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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 auciuruinHa «JloKyMeHTallMOHHOEe oOOecreueHue YIpaBICHUS» SBISETCS
obsi3aTtenbHOM  YacThio  OOmenpoecCHOHAIBHOTO ITUKJIA TMPUMEPHON  00pa3oBaTebHON
nporpammsl B cootBeTcTBUU ¢ @PI'OC CIIO no cnennaibHOCTH.

Ocoboe 3HauYeHHWE MUCHHUIUIMHA HWMEET TpH (OPMUPOBAHWU M PA3BUTUU OOIINX
xommnerenimii OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 07, OK 08, OK 09.

1.2. llesap 1 niIaHUpyeMble pe3yJIbTaThbl 0CBOCHHS M CIMIIJIMHBI:

B pamkax mporpammbl y4eOHON IUCIUIUIMHBI 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(PULIIMPOBAHHYIO 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 20
CamocmosmenvHas paboma 6
B T. 4. ayIMTOPHAs y4eOHAsl Harpy3Ka: 42
TEOpeTUIeCcKoe 00ydeHne 20
MPAKTUYECKUE 3aAHATHUSA 20

IIpomeskyTouHas arrecTanus JuddepeHuMpoBaHHbIN 3a4eT Ha 0a3e 11 kiacca 3
cemMecTp




2.2. TeMaTH4YeCKHMI IJIAH U COAEPKAHNE TUCUMIIIIMHBI

Oo0bem, akaa. 4 /
B TOM YHCJI€ B

Koapl koMneTeHIuid,

¢dopmupoBanmnio
HaumeHoBaHue Conep:xxanue yueOHOro marepuasa u GopmMbl OpraHu3amumn dopme KOTOpBIX
pa3aesioB u TeM JAeATeJIbHOCTH 00y4arouXCcs NMPaKTHYEeCKOMH
CIocoo0cTByeT
NOATOTOBKH,
3JIeMEeHT MPOrpaMmMbl
akajl. 4
1 2 3 4

Pasnea 1. OCHOBBI JOKYMEHTHUPOBAHUS YIIPABJIEHUYECKOM JEATEJIbHOCTH 10/4
Tema 1.1 Ilousitue 0 | Conep:kaHue y4eOHOIr0 MaTepuaa 2 OK 01, OK 02, OK 05,
AOKYMEHTAllMOHHOM | OCHOBHBIE CBOMCTBA JOKYMEHTOB M MX (DYHKIIMH B CHCTEME YIPABJICHHUS. OK 09
odecrieyeHU [Tonstue poxkymenta. Wudopmamus u  moxkyment. Kriaccudukarus K 1.2, IIK 1.3
ynpaBJeHus, JOKYMEHTOB: IO BHAY O(OpMIECHHS; MO COAepXkaHUIO; 1O (opMme; To
AOKyMeHTe u MPOUCXOXKACHUIO; IO CpeAcTBaM (UKCAIMH; IO CPOKaM XpaHEHHUS. )
cnocodax MartepuanbHble HOCUTEIH HH(DOPMAIIHH.
AoKyMeHTHpoBaHMs | [lonsTHe nokymMeHTHpoBaHHs. OCHOBHBIE CIIOCOOBI JTOKYMEHTHPOBAHUSI.

OcHOBHbBIE COBpPEMEHHBIE TEXHOJIOTUH, MpPUMEHSEMbIE IMpPH OpraHu3aluu

paboTHI C TOKYMEHTAMH B OpraHU3alMsIX (YUIPEKICHHIX ).
Tema 1.2 Conep:xaHue y4eOHOIro MaTepuaJa 2
HopmarusHo- HopMaTuBHO-IpaBOBBIE ~ aKThl,  PETYJUPYIOIIHME  JOKYMEHTAIlMOHHOE OK 01, OK 02, OK 05,
npasosas 6a3a obecrieyeHre ynpaBieHus. YHUDUKALUSA U CTAaHIAPTU3AIMS KaK OCHOBHBIC OK 09
AOKYMEHTAIIHOHHOI'0 | HAIIPaBJICHUS COBEPLICHCTBOBAHMS [JOKYMEHTOB M JOKYMEHTAlMOHHOIO K 1.3
ol0ecrieuyeHust o0ecrieyeHus yrpaBieHUs..
ynpaBJieHUSs [lepeueHb OCHOBHBIX TOCYJIaPCTBEHHBIX CTAaHAAPTOB HA YHU(PUIMPOBAHHBIE )

cUCTEeMBbI TOKyMeHTaluu. OCHOBHBIE MOJI0KEHUS TOCYAapCTBEHHOM CUCTEMBI

JOKYMEHTAIlMOHHOT 0 oOecrieueHus ynpasieHusi. CoctaB yHU(ULIUPOBAHHBIX

CUCTeM JIOKyMEHTALlUU: OpraHU3alMOHHO-PACIIOPAIUTENbHAS, OTYETHO-

CTaTUCTHYECKasl, PUHAHCOBAs H Jp.

Coaeprxanue yueOHOro MaTepuasa 6/4




Xapakrepuctuka, cocraB u  coaepxkanue ['OCTa Ha cucremy
OpraHU3aIMOHHO-PACHIOPSAUTEIBHON JAOKYMEHTAIlMH. Y HU(DUIIUPOBaHHAS

OK 01, OK 02, OK 03,

CUCTeMa OpraHU3alUOHHO-PACIIOPIUTEIBHON JOKyMeHTauu. TpeboBaHus 2
Tema 1.3 Cnoco0bl 1 OK 04, OK 05, OK 06,

K odopmieHuto gokymeHToB. Dopmyisip-obpazenr OPJ. IlpaBuia
NpapHia cosaatmst oopMIIeHUS PEKBU3UTOB, periaameHTupoBaHHbIX [[OCTom. OK 07, OK 03, OK 09
JAOKYMEHTOB = IIK1.2,1IK 1.3

B TOM uMciIe NIpaKTHYECKUX 3aAHATHIA 4

[Tpaktrueckoe 3anstue Nel. OopmiieHre peKBU3UTOB HA IOKYMEHTAX. 4

CamocrosiTeibHas padora 2
Pazpnen 2. OPTAHU3AIIUA CUCTEMbI JOKYMEHTALHMOHHOI'O OBECIIEYEHUSA 20/12
Tema 2.1 Conep:xaHue y4eOHOIro MaTepuaa 4/2 OK 01, OK 02, OK 03,
Odopmienue XapakTepucTuka W COCTaB CIPABOYHO-MH(POPMAIIMOHHBIX JOKYMEHTOB OK 04, OK 05, OK 06
UHGOPMALMOHHO- (ciryeOHBIX TTUCEM, CIIPABOK, 3asIBJICHHH, aKTOB, IIPOTOKOJIOB, TOKJIAHBIX 1 ) IIK 1.2, 11K 1.3
CIIPaBOYHOM OOBSICHUTENBHBIX  3alHCOK), TpeboBaHUS K  UX  O(QOPMIICHHUIO.
AOKYMEHTAIMHU JIOKyMEHTUPOBaHUE AESITEIIbHOCTH KOJUIETUATIBHBIX OPTraHOB.

B ToM 4nciie NpaAaKTHYECKUX 3aAHATHI 2

[Tpaktrueckoe 3anstue Ne2. Odopminerune nHGOPMAITMOHHO-CITPABOYHON )

JOKYMEHTaI1H.
Tema 2.2 Conep:xaHue y4eOHOIro MaTepuaa 2/2 OK 01, OK 02, OK 03,
Odopmienue OcCHOBHBIE TpyNIbl OPraHU3ALMOHHO-PACTIOPSAUTENBHBIX JOKYMEHTOB. OK 04, OK 05, OK 06,
OpraHu3anoOHHO- XapakTepucTuKa M COCTaB OpPraHU3alMOHHBIX JOKYMEHTOB (ycCTaBa, OK 07, OK 08, OK 09
PaCHoOpPSIANTENLHON | TTOJIOKEHUS,, WHCTPYKIMH, JOJDKHOCTHOM MHCTPYKIHUH), TpeOOBaHHS K K 1.2,IIK 1.3
AOKYMEHTAIMHU odopmiieHn0. XapaKTepUCTHKA U COCTaB PACHOPSIUTEIBHBIX JTOKYMEHTOB

(moctaHoOBNEHUsl, TpUKa3a, pEUICHHs, PpaCHOpPsSIKEHHUS,  YKa3aHHs),

TpeboBaHUs K UX 0OPMIICHHUIO. i

[lonsaTe mnONTWHHWKA, KOIMWM, BBIMUCKUA, AyOJHMKata. Buasl xomui

JIOKYMEHTOB, OCOO€HHOCTH 3aBEPEHHSI KOMUN U BBINHCOK HOTapHaIbHBIMU

KOHTOpaMu U JI0JDKHOCTHBIMU JIMI[AMU OpraHU3aliuii.

B ToM 4nciie NpaAaKTHYECKUX 3aAHATHI 2




[TpakTuueckoe 3ansarue Ne3. OdopmiieHre opraHu3aoOHHO-

pacropsaIuTeIbHON TOKYMEHTALINH. 2
Tema 2.3 | CoaepsxaHue y4eOHOI0 MaTepuasa 4/2 OK 01, OK 02, OK 03,
Odopmienue 3asBIeHUS U IPUKA3BI IO JTUYHOMY cocTaBy. JImunas kaptouka popmer T-2 u ) OK 04, OK 05, OK
KaJpoBoii JIMYHBIE AeTia 06,09
AOKYMEHTalMHU B ToM unciie npaKTHYECKUX 3aAHATHI 2 IIK 1.3

[TpakTruyeckoe 3ausTue Ne4. OdopmiieHue KapoBoil TOKyMEHTALNH. 2
Tema 2.4 JloroBopHo- | Conep:xanune y4e0HOro MaTepuajia 4/2 OK 01, OK 02, OK 03,
npasBoBast [Tonsitue norosopa. OcCHOBHBIEC pa3fenbl J0roBopoB. [lopsaok opopmiaeHuUs ) OK 04, OK 05, OK 06
AOKYMEHTAaIus TPYZ0OBOTO JJOTOBOPA, TOTOBOPA MOCTABKH, I0TOBOPA KYILIU-TTPOAAKH. K 1.2, IIK' 1.3

B TOM uMciIe NIpaKTHYECKUX 3aAHATHIA 2

[TpakTuueckoe 3anarue Ne5. OdopmiieHre J0roBopoB. 2
Tema 2.5 | Coaepsxanue yueOHOI0o MaTepuasa 6/4 OK 01, OK 02, OK 03,
IIperen3uonHo- OCHOBHBIE PEKBU3UTHI U TMOPSAIOK OGOPMIICHUS NPETEH3UH, OTBETOB Ha OK 04, OK 05, OK 06,
HCKOBasi npeteH3uro. FOpuanueckas ciysx0a, BHITOTHSIOMAS TIPETEH3NOHHO-UCKOBYO OK 07, OK 08, OK 09
AOKYMEHTaIUs paboty Ha npeanpuaTun. JKypHall perucTpanuy MpeTeH3u. 2 K 1.2, IIK 1.3

[Topsimox odopmieHHsT HMCKOBBIX 3asBJICHUI UM NPEICTaBICHHE HX B

ApOUTpaKHBIH CY/I.

B ToM 4nciie NpaKTHYECKUX 3aAHATHI 4

[Ipaktuyeckoe 3anstue Ne6. OdopmieHue NpeTeH3MOHHO-UCKOBOU 4

JOKYMEHTAIUH.

CamocrosiTesibHast padoTa 2
Paznen 3 OPTAHU3ALIUA PABOTHI C JOKYMEHTAMM B OPTAHU3ALIUAX 10/4
(YUYPEXKIEHUAX)
Tema 3.1 Coaeprxanue yueOHOro MaTepuasa 2 OK 01, OK 02, OK 03,
TexHnonorus VYnpasieHne M JeNONpoM3BOACTBO.  OpraHuzaiMoHHble  (OPMBI OK 04, OK 09
OpPraHM3anuu JIEIOTIPOU3BO/ICTRA. Cmyx06a JIOKYMEHTAIMOHHOTO oOecrieueHus ) IIK 1.2, TIK 1.3

JAOKYMEHT0000pOTa B

yOpaBlieHUsl, OCHOBHas  3ajada, (YHKIHHM, THUIIOBbIE CTPYKTYpHI,
JOJDKHOCTHOM cocTaB. PernmamenTarus pabotsl ciyx0s1 JJOY. IlpumepHoe




OpPraHu3anusx MOJIOKEHHE O CIIyk0e JOKYMEHTaI[MOHHOTO OOeCIeYeHHs YIIPABJICHUS U
(YupexaeHunsix) JOJKHOCTHBIE UHCTPYKLIMH.
Tema 3.2 Coaeprxanue yueOHOro MaTepuasa 4/2 OK 01, OK 02, OK 03,
Oco0ennoctu [TonsTus peasioKeHus, 3asBICHUS U KalloObl. [Iprem u peructparius mucem OK 04, OK 05, OK 06,
JAeJIONPOU3BOICTBA rpaxaaH. PaccMoTpeHune 1 pa3pelieHue muceM, CpoK pacCMOTpPEHUs. AHaIu3 OK 07, OK 08, OK 09
1o o0paleHusIM MHUCEM TPAXKJIaH. IIK 1.2, 11K 1.3
rpaskaaH u KonduaenmmanpHoe nenonpousBojacTtBo. ['pud orpanmueHust moctyma K 2
KOH(PUACHIHANBHOIO | TOKYMEHTY. ABTOMAaTH3WPOBAHHBIE CHUCTEMBI pPAa0OTHI C JOKYMEHTaMH.
AeJI0NPOU3BOACTBA CpencrBa HM3roTOBIEHUS, KOMUPOBAHUS M PA3MHOXKEHHUS JOKYMEHTOB

Opranuzanus pabo4nx MecT.

B TOM uMciIe NIpaKTHYECKUX 3aAHATHIA 2

[Tpaktrueckoe 3anstue Ne7. OopmieHue oOpamieHuit rpaxmaaH. 2
Tema 3.3 Conep:xaHue y4e0OHOIro MaTepuaJa 4/2 OK 01, OK 02, OK 03,
CucreMaTu3zanus [TonsTHEe  MOKYMEHTOOOOpOTA. OO0muye  TOpPUHIUOBL  OpraHU3aIUN OK 04, OK 09
AOKYMEHTOB, JTOKYMEHTO000pOTa, €r0 OCHOBHBIE 3TAIlbl: MIPUEM U MEepBUYHAs 00paboTKa K 1.2,IIK 1.3
(opmMupoBaHUe UX B | TOKYMEHTOB; pAacClpelle]ICcHHe MOCTYNHUBIIMX JOKYMEHTOB; PErHCTpaIlus
JeJia U mepeaayva B JOKYMEHTOB M TPEABAapUTEIIbHOE MX PACCMOTPEHHUE; PACCMOTPEHUE
apXMB OPraHM3alMM | TOKYMEHTOB PYKOBOJCTBOM OpraHMU3aluy (YUpexKIeHHs) U HalpaBlIeHUE UX )

Ha HCIIOJIHEHUE; HCIIOJIHEHHE M KOHTPOJIb 33 HCIOJIHEHHEM JIOKYMEHTOB;

TeKyllee XpaHeHUe JOKYMEHTOB.

Homenxknarypa gen. O6paboTka 1ein 11 MOCIeAYONEero XpaHeHsl.

DKcrepTu3a IEHHOCTH JIOKYMEHTOB, 0)OPMIICHHUE JI€TI, COCTABJICHUE

onuceid. Cnaya aen B apxuB

B ToM 4nciie NpaKTHYECKUX 3aAHATHI 2

[IpakTrueckoe 3anstue Ne8. Craua gen B apXuB. 2

CamocrosiTesbHast padoTa 2
Bcero: 40/20

CamocrosiTe/ibHAA

pabora -6




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 CICITHATBHOCTH.

3.2. UnopmannonHoe odecnevyeHne peajau3amum NporpamMmmbl

Jst peanmuzaruu  paboueit mporpammbl  AHO TIO Komnemx mnpaBocynust umeeT
AIIEKTPOHHBIE O0pa3zoBaTeNbHbIE M HMH(DOPMAIIMOHHBIE pPECYpChl JIi HUCIOJb30BAHUS 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. Tkanmy.
— 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. lonoJHUTEJbHBbIE JIEKTPOHHbIE U3IAHUS

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

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

JIOKyMEHTOOOOpPOT ¥ JEJIONPOM3BOJACTBO:  YYEOHMK W TPAKTUKYM JUIS  CPEIHEro
npodeccuonansHoro oopazopanus / U. H. Ky3nenos. — 4-e usn., mepepad. u mon. — Mockaa:
WznparensctBo KOpaiit, 2023. — 545 ¢. — (IIpodeccuonanproe odpazosanue). — ISBN 978-5-
534-16004-8. — TexcT: anexkTpoHHbIi // OOpa3oBatenbHas matgopma FOpaiit [cait].

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

3.2.3. JlonoJTHUTEIbHbI€ HCTOYHUKH

1. Anb0OM TEpBHYHBIX JOKyMEHTOB: OJnekTpoHHas kHura (1 CD).- M.: UJ]
«PaBHOBecuey.- (Cepust JlenoBbie TOKYMEHTBD, BBIIL. 6).

2. PeixakoB A.I1. O6pa3iel TOKyMEHTOB Ui TpakaaH: DnekTponHas kaura (1 CD).-
M.: U]J1 «PaBHOBECHEY.

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

4. CnpaBouHo-npaBoBas cucreMa «Koncynbrantllotocy.

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

Cucrema craHmaproB 10 UHpopMauuu, OWUOIMOTEYHOMY U HM3JATEIbCKOMY  JEIy.
Opranu3anroHHO-pacopaIUTeIbHast JOKyMeHTaus. TpeboBanus K 0hOpPMIICHUIO JOKYMEHTOB.



4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUS

JUCHHUIIJINHBI
PesyabTarsl Kputepun onenku MeToabl OlIeHKH
00y4eHust
IlepeyeHb 3HaHWH, OCBANBAEMBIX B PAMKaX JMCIMILIAHBI
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 3aKOHO/ATEIIbHBIX U
HOPMATHUBHO-TIPABOBBIX ~ aKTOB  IPHU
IUTAHUPOBAHHUU
NPEANPUHIUMATEIBCKON JIEATSILHOCTH
B ipodeccuoHanbHoi chepe;

- JIEMOHCTpAIys 3HaHUKW B 00IacTH
(uHAHCOBOH TPAMOTHOCTH,

- KOHCTPYKTHUBHOCTb
B3aUMOJICHCTBUS C OOyYaroIMMHUCH,
NpernofaBaTesiIMi B XoJe oOydeHus,
PYKOBOAMTEIISIMH yueOHOI "
IIPOU3BOJCTBEHHOM IPAKTHUK.
-cobmoeHne HOpM
po(hecCUOHATLHOM ATUKH;

— TOCTpOoeHHE MPOPECCHOHATHLHOTO

o0ImeHnsT ¢ y4YeTOM COIMaIbHO-
npogecCuoHaIBLHOTO craryca,
CUTyalluu OOIICHHS, OCOOCHHOCTEH
T'pyHnIibl n WHINBUAYAJIbHBIX
0CcoOeHHOCTEH YYaCTHUKOB
KOMMYHUKAIIUU;

- TPaMOTHOCTh YCTHOM M MHUCHbMEHHOMN
peun;

- odopmieHue  JOKYMEHTOB B

cootBercTBun ¢ 'OCTowMm;
- SCHOCTH  (HOPMYIUPOBaHHS U

M3I0KEHUS MBICIIEH;




- TpOSIBJICHUE TOJCPAHTHOCTH B
npoiiecce OOIIeHMS;

- coONIoIcHHEe HOPM TIOBEIEHUS BO
BpeMsl yueOHBIX 3aHATHIA;

- coluroieHme CTaHJapTOB
AQHTHUKOPPYIILIHOHHOTO ITOBEACHHS;
- coOiro1aeT HOPMBI JKOJIOTHYECKOM

0e30IMacHOCTH;

- oTpenensieT HaTpaBJICHUS
pecypcocOepekeHus B paMkax
npoeCCHOHATLHON NIEATENLHOCTH 110
CIICHUAJIbHOCTH,

- 3(h}eKTUBHOCTh  HMCIOJb30BaHUS
cpeAcTB (hU3MYECKOW KyJIbTYpBI IS
COXpaHECHHS U YKPETUICHHS 3/I0POBbS B
mporiecce npodeccrnoHanbHON
ACATCIIBHOCTU u NMOAACPIKAHUSA
HEOOXOAMMOTr0o YpOBHA (pu3MUecKOn
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(POPMIISATH
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, 000CHOBAaHHOCTb
camoaHan3a u KOPPEKIIHSI
pe3yabTaToOB COOCTBEHHOU PaOOTHI;

- UCTONB30BaHUE 3aKOHOJATEIBHBIX U
HOPMATHUBHO-TIPABOBBIX ~ AKTOB  IPHU
TUTAHUPOBAHHUU
IPEIIPUHIMATEIBCKON JIeATETbHOCTH
B npodeccuoHaIbHOM cepe;

- JIEMOHCTpaIys 3HaHUKW B 00IacTH
(buHAHCOBOI 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
OOIIEHUSI ¢ 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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