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OBIIASI XAPAKTEPUCTHUKA PABOYEN MPOTPAMMBI YYEBHOM JUCHUILIVHBI
OI1.14 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA

1.1. MecTo yueOHO# TMCUMILUIMHBI B CTPYKTYpPe OCHOBHOM 00pa30oBaTe/ibHOI NPOrpaMMbI:

YueOHast gucuuiuinHa — «JlOKyMEHTalMOHHOE  oOOecrieueHue  yIpaBiICHUS»  SBISETCS
BapUATHBHOW YaCThIO 00MIENPO(hEeCCHOHATBLHOTO IMKIAa OCHOBHOW 00pa30BaTeIbHON MPOTPaMMEBI B
coorBercTBUM ¢ PI'OC 1o crrermansaocTy 38.02.07 BanKOBCKOE 1€10.

YueOHas aucuuminHa «JlOKyMEHTallMOHHOE oOOecreueHue YIpaBleHUs» OOecreunBaeT
(dbopMupoBaHHe MPOPECCHOHATBHBIX W OOIINUX KOMIETCHIIHIA 110 BceM BujaM aestensHocta OI'OC mo
cuermanbHocTH 38.02.07 bankoBckoe Aeo.

Ocoboe 3HaueHwe ydeOHass IUCLHUIUIMHA HWMEET Npu (OPMHUPOBAHUM W PA3BUTHH OOIINX
KOMIIETEHIIUH.

OK 05. Bnaners nHGOPMAIMOHHON KyIbTYpOU, aHATM3UPOBATh U OLIEHUBATH HHPOPMAITUIO C
MCIOJIb30BaHUEM MH(POPMAITMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJIOTUH.

OK 09. Ucnonp3oBaTh HHPOPMALMOHHBIE TEXHOJIOTHH B TPO(GECCUOHATBLHOM 1eATEIbHOCTH

OK 10. Ilomw3oBarbcst mNpodeCcCHOHANBHOW JOKYMEHTAIlMEH Ha TOCYJapCTBEHHOM H
WHOCTPAHHBIX SI3bIKAX.

1.2. Ileab u nJaHUpyeMble pe3yJabTaThl 0CBOEHHUS Y4eOHOI TUCIMIJIMHBI:

Llenpto w3ydeHus y4eOHOW OUCHMIUIMHBI JOKyMEHTalMOHHOE O0eCIeYeHUe SBISETCS
MNOJY4YCHHUE TCOPCTUUCCKUX 3HAHUA | NpaKTUYCCKUX HAaBBIKOB B o0JacTu OopraHu3alnuun
JETONPOU3BOCTBA U IOKYMEHTO000pOTa B OpraHU3aLHUsIX.

B pesynbrare ocBoeHUs y4eOHON AUCIUTUIMHBI O0YJarOIIUICS JOKEH

HMeTh MPAKTHYECKHii ONbIT:

- odopmiieHusi, TPOBEPKU TMPABUIBHOCTH COCTaBICHHS, OOCCICUCHHUS, XpaHEeHUs
OpPraHM3alMOHHO — PaCIOPSAUTEIbHBIX M HHBIX HEOOXOMUMBIX JOKYMEHTOB C HCIOJIb30BaHHUEM
ABTOMATU3WPOBAHHBIX CUCTCM.

B pamkax nporpamMMbl y4eOHOH TUCHMILUIMHBI 00yYarONIMMUCS OCBAUBAIOTCS YMCHHUS M 3HAHHS

Kon Ymenus 3Hanusn
OK
OK 05 AHanu3upoBath conepxkanue | [IpaBuna  cocraBiaeHuss U OQOPMIICHHUS
OK 09 YIIPaBJIEHYECKUX IOKYMEHTOB,; yIpaBJIeHYECKOH IOKyMEHTAllNH,
CocraBndrthb u opopmisite | HopmaTtuBHO-TIpaBoBast 0aza
OK 10 JOKYMEHTAIlMl0 B  COOTBETCTBUE C | JOKYMEHTAI[HOHHOTO o0ecrieueHus
HOPMATHUBHBIMH JJOKYMEHTAMHU; yIIpaBJICHUS,
OCHOBHBIE BH/Ibl COBPEMEHHBIX
WH(POPMAITMOHHBIX TEXHOJIOTUI u

0COOCHHOCTHU HUX IMPUMCHCHU
B JICJIOIIPOM3BO/JICTBE,

OcHOBHEBIE (dbopMaTsI AIEKTPOHHBIX
JIOKYMEHTOB, croiib3yeMbIX B JIOY;
[TpunIUTIBI OpraHu3aIuu
JIOKyMEHTO0000pOTa;

[IpaBuna u Cpoku XpaHEHUsSI JOKYMEHTOB.




2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM JACIUTILIIAHBI

2.1. O0beM y4eOHOM NTMCHUILIMHBI U BUAbI Y4eOHO# padoThl

Bun yudeOHo¥# padoThI Oo6bem
4acoB
O0Bem o0pa3zoBaTeIbHON TPOrpaMMbl YIE€OHON JUCITUTIITUHBI 40
O06beM paboThl 00YUAIOIIUXCSI BO B3AaMMOJICHCTBHH C TIPETIOAaBATEIIEM 32
B TOM YHUCIIC:
TEOPETUYECKOE O0YUCHUE 12
MIPAKTHYECKUE 3aHATHI 20
camocTosTenbHas paboTta oby4aromerocs (BCero) 8

KOHCYJIbTallUn

IIpomexxyTrounasi arrecrauus B ¢opme nuddepeHUNPOBAHHOIO 3a4eTa




2.2. TemaTu4ecKkui IJIaH U coacpiKaHue y‘leﬁHOi;I AUCHHUIIINHBI I[OKyMeHTaIII/IOHHOC o0ecrneuyeHue YHpaBJICHUSA

Koasl
KOMIIeTEeHIIHIA,
H (opmupoBanuio
anMeHOBaHMe Copnepxanue yueOHOro marepuasa u GopmMbl OPraHUu3aANMN 1eATEIbHOCTH O0bem
pa3/iesioB U TeM o0yuyarommxcst 4acoB KOTOPBIX
crnocodcTByer
3J1eMeHT
NPOrpaMMblI
1 2 3 4
PA3JIEJI 1. IOKYMEHTUPOBAHUE YIIPABJIEHYECKOWM JEATEJbHOCTH
HaumenoBaHue TeM Coaep:xxanue yueOHOro MaTepuaJia OK
Beenenue. 3Ha4YeHne U CoJepKaHWEe AMCUUIUIMHBI «/[OKyMEHTaMOHHOEe O0ecIieueHne YIpaBICHUS» U 05
JlokymMeHTHpOBaHUeE CBSI3b €€ C JPYI'MMHU TUCHMIUIMHAMHU O0OI1e00pa30BaTeNbHOTO M CHELMAIbHOIO LUKJIOB. 9-10
ylpaBJieH4YeCKOil [ToHsITHE TEPMUHOB «IOKYMEHT», «IOKYMEHTHPOBAHHUEY, «JOKYMEHTALIMOHHOE 00eCTIeUeHEe 2
AeATeJIbHOCTH ynpapieHus». VcTopus pa3BUTUS HayyHBIX HPEACTABICHUH O JAOKYMEHTAl[MIOHHOM
oOecnieueHnn ympanieHHus. COBpEMEHHOE COCTOSIHHUE JIOKYMEHTAllMOHHOTO oOecnedyeHus
ynpasieHus. HopmaTuBHO-TIpaBoBasi 0a3a OpraHu3aluy JOKyMEHTAllMOHHOTO O0ecreYeHus
yIpaBieHUs] KaK OCHOBA TEXHOJIOTHH MPOILIECCOB YITPABICHHUS.
CamocrosiTesibHas padora.
CocraB ynpaBiieHYeCKUX TOKYMEHTOB. [loHsATHE cucTeM JokyMeHTanuu. OyHKIMOHAJIbHBIE 5
U OTpaciieBble CUCTEMbl JOKYMEHTAIMHU. YHUHUKAIMSI U CTaHAApTH3alMs YIPaBICHYECKUX
JIOKYMEHTOB.
Cucrema Coaep:xanue y4eOHOro MaTepuasa OK
OpraHu3anMuoOHHO- > 05
. VYHu¢unupoBanHas cuUcTeéMa OpraHu3alMOHHO-pacnopsanTenbHol gokyMmeHnTanuu (OPJ]).
PACHOPSMTETLHOH I'OCTet na OPJ. TpeGoBanuss Kk odopmieHHIO JOKyMeHTOB. Kraccupukanus 2 9-10
AOKYMEHTAIlUH .
OpraHU3alOHHO-PACTIOPSAUTEIHLHON JOKYMEHTAINH: OpraHU3alOHHBIE,

pacropsuTeabHbIe, CIIPaBOYHO-UH(OpMaIoHHbIe. OpraHu3alOHHbIe JOKYMEHTBI: YCTaB,
nosiokeHne. PacnopsauTenbHble  JOKYMEHTBHI: TNPHUKa3bl, PACHOPSKECHHs, YKa3aHWs,




IIOCTaHOBJICHMSL.

CnpaBouHO-UHQOPMAIIMOHHBIE  JOKYMEHTBI:  JIOKJajaHas  (cioykeOHasl) — 3amucKa,
OOBSICHUTENIbHAS 3allCKa, akT, CIOpaBKa, CIykeOHble nHCbMa. JIOKyMEHTHpOBaHUE
TPYIOBBIX MpaBoOTHOIIEHUH. COCTaB U 0COOEHHOCTH O(OPMIIEHUS JOKYMEHTOB I10 TUYHOMY
COCTaBY.

IIpakTuyeckoe 3ansTue 1.
OdopmieHne JOKYMEHTOB ¢ momoiisio mporpammbl Microsoft Word. Co3ganne mabioHa
JIOKYMEHTOB.

IIpakTnyeckoe 3ansTHe 2.
CocraBienue u OQOpPMIICHHE pPACIOPSAUTEIBHBIX M CIPABOYHO- HH(GOPMALMOHHBIX
JJOKYMEHTOB.

IIpakTuyeckoe 3ansTne 3.
[TpoBepka MpaBUIBLHOCTH OPOPMIICHHSI OPTaHU3ALMOHHBIX JIOKYMEHTOB.

IIpakTuyeckoe 3ansTue 4.
KanpoBoe nenonpons3BoicTBO.

IIpakTHyeckoe 3aHsATHE S.
OdopmiieHre TpPUKa30B.

IIpakTnyeckoe 3ansTue 6.
OdopmiieHne pacropsKeHUH, yKa3aHUi, IOCTaHOBJICHUH.

JeHexHble u | Conep:xanme yueOHOro MaTepuaJjia OK
¢unancoBo-pacyernbie | OCOOEHHOCTH COCTaBI€HUS M O(OPMIIEHUS JIEHEXHBIX U (UHAHCOBO-PACUETHBIX 05
AOKYMEHTbI nokyMeHToB. OdopmiieHne 1oBepeHHOCTeN 0dullMaIbHON U JINYHOM. 9-10
IIpakTH4yeckoe 3ansaTue 7.
OdopmieHne miIaTexXHbIX TOKYMEHTOB.
JorosopHo-npaBosas | Coaep:kaHue y4eO0HOro MmarepuaJia OK
AOKyMeHTalusi [lonsiTue noroBopa (KOHTpakTa), COTrJallleHus, MpoToKosia. Tumosas ¢opma J0roBopa. 05
OcHOBHBIE pa3/ienbl A0roBopa. Buabl 10roBOpoB: KYIUIM-TIPOAAXH, MOCTaBKH, KOMUCCUU U 9-10

Aap.

CamocrosiTesibHas padora.
Buasl 1oroBopoB B cdepe 3akynok. JJokyMeHThl, 0OopMIISIONINE MOPSAIOK PACCMOTPEHUs

7




CIIOPOB MEXAY HOpUAMYECKUMH JunaMu. [IpaBuina odopmileHUS NPETEH3UOHHBIX IHCEM.
Oco6eHHOCTH POBEIEHHSI 3aKYIIOK TOBAPOB.

IIpakTnyeckoe 3ansTue 8.
OdopmieHne rpak IaHCKO-IIPaBOBOT0 JOTOBOPA.

PA3JIEJ 2. OPTAHU3AIIUA PABOTbHI C JOKYMEHTAMM

IHousitue Copep:kaHue y4eOHOT0 MaTepuaia OK
JAOKYMEHT0000poTa, CoctaB u y4er oObeMa JOKYMEHTOOOOPOTa HPEANPUATHA M opraHuzanuii. OpraHu3ars 05
perucrpauus paboThl C JOKyMEHTallMeHd, MOCTYHAaloule B y4YpEeXIEHUs, MPEANPUATHS, OpraHU3aluu; 9-10
JOKYMEHTOB, MpUeM  BXOMASIIMX  JOKYMEHTOB, OKCHEAMIIMOHHAas  o0paboTka, MpeaBapUTEIbHOE
HCIOJTHEHHE paccMOTpEeHHE U pacIpe/ie]ieHHe, PETUCTPallis, PACCMOTPEHUE TOKYMEHTOB PYKOBOJICTBOM,
AOKYMEHTOB ucnonHenue. Ilepenaya qOKyMEHTOB BHYTPU OpPraHH3alMU. YUeT KOJIMYECTBA JOKYMEHTOB.

KonTtponp ucnonaHenus NOKyMEHTOB. OpraHu3anus M TEXHUKAa KOHTPOJSI HCIOJIHEHHMS.

TunoBble W WHAUBUAyaJIbHBIE CPOKH HCIOITHEHUS JOKyMeHTOB, cucrema ACKU/]

(aBTOMaTU3UPOBAHHBIN KOHTPOJIb UCIIOTHEHUS IOKYMEHTOB).
HNudopmanuonubie Coaep:xanue yueOHOro MaTepuaJia OK
TEXHOJIOTHH 05
eT0TPON3BOACTBE Hcnonk30BaHre TPOrpaMMHOTO 00CCIICUSHUS ISl PeIICHHS MPOPECCHOHAITBHBIX 3a/1a4 9-10

CamocrosiTesibHas padora.
Ucnonezyss wHPOpMAMOHHO TIPaBOBYHO cHucTeMy © VHTEpHET pecypchl COCTaBUTH 0030p
CYIIECTBYIOIIUX MIA0JIOHOB JJOKYMEHTOB ISl JOKYMEHTHPOBAHHUS YIIPABICHYECKOMN JCSITEILHOCTH.

IIpakTuyeckoe 3ansTe 9.

Odopmiienre JTOKyMEHTOB C momompio mporpammbel  Microsoft Word. PaGora ¢
ANEKTPOHHBIMU JTOKyMeHTaMu. CoO3MaHHe CEpUHHBIX MUceM. Pacchlika TOTOBBIX ITHCEM.
[MpuksagHas cpena - CuCTeMa yrpasieHus 6azamu naHabix Microsoft Access.

CamocrosiTesibHas padora.

Hcnonb3ys nH(GOpMAIMOHHO IMPaBOBYIO cucTeMy W VIHTEpHET pecypchl COCTaBUTH 0030p
MIPOrpPaMMHBIX pElIeHUN ISl BEACHHs JOKYMEHTO0OOpOTa ¢ nepeuHeM (DyHKUIUN, KOTOphIE
nporpamma peanusyet. CocTaBUTh TaOIMIly CPABHUTEIBHOTO aHAJIN3a IPOTPAMM.




Opranunszanus Coaeprxanue yueOHOro MaTepuasa OK
ONEePATHBHOIO | 05
apxuBHOro xpasenus | [lpakruyeckoe 3ansTue 10. 9-10
JAOKYMEHTOB [IpoBepka mpaBUIIBHOCTH COCTABIIEHUS HOMEHKIJIATYPHI JIEI. 1

IIpomexxyrounas arrecramus B hopme auddepeHIInpoBaHHOTO 3a4eTa. 1

Hroro mo pucuuruvae: 40




3. YCJIOBUS PEAJIM3AIIMM YYEFHOM JUCHUATIIAHBI
3.1. MatepuajbHO-TEXHHYECKOE O0ecreyeHne

VYdeOHast aymuTOpHsl UIsl TIPOBEJCHHS 3aHATUH BCEX BUIOB, B TOM YHCJIEC TPYIIOBBIX U
WH/IMBUYAJIbHBIX KOHCYJIBTAIMHA, TEKYIIETO KOHTPOJIS U TPOMEKYTOUHOM aTTecTaluy (KaOMHeT
MEHE/DKMEHTA U TIPEANPUHIMATEIIHCTBA)

Crennan3upoBaHHas MeOelb:
Cron (y4uTenbCKuid)

CToJ CTyeHYECKUM (IBYXMECTHBIMN )
CTos1 KOMIIBIOTEPHBIN

Kpecno (kommbroTepHOE)

Cryinbsg

Jlocka menoBast

Kadenpa

[xadbr

WNudopManinoHHbIE CTCHIBI

TexHudeckue cpeicTBa 00yIeHUsI:
I1K (cuctemHbIl OJIOK, MOHUTOD)
MynsTUMEaNA TPOEKTOP

OKpaH

[lepeyeHb TUIIEH3HOHHOTO TPOTPAMMHOTO 00ECIICUCHHUS:

1) AutuBupycHas 3ammra ESET NOD32

2) Windows, Microsoft Office

3)CIIC Koncynbrantllntoc

YueOHast aynutopusi odecrieueHa JOCTYIIOM K ceTd MIHTepHeT u 3JeKTpOHHOH HH(OPMAaMOHHO-
oOpa3oBaTesibHOI cpene PUHYHUBEPCUTETA

MeTtonyeckoe obecreyeHue:

- y4e0HO-METOINYECKUI KOMILIEKC M0 Y4eOHOM TUCIUIUINHE;

- METOJMYECKHE YyKa3aHWs IO OpraHu3allud M BbINOJHEHUIO MPAKTUYECKUX
3aHATHUH;

- METOJMYECKUE YKa3aHWsl 110 OpPraHMU3allMM M BBINOJIHEHHIO CAMOCTOATEIbHOU
paboTHI CTYIEHTOB;

- Kypc JeKIUH 10 y4eOHON AUCLUIIINHE.

3.2. NudopmanuoHHoe odecneyeHHe peain3aluu MporpaMmbl
3.2.1. [TeuaTHbIC H3TaHNA

1. KysnemoB, WM. H. JlokymeHTanmoHHoe  oOecreueHue  YIpaBJCHUS.
JIOKyMEHTOOOOPOT M JAEJIONPOM3BOJACTBO : YYEOHHMK UM NPAaKTUKyM JUIsL  CpPEIHEero
npodeccuonansHoro odpasosanus / . H. Ky3neuos. - 4-e uzna., nepepad. u non. - Mocksa :
FOpaiit, 2023. - 545 c. - (IlpodeccuonansHoe obpazoBanue). - ISBN 978-5-534-16004-8. -
Tekcr : HenmocpeACTBEHHBIM.

2. KazakeBnu, T. A JlokyMeHTalMOHHOE OOEcIieYeHHe YIpaBJIeHUs :@ y4eOHUK H
MPAKTUKYM JUIsl cpeAHero npodeccuoHanbHoro oopazonanus / T. A. Kazakesuu, A. Y. Tkanuuy. -
2-e u3[., uctp. u aon. - Mocksa : FOpaiit, 2023. - 177 c. - (Ilpodeccuonanbroe oOpa3zoBanue). -
URL: https://urait.ru/bcode/513745 (nata o6pamenus: 16.02.2023). - Pexum poctyna: ObC
FOpaiit, nist 3apeructpup. nosab3oBarenei. - ISBN 978-5-534-06291-5. - Tekcr : 3neKTpOHHBIH.

3. Kopnees, U. K. /lokymeHntannonnoe obecneuenue ynpasiaeHus: + tectsl B ObC :
y4eOHUK M MPAKTUKYM JUIsS cpeiHero npodeccuonanbHoro odpasosanus / U. K. Kopuees, A. B.
[Tmenko, B. A. Mamypues. - 2-¢ u3n., nepepad. u mon. - Mocksa : IOpaiit, 2023. - 384 c. -
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(ITpodeccuonansuoe obpazoBanme). - URL: https://urait.ru/bcode/514640 (mara oOparieHwus:
16.02.2023). - Pexxum nocryna: DBC FOpaiit, s 3apeructpup. nonszoBareneii. - ISBN 978-5-
534-05022-6. - TekcT : 3JIeKTPOHHBIH.

DJIeKTPOHHBbIE U31aHNs (3JIEKTPOHHbIE PecypChl)

1. DnexkTpoHHBIH pecypc crpaBoyHO-MpaBoBoil cuctembl «Koncynbrant IDlmocy. -
Pexum

noctyna: http://www. consultant.ru.

2. DJEKTpOHHBIA pecypc CIIPaBOYHO-TIPABOBOM cucTeMbl «I apanT». - Pexxum goctyna:

http://www. garant.ru.

3. http://dic.academic.ru/dic.nsf/lower/19480 - croBapu u sHIUKIONEANH (FOPUINIECKOE
IIpaBo)

JlonoTHUTE/IbHbIE HCTOYHUKH
1. JlokymeHTaIimoHHOe oOecrieueHne ynpasieHus : yueOHuk / beikoBa T. A., mon
pen., I'motoa C. A., KonskoBa A. 0., Kykapuna }0. M., Ckpuniko E. A. - Mocksa : KnoPyc,
2023. - 266 c. - (CIIO). - URL: https://book.ru/book/944958 (nara obpamenus: 16.02.2023). -
Pexxum nmocryna: DbCBook.ru, ans 3apeructpup. noiszoBareneid. - ISBN 978-5-406-10334-0. -
TeKcT : AEeKTPOHHBIH.

2. KysnenmoB, WM. H.  JlokymeHTanuoHHOE  OOECIIC€UYCHHE  YIPaBIICHUS.
JIOKyMEHTOOOOPOT ¥ JICJONPOU3BOJICTBO : YYEOHHMK W TPAKTUKyM JUISL  CPEIHEro
npodeccuonansHoro obpazosanus / . H. Ky3nenos. - 4-¢ uzn., nepepad. u mon. - Mocksa :
KOpaiir, 2023. - 545 c¢. - (IIpodeccuonanpHoe  oOpaszoBanme). -  URL:

https://urait.ru/bcode/523613 (mata obparmienus: 16.02.2023). - Pexum nocryma: DbC HOpaiir,
JUIS 3aperucTpup. nojib3oBarenei. - ISBN 978-5-534-16004-8. - TekcT : 37eKTpOHHBIH.

3. I'maguii, E. B. JlokyMeHTallMOHHOE 00€CIICUCHHE YIIPaBICHUS : yueOHOE ITocooue
/ E. B. I'maguii. - Mocksa : PUOP : UH®PA-M, 2020. - 249 c. - (Cpennee npodeccruoHaibHOe
oOpasopanue). - URL: https://new.znanium.com/catalog/product/1065817 (mata oOparieHus:
16.02.2023). - Pexxum goctymna: ObBC Znanium.com, [yis1 3apeructpup. nosnb3oBaresei. - ISBN
978-5-369-01042-6. - TekcT : 2IeKTPOHHBI
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4. KOHTPOJIb M OLIEHKA PE3YJIbTATOB OCBOEHUS YYEBHOM JUCITATIINHBI

KOHTpOJ'[B N OEHKA PE3YJIIBTaTOB OCBOCHUA AUCHHUILNIMHBI OCYHICCTBIIACTCA IIPENOAABATEIIEM B

nmponecce IMpOBCACHUA IPAKTHUYCCKHUX 33H5ITPII>1,

TCCTUPOBAHUA,

00ydJaromuMucs UHAUBUAYAIbHBIX 3a/IaHHUM, UCCIICAOBaHUH.

a TaKXXE BbIIIOJHCHUA

Pe3ysabTarnl 00yyeHus

| Kpurepum oueHkn

| MeTtoanbl OLIEHKH

Hepeqenb 3HaHHi7[, O0CBaAaUBACMbIX B paMKaXx TUCHUIIJIUHDbI:

OCHOBHbIE  HCTOYHUKM  uHpopMauuu  u | [IpaBunbHOCTD YcTHbii
pecypchl 11 peLIeHHUs 3a/1a4 odopmIIeHUS (TMCHEMEHHBIN)
dopmar odopmiieHUS Ppe3yNbTaTOB TOUCKA | JIOKYMEHTALUH, orpoc.
uH(pOopMaIun MIPUMEHSAEMOMN B
Coneprkanue aKTyaJIbHOM HOPMATHBHO- | po(eCcCHOHATBLHOMN TectupoBanue.
MPaBOBOI TOKYMEHTALIUH JIeATETbHOCTH
[Icuxonornueckue ocHoBbl  AestenbHOCcTH | CooTBeTcTBUE  BbIOOpa | [IpoBepka
KOJJIEKTUBA TEXHOJIOTHH MPaKTUYECKUX
CoBpeMeHHbIE CpelcTBa M IporpamMmHoe | ohopMIiIeHUS paboT U  OIleHKa
o0ecrnieueHue B npodeccuoHaNbHON | TOKYMEHTOB pe3yJIbTaToB.
JEeSTEIIbHOCTH COBPEMEHHBIM
[IpaBuna opopmieHus: TOKYMEHTOB TpeOOBaHUSIM 3auér
[TpaBuiia odopmiieHus 3aKyIMOYHOH | JOKYMEHTO00O0pOTa
JIOKYMEHTAIU!
HNudopmanmonubie TEXHOJOTHH B
npoEeCCHOHAIBHON e TEIHHOCTH
Oco0OeHHOCTH OpraHM3ali W MPOBEACHUS
KOHTPOJIBHBIX ~ MEPOIPHUATHN OopraHamu,
OCYIIECTBISIOMIUMHU (PUHAHCOBBII KOHTPOIIb
IlepeueHb yMeHUIi, 0CBAUBAEMbIX B PAMKAX IMCUMILUIUHBI:
AHanu3upoBaTh 337a4y W OMNpENeNATh dTamnbl | Bragenue  mpaBuiamu | DKCIEpTHOE
peteHus COCTaBJICHUS U | HaOmoIeHne u
CtpyKTypHpOBaTh noy4yaemMyro | opopmiieHus OIICHKA Ha
nHpopmaIro; opopMISTE Pe3yabTAaThl TOUCKA | JOKYMEHTAIIMH B | MPAaKTHYECKUX
Onpenendarb  akTyaJlbHOCTb ~ HOPMAaTHUBHO- | COOTBETCTBUU C | 3aHATHUAX npu
MPaBOBOM TOKYMEHTAIIHI HOPMAaTHBHBIMHU BBITIOJTHCHUH
B3aUMO/ICHCTBOBAaTh c KOJUIETaMH, | JOKYMEHTaMH. paboTHLI.
PYKOBOJCTBOM, KJIMEHTaMU I'pamotHO | Odopmiienue
0(pOpMIISTH JIOKYMEHTBI 1O | pe3yJbTaTOB noucka | OueHka pemneHui
npodeccuoHaIbHON TeMaTHKe uHpopmaIuu. CUTYaIIMOHHBIX
[Tpumenste  cpenctBa  uHGOpMalMOHHBIX | HaBbIku 3a/ad.
TEXHOJIOTHH IS pereHust MpoPECCUOHABHBIX | OCYIIIECTBICHUS
3a/1a4 npoBepku HeoOxoanmon | OreHka
Hcnonp30BaTh O10AKETHOE 3aKOHOAATEIBCTBO | IOKYMEHTALUU JUISL | pe3yJIbTaToOB
0(OPMIISITH MIATEKHbBIE TOKYMEHTBI 3aKJIIOYEHUs BBITIOJTHEHUS
MPOBEPSITH HEOOXOAUMYIO IOKYMEHTAILUIO JJI | KOHTPAKTOB. MPaKTUYECKON
3aKJIIOUYEHUS KOHTPAKTOB JlemoHcTpanusi aHanuza | paboThlI.
0QOpMIISITH pe3ynbTaThl MIPOBECHHBIX | COAEPIKAHUS
KOHTPOJIbHBIX MEpPOTPHUITHIA MyTEM | YIPABICHUYECKUX 3auér
COCTaBJICHUS aKTOB U CIIPABOK JIOKYMEHTOB.

Haspiku B

MCIOJIb30BaHUU

MIPOrpaMMHOTI0

obecrnieueHue B

opranuzaiuu J1OY.
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‘ Bonpocsl a5t npoMexyTo4HO# arTectanuu B popme auddepeHnpoBaHHOTO 3a4eTa
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Mpuiaoxenne 1
OBPA3OBATEJIBHBIE TEXHOJIOT'UHN

VYcnemHoe ocBoeHHe y4eOHOM TUCHUILUIMHBI  «J[OKyMeHTalMoHHOEe oObecredeHue
yIpaBiIeHUs» MPEANoIaraeT akTuBHOE, TBOPUECKOE ydyacTue 00ydarollerocs Ha BCex dTarnax ero
OCBOCHMSI MYyTE€M IUIAHOMEPHOM, CHCTEeMaTH4ecKoil paboThl. B mpenogaBaHuu UCHOJIB3YIOTCS
JCKIMOHHBIE W TpakTHYecKue  (QOpMBbI  MPOBENCHUS  3aHATHHA, WH()OPMAIIMOHHO-
KOMMYHHKAIIMOHHbIE TEXHOJIOTHUH, UHTEPAKTUBHBIEC (DOPMBI O0yUEHUSI.

AKTHBHbIE 1 HHTEPAKTHBHbIEe GOPMbI IPOBEACHUSA 3AHATHI

Cemectp Bun 3ansatus Tema Hcnons3yemsbie Komnyectso
aKTUBHbBIE U 4acoB
MHTEPAKTUBHbBIE
dhopmbl
3 [TpakTHaeckoe Odopmnenue Jenosas urpa 2
3aHATHE IPa’KJaHCKO-TIPaBOBOTO
JIOTOBOpA.
Hroro 2
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