpamMmy AUCLUNJIUHDbI

Howmep TekcT U3mMeHeHUs ITpoTokos 3acesiaHus Kadepsl

W3MEeHeHHs Ne HaTa

2026-2027 yuebOHBIH o
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