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1. OBIIIASI XAPAKTEPUCTUKA TPUMEPHOM PABOYEN ITPOT'PAMMBI
OBIIENTPO®ECCHUOHAJBHON JUCITATLIAHBI
«OI1.06 JOKYMEHTAIIMOHHOE OBECIIEYEHUME YIIPABJIEHUS»

1.1. MecTo McOMIVIMHBI B CTPYKTYPe OCHOBHOI 00pa30BaTe/IbHOM IPOrpaMMBbl

VYyeOnass aucruruinHa «JloKyMeHTallMOHHOEe oOOecreueHrue YIpaBIeHUS» SBISETCS
obsi3aTtenbHOM  YacThio  OOmenpogecCHOHAIBHOTO ITUKJIA TMPUMEPHON  00pa3oBaTebHON
nporpammsl B cootBeTcTBUU ¢ @PI'OC CIIO no cnennaibHOCTH.

Ocoboe 3HauYeHHWE MUCHHUIUIMHA HWMEET NpH (OPMHUPOBAHWU M PA3BUTUU OOIIUX
xkommnerenimii OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 07, OK 08, OK 09.

1.2. leap 1 niiaHupyeMble pe3yJbTaThbl 0CBOCHHS M CIMIIJIMHBI:

B pamkax mporpammbl y4eOHON IUCIHUIUIMHBI OOYYaIOUIMMUCS OCBAMBAIOTCS YMEHUS

Y 3HaHUs
Kon YmMmenus 3Hanug
IIK, OK

OK 01, [IpumMeHATH Ha npakTuke | TepMUHOIOTUIO B o0mactu

OK 02, roCyJapCTBEHHBIE CTaHJApPTHI, | JOKYMEHTAllUOHHOTO o0ecrieyeHus

OK 03, JIpYyrue HOPMATUBHO-METOJIMYECKHE | YIIPABICHUS,

OK 04, JOKYMEHTBI,  pernameHtupyoomue | HopmarusHbie JIOKYMEHTHI,

OK 05, OpraHMu3alMI0 JOKYMEHTAIMOHHOIO | PETJIAMEHTUPYIOIIUE  COCTaBIICHUE U

OK 06, oOecrieueHus yrpaBiIcHU; opopMiieHHE JTOKYMEHTAIMH U TIOPSIOK

OK 07, CocTaBiATh u MPaBUIILHO | €e 00paboTKH;

OK 08, opopMIISATH OCHOBHbBIE Bunbl | [IpaBuna cocraBineHus u opopMIICHUS

OK 09, OpraHHU3alOHHO- OpraHMU3aLMOHHO-PACIOPSAUTEIbHBIX

IIK 1.2, pacropsIUTENIbHBIX JOKYMEHTOB; JIOKYMEHTOB, BXOIAIIHNX B

IIK 1.3. Odopmisath MH(POPMALMOHHO- | YHU(PULIPOBAHHYIO CUCTEMY
CIIPaBOYHYIO JOKYMEHTALUIO; OpraHMU3aLMOHHO-PACIOPSAUTEIBHBIX
Odopmisath KaJpOBYIO | TOKYMEHTOB, YHU(PULIUPOBAHHYIO
JIOKYMEHTAIIHIO; CUCTEMY MEPBUYHOI YYETHOU
OdopmnsaTh MIPETEH3MOHHO- | TOKYMEHTAIlUU B YAaCTH JOKYMEHTAINH 110
HCKOBYIO JOKYMEHTAIIHIO. y4eTy Tpyna;

[Topsimok  mpoBeneHUs  IKCIEPTHU3BI

LIEHHOCTHU JOKYMEHTOB U IMOJATOTOBKH JIEJT
K apXUBHOMY XPaHEHUIO.
TexHonoruto OpraHu3alnuu
JOKYMEHTOO0OpOTa B  OpraHU3aIlMsIX

(YupexIeHusx).




2. CTPYKTYPA U COAEP)KAHUE JUCHUITJIMHBI
2.1. O0beM yueOHOI JMCHMIIJIMHBI M BUABI Y4eOHO# padoThI

Bun yueOHo# padboThI O0bem B yacax
O0bem o0pa3oBaTeIbHOM NMPOrpaMMbl y4eOHOM AU CHHUIIIMHBI 46
B T.4. B opMe NpaKTHYECKOH MOATOTOBKH 22
CamocmosmenvHas paboma 4
B T. 4. ayIMTOPHAs y4eOHAsl Harpy3Ka: 42
TEOpeTUIeCcKoe 00ydeHne 20
MPAKTUYECKUE 3aAHATHUSA 22

IIpomeskyTounas arrectauus 1uddepeHuMpPoOBaHHBIN 3a4eT HA 0a3e 9 kiacca S cemecrtp,
Ha 0a3e 11 kiacca 3 cemecTp




2.2. TeMaTH4YeCKHMI IJIAH U COAEPKAHNE TUCUMIIIIMHBI

Oo0beMm, akaj.

q/ Koanl koMmmeTeHIui,
B TOM 4HCJIe B ¢dopmupoBanmnio
HaumeHoBaHue Conep:xxanue yuyeOHOro marepuasa u GopmMbl OpraHu3amuu
pa3iesioB U TeM AeSITeJIbHOCTH 00y4aroIuXxcst (bopme . KOTOpBIX
NPaKTHYECKOH | coco0CTBYET 3JIeMeHT
NMOATO0TOBKH, NMporpaMmbl
akaj. 4
1 2 3 4

Pasnen 1. OCHOBBI JOKYMEHTUPOBAHMS YIIPABJJEHYECKOW JESATEJIBHOCTH 52
Tema 1.1 Ilousitue 0 | Conep:kaHue y4eOHOIr0o MaTepuaJa 1 OK 01, OK 02, OK 05,
AOKYMEHTAlMOHHOM | OCHOBHBIE CBOMCTBA JOKYMEHTOB M WX (YHKIIMHU B CUCTEME YIPaBICHUS. OK 09
obdecrneyeHUH [Monstne nokymenta. Wudopmanus u mokymeHT. Kiaccudukamms IIK1.2,TIK 1.3
ynpaBJieHusl, JOKYMEHTOB: IO BUAY O(QOPMIICHHS; IO COAEp)KaHHUIO; Mo ¢dopme; Mo
AOKyMeHTe u MPOUCXOXKACHUIO; IO CpeICcTBaM (HUKCAlUK; IO CPOKAM XpaHEHHS. |
cnocodax MartepuanbHble HOCUTEIH HH(DOPMAIIHH.
AoKymeHTHpoBaHus | [lonarue nokymeHTupoBaHus. OCHOBHBIE CHOCOOBI JOKYMEHTHPOBAHUS.

OcCHOBHbBIE COBPEMEHHBIE TEXHOJIOTMH, MPUMEHSEMbIE MPU OpraHU3alUuu

paboTHI C TOKYMEHTAMH B OPraHU3alMsIX (YIpEKICHHUIX ).
Tema 1.2 Conep:xaHue y4eOHOro MaTepuaa 1
HopmarusHo- HopMaTuBHO-IpaBOBBIE  aKThl, PETYJIHMPYIOIIME JTOKYMEHTAIlMOHHOE OK 01, OK 02, OK 05,
npasosas 6a3a oOecrieyeHre ynpapieHus. Y HU(UKAIMS U CTaHAapTU3aLUs KaK OCHOBHBIE OK 09
AOKYMEHTAIIHOHHOI'0 | HAIIPaBJICHUS COBEPILICHCTBOBAHMS [IOKYMEHTOB U JOKYMEHTAL[MOHHOIO K 1.3
olecrieueHust oOecrnieueHus ynpaBieHusl.
ynpaBJieHUs [lepeueHb OCHOBHBIX FOCYIaPCTBEHHBIX CTAHAAPTOB HA YHUDUIIUPOBAHHBIE 1

CUCTeMbl JOKyMeHTauuu. OCHOBHBIE TMOJOXEHHUS TOCYIapCTBEHHON

CUCTeMBbI JIOKYMEHTAIlMOHHOTO ob0ecrneueHusi ympasieHus. CocraB

YHUDUITUPOBAHHBIX CUCTEM JIOKYMEHTAIUU: OpraHHU3alOHHO-

pacmopsAuTenbHas, OTYETHO-CTAaTUCTUIECKasl, (UHAHCOBAS U TIp.

Coaeprxanue yueOHOro MaTepuasa 372




Tema 1.3 Cnioco0nI 1
NpaBUJIa CO3TAHUS

Xapakrepuctuka, cocraB u cojepxkanue ['OCTa Ha cucremy

OpraHU3aIMOHHO-PACHOPSIAUTEIBHON TOKYMEHTAlUU. YHUDUIUpOBaHHAS
cucremMa

OpPraHU3aLMOHHO-PACTOPSAUTETBLHON JIOKYMEHTALIH.

TpeboBanust x odopmieHHo J0KyMeHTOB. Dopmyisip-odpazeny OPI.

OK 01, OK 02, OK 03,
OK 04, OK 05, OK 06,
OK 07, OK 08, OK 09

JAOKYMEHTOB [IpaBuiia opopmieHus peKBU3UTOB, periaMeHTupoBaHHbIX [[OCTomMm. K 1.2, 11K 1.3

B TOM uMc/Ie NIpaAKTHYECKUX 3aAHATHIA 2

[Tpaktrueckoe 3anstue Nel. OopmiieHre peKBU3UTOB HA IOKYMEHTAX. 2
Pazpnen 2. OPTAHU3AIIUA CUCTEMbI JOKYMEHTALHIMOHHOI'O OBECIIEYEHUSA 26/16
Tema 2.1 Coaeprxanue yueOHOro MaTepuasa 4/2 OK 01, OK 02, OK 03,
Od¢opmienue XapakTepucTuka U COCTaB CIPABOYHO-UH(POPMAIIMOHHBIX JOKYMEHTOB OK 04, OK 05, OK 06
UHGOpPMALMOHHO- (cirykeOHBIX TTHCEM, CIIPABOK, 3asBJICHUM, aKTOB, TPOTOKOJIOB, JOKJIATHBIX ) IIK 1.2, 1IK 1.3
CIPaBOYHOM U OOBSCHUTENBHBIX 3alMCOK), TpeOOBaHUA K UX OGOPMIICHHUIO.
AOKYMEHTAIlUH JIOKyMeHTUpOBaHUE ACSITEIbHOCTH KOJIETHAIbHBIX OPTaHOB.

B ToM 4nciie NpaAaKTHYECKUX 3aAHATHI 2

[Tpaktuyeckoe 3anstue Ne2. Odopmienne HHGOPMAITHOHHO-CIIPABOYHON )

JIOKyMEHTAIUH.
Tema 2.2 Conep:xaHue y4eOHOro MaTepuaa 6/4 OK 01, OK 02, OK 03,
Odopmienue OCHOBHBIE TpYIIBl OPraHU3ALMOHHO-PACHOPSAUTEIBHBIX JTOKYMEHTOB. OK 04, OK 05, OK 06,
OpPraHU3alMOHHO- XapakTepucTka M COCTaB OPraHU3allMOHHBIX JIOKYMEHTOB (yCTaBa, OK 07, OK 08, OK 09
pacnopsiANTEJLHON | TTOJIOKEHUS,, MHCTPYKLUH, IODKHOCTHOW WMHCTPYKIUH), TpeOOBaHUS K K 1.2, 11K 1.3
AOKYMEHTAIMHU odopmiteHnI0. XapaKTEpPUCTUKA U COCTAB PACIIOPSIUTENBHBIX TOKYMEHTOB

(mocTaHOBNIEHUs, IMpUKa3a, pPEIICHUs, pAaCHOPSDKEHMs, YKa3aHHs), 4

TpeOoBaHuUs K MX 0(hOPMIICHUIO.

[TonsTHe NOMIMHHWKA, KOMHWHU, BBIMUCKH, AyOnwkara. Buasl komuit

JIOKYMEHTOB, OCOOCHHOCTHU 3aBEPEHUS KONUI U BBIMUCOK HOTApHAIbHBIMU

KOHTOpaMU H JTOJKHOCTHBIMU JIUI[AMH OpraHU3alui.

B ToM 4nciie NpaKTHYECKUX 3aAHATHI 2

[Tpaktuyeckoe 3anstue Ne3. OdopmiieHue OpraHU3aluOHHO- 4

pPacropsIAUTEIIBHON JOKYMEHTALUH.




Tema 2.3 | Coaep:xaHue y4eOHOI0 MaTepuasa 6/4 OK 01, OK 02, OK 03,
Odopmiaenue 3agBIeHMS U PUKA3bI 110 TUYHOMY cocTaBy. JInunas kaprouka ¢popmsl T-2 ) OK 04, OK 05, OK
Ka/pOBOii U TAYHBIE Jena 06,09
JAOKYMEHTAIMH B TOM uMciIe NIpaKTHYECKUX 3aAHATHIA 4 TIK 1.3

[Tpaktrueckoe 3anstue Ned. OopmiieHre KaapoBOl JOKyMEHTAIHH. 4
Tema 2.4 JloroBopHo- | Conep:xanue y4e0HOro MaTepuajia 4/2 OK 01, OK 02, OK 03,
npasoBast [TonsiTre noroBopa. OCHOBHBIE pa3ieibl JoroBopoB. [lopsaok opopmieHus ) OK 04, OK 05, OK 06
AOKYMEHTalusA TPYZAOBOIO JOTOBOPA, 1OrOBOPA OCTABKH, JOr0BOPA KYILIU-IIPOJAXKH. I[IK 1.2, 11K 1.3

B TOM uMciIe NIpaKTHYECKUX 3aAHATHIA 2

[Tpaktrueckoe 3anstue NeS. OopmieHue 10roBopoB. 2
Tema 2.5 | Conep:kaHue y4eOHOIr0 MaTepuaa 6/4 OK 01, OK 02, OK 03,
IIperen3uonHo- OCHOBHBIE PEKBU3UTHI U MOPAIOK O(OPMIICHUS NMPETEH3UH, OTBETOB Ha OK 04, OK 05, OK 06,
HCKOBast npereH3uio. FOpuandeckass ciyk0a, BBIMONHSIONIAS PETCH3UOHHO- OK 07, OK 08, OK 09
AOKyMEHTalusl MCKOBYIO pa0boTy Ha mpeanpusaTuu. JKypHan perucTpauuu IpeTeH3 . 2 K 1.2,1IK' 1.3

[Topsimox odopmiieHHsT HMCKOBBIX 3asBICHHUN M MPEICTaBICHHE WX B

ApOUTpaKHBIH CY/I.

B TOM uMciIe NIpaKTHYECKUX 3aAHATHIA 4

[Ipaktuyeckoe 3anarue Ne6. OdopmieHne MNpeTeH3UMOHHO-UCKOBOU 4

JOKYMEHTAIUH.
Pazgen 3 OPTAHU3BALIUA PABOTHI C JOKYMEHTAMM B OPTAHU3ALIUAX /4
(YUYPEXKIEHUSAX)
Tema 3.1 Conep:xaHue y4eOHOIro MaTepHuaa 2 OK 01, OK 02, OK 03,
Texnosiorust VYmpaBnenne W JATONPOM3BOACTBO.  OpraHu3anuoHHbIE  (OPMBI OK 04, OK 09
OpraHu3anum JIEJIOTTPOU3BO/ICTBA. Cnyx6a JIOKyMEHTaIlMOHHOTO oOecrieueHus IIK1.2,TIK 1.3
JIOKYMEHT0000p0Ta B | yIIpaBJIeHHUs, OCHOBHas 3aja4a, (YHKIHMH, THUIOBBIE CTPYKTYPHI, )
OpraHu3anusx JOJDKHOCTHOM cocTaB. PernmamenTanus pabotsl ciyx6s1 JJOY. IlpumepHoe
(YupexaeHusx) MOJIOKEHHE O CIIyX0e JTOKYMEHTAIlMOHHOTO OOecleueHus! YIpaBICHHS U

JOJDKHOCTHBIE HHCTPYKIIUH.

Conep:xaHue y4e0OHOIro MaTepuaJa 4/2




[TonaTus mpeanoXeHus, 3asBICHUS W KajdoObl. Ilpuem u perucrpanus

Tema 3.2 MHUCEM rpaxkaaH. PaccMoTpeHue u pa3perieHue nuceM, CpOK pacCCMOTPEHUS.
OcodeHHoOCTH AHanu3 nucem rpaxjaaH. OK 01, OK 02, OK 03,
NeJIONPON3BO/ICTBA Koudunenmmansnoe aemonpon3BoactBo. ['pud orpanudenus: gocryma K 2 OK 04, OK 05, OK 06,
1o o0paleHusIM JOKYMEHTY. ABTOMAaTHU3UpPOBAHHBIE CHUCTEMBI PaOOTHI C JIOKYMEHTAMH. OK 07, OK 08, OK 09
rpaskIaH u CpencrBa UM3roTOBIIEHMS, KONMMPOBAHMUS M PA3MHOXKEHUSA JOKYMEHTOB. K 1.2, 11K 1.3
KoH(puaeHuaabHoro | Opranusanus padouux MecT.
AeJIONPON3BOACTBA B ToM 4nciie NpaKTHYECKUX 3aAHATHI 2

[Tpaktuyeckoe 3anstue Ne7. Odopmienue oopaiieHuil rpaxmaaH. 2
Tema 3.3 Coaeprxanue yueOHOro MaTepuasa 1 OK 01, OK 02, OK 03,
CucremaTusanus [Tonssitue  moxymeHntoobopora. OOmmMe  NPUHIMIIBI  OpTraHU3AINH OK 04, OK 09
JTOKYMEHTOB, JIOKyMEHTOO0OPOTa, €r0 OCHOBHBIC ITAIBI: MPUEM U MEPBUYHASI 00paboTKa K 1.2, IIK 1.3
(opMHUpOBaHHE MX B | TOKYMEHTOB; paClpe/ieiiCHue IMOCTYNHBIINX JOKYMEHTOB, PETHUCTPAIIHS
AeJia M mepeaaya B JOKYMEHTOB M TpEABapUTEIbHOE HUX PACCMOTPEHHE, pPacCMOTPEHHE
apXMB OPraHM3alMH | JJOKYMEHTOB PYKOBOJICTBOM OpraHu3aluu (y4pexJaeHHs ) U HalpaBIECHUE UX |

Ha MCIHOJIHEHUE; UCIIOJIHEHHE U KOHTPOJb 32 MCIIOJHEHUEM JIOKYMEHTOB;

TEKyLIee XpaHEHUE JOKYMEHTOB.

Howmenknarypa nen. O6paboTka e i HOCIEeYIOMEro XpaHeHHs.

DKcnepTu3a HEHHOCTH I0KYMEHTOB, 0)OPMIIEHHUE /1T, COCTaBJICHUE

onucei. Coaya i€l B apXHUB.

B TOM uMciIe NIpaKTHYECKUX 3aAHATHIA 2

IIpakTnueckoe 3ansatue Ne§. Cnaua zien B apXuB. 2

CamocrosiTeibHas padora 4

[IpomexyTouHas aTTecTalus

Bcero:

42/22




3. YCJIOBUSA PEAJIN3AIIMU OBIENPO®ECCUOHAJIBHON JTUCIIUTLIAHBI

3.1. Jlna peanu3anuM nporpaMmbl NpogecCHOHAIBHOIO MOAYJISl JOJKHBI ObITH
NpeayCMOTPEHbI crienuaabHble MOMEICeHHS:

Kabuner «J10KyMEHTallHOHHOT O o0ecrieueHus YIIPaBICHULY, OCHAILICHHBIN
B COOTBETCTBUHU C 1. 6.1.2.1 oOpa3oBaTeabHOI MPOrpaMMBbl IO CIICITHATBHOCTH.

3.2. UnopmannonHoe odecnevyeHne peajau3amum NporpamMmmbl

Jlst peanuzanuu padoueit mporpammbl AHO T10 Komnemk npaBocyaust iMeeT
3JIEKTPOHHBIE 00pa3oBaTeIbHbIe U HHPOPMALMOHHBIE PECYPCHI IS HCIIOJIb30BaHUS B
00pa3oBaTeNbHOM IpoIiecce.

3.2.1. OcHoBHas1 yueOHasi IMTEpPATYpa

1. KazakeBuu, T. A. JlokyMeHTallMOHHOE OOECIICUCHHE YMPABJICHHS: YYCOHUK U
MPaKTUKYM JUTsl cpeaHero npodeccuonanbHoro oopasosanus / T. A. Kazakesuu, A. Y. Tkanwy.
— 2-e wu3n., ucnp. u gon. — MockBa: M3garensctBo HOpaitt, 2023. — 177 c¢. —
(ITpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-06291-5. — TekcTt: 31meKTpOHHBIN //
ObpazoBarenbHas iatdopma KOpaiit [caiT].

3.2.2. lonoJHUTEbHBbIE JIEKTPOHHbIE U3TIAHUS

1. Kopnees, U. K. JlokymeHTaunOHHOE oOO€CIeYeHHE YNpPaBICHUSA: YYEOHUK U
MpaKTUKYM i cpeaHero mpodeccuonanbHoro oopasoanusi / U. K. Kopuees, A. B. [Tmenko,
B. A. Mamypues. — 3-e u3x., nepepab. u mon. — MockBa: M3marensctBo Opaiit, 2023. —

438 c. — (IlpodeccumonanpHoe obOpazoBanue). — ISBN 978-5-534-16002-4. — Tekcr:
anexkTpoHHbIH // ObpaszoBarenbHas miatdopma FOpait [caiiT].
2. Ky3Henos, n. H. JIoKyMEHTallMOHHOE obecrieueHne yIIpaBJICHHUSI.

JIOKyMEHTOO0OpOT ¥ JENONpPOHM3BOACTBO: YYEOHHMK W  MPAKTUKyM IS CPEIHEro
npodeccuonansHoro oopazosanus / U. H. Ky3nenos. — 4-e usn., mepepad. u mon. — Mockaa:
WznparensctBo KOpaiit, 2023. — 545 ¢. — (IIpodeccuonanproe odpazosanue). — ISBN 978-5-
534-16004-8. — TexkcT: anekTpoHHbIi // OOpa3oBatenbHas matgopma FOpaiit [cait].

3. [llysamosa, H. H. JlokyMeHTanoHHOE OOECTICUCHHE YTPABICHUS: YUYECOHUK H
MpaKTUKYM JUIsi cpemaHero mnpodeccrnonansHoro obpaszosanms / H. H. lllyBanoBa. — 3-e wm3n.,
nepepad. u gon. — Mocka: MznarensctBo Opaiit, 2023. — 247 ¢. — (IIpodeccuonanbpHoe
obpazoBanue). — ISBN 978-5-534-16538-8. — Tekct: anexkTpoHHbii // OOpa3oBaTenbHas
wiatdopma KOpaiit [caiT].

4.

3.2.3. JlonoJTHUTEIbHbI€ HCTOYHUKHU

1. Anp0OM TEepBHYHBIX JOKyMEHTOB: OJnekTpoHHas kHura (1 CD).- M.: UJ]
«PaBHOBecuey.- (Cepust JlenoBbie TOKYMEHTBI», BBIIL. 6).

2. PerxakoB A.I1. O6pa3iel TOKyMEHTOB i TpakaaH: DnekTponHas kaura (1 CD).-
M.: U] «PaBHOBECHEY.

3. CnpaBouHo-nipaBoBas cucteMa «['apanT».

4. CnpaBouHo-npaBoBas cucreMa «Koncynbrantllotocy.

5. I'oCT P 7.0.97-2016. Hauuonansubslii cranpapt Poccuiickoit ®eneparnum.

Cucrema craHmaproB 1o UHpopMauuu, OWUOIMOTEYHOMY U M3JATEIbCKOMY  JEIy.
Opranu3anroHHO-pacopaIUTeabHast JoOKyMeHTaus. TpeboBanus K 0hOpMIICHUIO JOKYMEHTOB.



4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUS

JUCHHUIIJINHBI
PesyabTarsl Kputepun onenku MeToabl OlIeHKH
00y4eHust
IlepeyeHs 3HaHWH, OCBANBAEMBIX B PAMKaX JMCIIMILIAHBI
TepMuHOIOTHS B | - 0pOpMIICHHE TOKYMEHTOB M PEIICHUE | - IKCIIEPTHOE HAOII0IeHUE
obiactu MPAKTUIECKUX CUTyarnui C | BBIIOJIHEHUS
JOKYMEHTAIMOHHOTO HOPMAaTUBHBIM NPaBOBBIM | MPAKTUYCCKUX 3a/IaHUM,
obecrieyeHust 000CHOBAHHEM; - OIlEHKa 1II0 HTOraMm
YIPaBIICHUS; - HCIIOJIb30BaHKE Pa3IMYHBIX | YCTHOTO orpoca
HOpMaTI/IBHBIe HCTOYHHUKOB, BKJIIOYAsA JSJICKTPOHHBIC CTYIEHTOB,
JIOKYMEHTHI, pecypesl, Menua pecypeel, MHTEpHET- | | yagmonenne mo mroram
PETIAMEHTHDYHOIIHE pecypchl, IEPUOANUECKHUE U3IaHUS TIO S
CITEIIHATILHOCTH JUIST pelIeHUS
COCTaBJICHHE u HPOGECCHOHATBHBIX 337124 - OlIEHKa B TpoIecce
odopmrerme - JIEMOHCTpAIIHsS OTBETCTBEHHOCTH 3a | | POPCHCHHA
NOKYyMCHTallKA U | mpunHsTHIC perieHns, 000CHOBAHHOCTD TPOMEIKYTOHHON
aTTeCTallHH.

MOPSI0K ee 00padoTKH;
[IpaBuna cocraBiaeHus
" oopmIeHUS
OpraHHU3aIOHHO-
pacnopsAUTENbHBIX
JTOKYMEHTOB, BXOSIINX
B YHU(DUIUPOBAHHYIO
CHCTEMY
OpTaHU3aIMOHHO-
paciopsANTENbHBIX
JIOKYMEHTOB,
YHU(DHUIIMPOBAHHYIO
CUCTEMY  TEPBUYHOU
YUYETHOU
JOKYMEHTAI[UU B YacTU

JOKYMEHTalu1 1o
yueTy Tpyna;
Ilopsanok npoBeneHus
JKCIEPTU3Bl LIEHHOCTHU
JOKYMEHTOB u
MOATOTOBKH  JIel K
apXUBHOMY XPaHEHHUIO.
Texnonorus
OpraHMu3alu
JTOKYMEHTO000pOoTa B
OpraHM3aLUIX
(YdpexneHusx).

camoaHamn3a u KOPPEKIIHSI
pe3yabTaToOB COOCTBEHHOU PabOTHI;

- WCIIOJIb30BAaHUE 3aKOHOMATEIILHBIX U
HOPMATHUBHO-TIPABOBBIX ~ AKTOB  IPHU
IUTAHUPOBAHHUU
NPEANPUHIUMATEIBCKON JIEATSILHOCTH
B ipodeccuoHanbHoi chepe;

- JIEMOHCTpAIys 3HaHUKW B 00IacTH
(uHAHCOBOH TPAMOTHOCTH,

- KOHCTPYKTHUBHOCTb
B3aUMOJICHCTBUS C OOyYaroIMMHuCH,
NpernoAaBaTesiIMA B XoJe 0O0ydeHus,
PYKOBOAMTEIISIMH yueOHOI "
IIPOU3BOJCTBEHHOM IPAKTHUK.
-cobmoeHne HOpM
po(hecCUOHATLHOM ATUKH;

— TOCTpOeHHE MPOPECCHOHATHLHOTO

o0ImeHnssT ¢ y4YeToM COIHaIbHO-
npogecCuoHaIbLHOTO craryca,
CUTyalluu OOIIeHHS, OCOOCHHOCTEH
T'pyHnIibl u WHIANBUAYAJIbHBIX
0ocoOeHHOCTEeH YYaCTHUKOB
KOMMYHUKAIIUU;

- TPaMOTHOCTh YCTHOM M MHUCHMEHHOM
peun;

- odopmieHue  JOKYMEHTOB B

cootrBercTBuM ¢ 'OCTowMm;
- SCHOCTH  (HOPMYITUpPOBaHHS U

W3I10KEHUS MBICIIEH;




- TpOSIBJICHUE TOJCPAHTHOCTH B
npoiiecce OOIIeHMS;

- coONIoICHHEe HOPM TIOBEIEHUS BO
BpeMsl yueOHBIX 3aHATHIA;

- coluroieHne CTaHJapTOB
AQHTHUKOPPYIILIHOHHOTO ITOBEICHHS;
- co0iro1aeT HOPMBI JKOJIOTHYECKOM

0e30IMacHOCTH;

- oTpenensieT HaTpaBJICHUS
pecypcocOepekeHus B paMkax
popECCUOHATLHON NIEATENLHOCTH 110
CIICHUAJIbHOCTH,

- 3(h}EeKTUBHOCTh  HMCIOJb30BaHUS
cpeAcTB (hU3MYECKOW KyJIbTYPBI IS
COXpaHECHHS U YKPETUICHHS 3/I0POBbS B
mporecce npodeccrnoHanbHON
ACATCIIBHOCTU n NMOAACPIKAHUSA
HEOOXOAMMOro YpOBHA (pu3nyecKoin
IOATrOTOBJIICHHOCTH,

- 9} GeKTUBHOCTh HCIOJb30BAaHUS B
npohecCHOHATBLHOM NS TeNbHOCTH
HEOOXOIMMOW JOKYMEHTAIlMH, B TOM
YUCJIC HAa MHOCTPAHHOM A3LIKC

Hepequb yMeHI/II\/'I, OCBAaMBACMbIX B paMKaxX JUCHUIIIINHBI

[IpumeHATH Ha
MIPAKTUKE
rOCyJJapCTBEHHbIE
CTaHapTHl, apyrue
HOPMAaTUBHO-
METOJINYECKUE
JOKYMEHTHI,
perJaMeHTHpYIOIIHe
OpTaHU3aIII0
JOKYMEHTAIHOHHOTO
obecrieyeHus
YIPaBIICHUS;
CocraBiATh u
MPaBUILHO O(QOPMIISATH
OCHOBHBIE BU/IBI
OpraHHU3aIOHHO-
pacropsIuTeIbHBIX
JOKYMEHTOB;
Odopmisath
MH(POPMAIIMOHHO-
CIPaBOYHYIO
JOKYMEHTAIHUIO;

- ohopmiIeHHE TOKYMEHTOB U peIlIeHUE

MPaKTUYECKUX CUTyalui c
HOPMaTUBHBIM IIPaBOBBIM
000CHOBAHHEM;

- HCIOJIb30BAHNE pa3IMYHBIX

WMCTOYHUKOB, BKJIIOYAs JIIEKTPOHHBIE
pecypchl, Meaua pecypcsl, MHTepHET-
pecypchl, IEPUOANUECKHUE U3IaHUS TIO
CTECIUATBHOCTH TUTst pereHus
npo(hecCHOHANBHBIX 3a7a4

- JIMOHCTpAIUsi OTBETCTBEHHOCTH 3a
NPUHATHIC PEIICHHS, 000CHOBAHHOCTb
camoaHan3a u KOPPEKIIHSI
pe3yabTaToB COOCTBEHHOU PaOOTHI;

- UCTOJB30BAaHUE 3aKOHOJATEIbHBIX U
HOPMATHUBHO-TIPABOBBIX ~aKTOB  IPHU
IUTAHUPOBAHHUU
NPEIPUHIMATEIBCKON JIeATEeTbHOCTH
B npodeccuoHaIbHOM cepe;

- JIEMOHCTpaIys 3HaHUKW B 00IacTH
(uHAHCOBOI TPAMOTHOCTH,

- KOHCTPYKTUBHOCTH

B3aUMOJICHCTBUSL C OOYYaroITUMUCH,
MPENoaBaTeNiIMA B XOJIe OOy4YeHUs,

- DKCIIEPTHOE HAOIIOICHNE
BBITIOJIHEHUS
MPAaKTUYECKUX 3aJIlaHUH,

- OIEHKa [0 UTOoraM
YCTHOTO onpoca
CTYJIEHTOB,

- HAOJIOJEHUE II0 UTOTaM
TECTUPOBAHUS,

- OIEHKa B
MIPOBEICHUS
MPOMEKYTOUHOMN
aTTeCTallUu.

mporecce




OdopMIsAT KaJIpOBYIO
JTOKYMEHTAIHUIO;
Odopmisath
MIPETEH3UOHHO-
HCKOBYIO
JTOKYMEHTAIHIO.

PYKOBOJIUTENSIMU yueOHOI U
IIPOU3BOJCTBEHHOM IIPAKTHUK.
-cobmroeHne HOpM
po(heCcCUOHATLHOM ATUKH;

— mocTpoeHHe MPO(HECCHOHATBHOTO
OOImIEHUsI ¢ Y4YeTOM  COIMAIbHO-

podecCHOHATHLHOTO cratyca,
CUTyallul OOIIeHUsi, OCOOCHHOCTEH
TPYIIIBI u WHTUBH Ty ATbHBIX
ocoOeHHOCTeH YYaCTHUKOB
KOMMYHHUKAIHH;

- TPaMOTHOCTb YCTHOM M ITMCBbMEHHOU
peun;

- odopmieHue  JOKYMEHTOB B
cootBercTBuM ¢ 'OCTowm;

- ACHOCTb  (opMyIupOBaHUS U
W3I10KEHUS MBICIIEH;

- TMPOSBICHUE TOJCPAHTHOCTH B
mporecce OOIIeHUS;

- cOOJIOJICHHE HOPM TIOBEICHHS BO
BpeMsi yUEOHBIX 3aHSTHIA;

- coOIroIeHue CTaHJapTOB
AHTUKOPPYIILIMOHHOT'O IIOBEICHUS;
- coOMFOIaeT HOPMBI IKOJIOTHYECKOM

0e30IMacHOCTH;

— oTpeaenseT HaTpaBJICHUS
pecypcocOepexeHHsI B pamkax
npo(hecCHOHATLHOM JESTEILHOCTH T10
CTCIUATBHOCTH;

- 2(QdEeKTUBHOCTh  HCIOIH30BAHUS
cpeAcTtB (HU3MYECKOW KyJIbTYPBI IS
COXPAHEHHUS U YKPETUICHUS 3JJ0POBBS B
nporiecce npodheCCHOHATLHOU
JESITEIIbHOCTH u HOJICPIKAHUS
HE0OXOAMMOTro YpOBHA (pu3nUecKoin
MOJITOTOBJICHHOCTH,

- 9} GeKTUBHOCTh HCIOJb30BAaHUS B
npohecCuOHATBLHOM NS TebHOCTH
HEOOXOIMMOW JOKyMEHTAIlMH, B TOM
YHCIlIe HA HHOCTPAHHOM SI3BIKE
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