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1. OBIIASI XAPAKTEPUCTHKA PABOYEIl TIPOTPAMMBI VUYEBHOIl
JUCUUILTHHBI

1.1 MecTo AuCUHMILIMHBI B CTPYKTYpPe OCHOBHOI1 00pa3oBaTeIbHOIl NPOrpaMmbl

YuebHast aucuuruimHa OIL06 JIoKyMEHTaMOHHOE OOeCleYeHHe YIPABICHUS SIBISIETCS
obsizatenbHON YacThio obmenpodeccuonanpHoro nukia [TOIT B cooreercteun ¢ ®I'OC CIIO mo
cneruanbHocTu 40.02.04 HOpucnpyaeHuus.

Ocoboe 3HaueHne TUCIHUIUIMHA HMeeT npu Gpopmuposanun u passurun OK 01, OK 09.

OK 01. Bribupare crnocoObl pemeHust 3amad  NpoPEecCHOHATBHON  IeSTeNbHOCTH
MIPUMEHUTENBHO K Pa3IMUHBIM KOHTEKCTaM,;

OK 09. TIlomb3oBatbCst MpodecCHOHATBHONH NOKYMEHTAllMed Ha TOCYyIapCTBEHHOM U
MHOCTPAHHOM SI3bIKaX;

IIK 1.1. OcymecTBisTh npodeccuoHaIbHOE TOJKOBAHIE HOPM IPaBa,

IIK 1.2. [IpuMeHsATh HOPMBI TIPaBa IS PELISHHS 3a7a4 B MPO(ECCHOHANBHON AEATENbHOCTHY,

IIK 13. Bnamers HaBbIKAMH MOATOTOBKM FOPUANYECKMX NOKYMEHTOB, B TOM 4YHCIE C
UCTIOJIb30BaHNEM HH(POPMALTMOHHBIX TEXHOJIOTHHA.

1.2. llenb 1 n1aHUpYyeMble Pe3yJbTATHI OCBOCHHUS AUCLHMILIUHDI:
B pamkax mnporpammbl y4eOHOW DUCIUIUIMHBI OOYYaIOIUMHUCS OCBAaWBAIOTCS YMEHHS
Y 3HAHUS

Kon YMenus 3HaHuA

1K,

OK
K 1.1 | npumMeHsTH Ha MPAKTUKE | TEPMUHOJOTHIO B obactu
IIK 1.2 | rocyaapCTBEHHbBIE CTaHAAPTHL, | AOKYMEHTALUOHHOTO obecrniedeHust

K 1.3 | npyrue HOPMaTHUBHO-METOAUYECKUE | YIIPABJICHUS,
OK 01 | nOKyMeHTHI, periaMeHTUPYIoIIUe
OK 09 | opramusanur0 JOKYMEHTALMOHHOTO
o0ecreyeHus yIpaBJIeHUs,

COCTaBJISITh ¥ TIPABHIILHO OQOPMIISITH | HOPMATHUBHBIE JOKYMEHTBHI,

OCHOBHBbIE BHUIbl OPTaHU3ALHOHHO- | PErJIAMEHTHUPYIOIINE COCTaBJICHUE u

PaCTIOPSIAUTEIBbHBIX TOKYMEHTOB,; opopmiieHHe TOKYMEHTALlMd U TOPSIOOK ee
obpaboTku;

oopmItsTh WH(POPMALIMOHHO- | IPaBWJIAa  COCTaBJIEHHS W OQOPMIICHUS

CTIPaBOYHYIO JTOKYMEHTALUIO; OpTraHU3aLHOHHO-PACTIOPSAUTEIbHBIX

JOKYMEHTOB, BXOASIIUX B Y HU(PHIUPOBAHHYIO
CHUCTEMY OPraHU3aLHOHHO-PACIOPSAUTENBHBIX
IOKYMEHTOB, YHHU(DUIMPOBAHHYIO CHCTEMY
MEePBUYHON Y4Y€THOM NOKYMEHTalUUUd B 4YaCTH
JOKYMEHTALUHU 10 YYETY TPYIa,

oopMIATH KaJpOBYIO | MOPSAOK MPOBEACHUS 3KCIEPTH3BI IIEHHOCTU

IOKYMEHTALHIO, JOKYMEHTOB M TOATOTOBKH ENl K apXUBHOMY
XPAHEHHIO.

o(hopMIISITE TPETEH3MOHHO-UCKOBYIO | TEXHOJIOTHIO OPTaHU3ALMH JOKYMEHTOO00pOTa

JOKYMEHTALHIO. B OpPTraHU3alMsIX (YIPEKICHHSX).




2. CTPYKTYPA U COJAEPKAHUE YYEBHOM JUCIHUILTAHBI

2.1 O0bem yueOHOI AMCUHMILIMHBI U BUABI YUeOHOl padoThI

Bun ydeOHoit paboTsl O0beM B yacax

O6bem 0bpa3oBaTeabHON MPOrpaMmMbl YIeOHOH TUCIUTUIUHBI 44
O06BeM paboThl 00YUAIOIUXCSI BO B3AUMOICHCTBUH C TIPENOAaBATENIEM 36
B TOM YHCJIE!

TeOpeTHYeCKoe 0O0yIeHHe 28
NPaKTUYECCKUE 3QHATUSA 8
KypcoBasi pabora (IpoexT) 0
CamoctosrenpHas pabora 8
IIpomeskyTounast arrectaius B popme nuddepeHnpoBaHHOTO 3a4eTa 2




2.2 TemaTn4yeckuii NJ1aH U coAep:KaHue Y4eOHOH JHCHUTIHHBI
Conep:xanne yaeOHOro MaTepHasia

Koapr
KOMITETEHITH,
HanMeHoBaHIE Obwem | PpopmupoBaHHIO
Da3 IO i TeM Conepsxanne yueOHOro Matepuana u popMbl OpraHU3alnN AEATEIbHOCTH O0YHarOIUX CsI B KOTOPBIX
gacax | crocobcTByer
3JIEMEHT
POTPAMMBI
PA3JIEJI 1. OCHOBBI JOKYMEHTUPOBAHMS YITPABJIEHUYECKOU JEATEJILHOCTU 8 OK 01 OK 09
Tema 1.1. Ilonsatue o | Coneprxanue yueOHOTO MaTepuaia 2
IOKyMeHTAaMOHHOM | OCHOBHbIE CBOWCTBA JOKYMEHTOB M MX (YHKIMM B CUCTeMe yrpaBieHus. [loHATHE HOKyMeHTa.
obecrieyeHNN Wndopmanmst n nokyment. Kinaccudukanmst JOKyMEHTOB: IO BUAY OPOPMIIEHUS];, TI0 COAEPIKAHUIO,
yIpaBleHus, no ¢opme; Mo MPOUCXOKIEHHIO, MO CpeAcTBaM (puKcauuy;, 1Mo CpoKam XpaHeHHss. MaTepuanbHble
JIOKYMEHTE U HOCUTENN HH(POpMALTUHL.
crniocodax ITonsitue nokymentupoBaHusi. OCHOBHBIE CrTOCOOBI TOKYMEHTHPOBaHUs. OCHOBHBIE COBPEMEHHBIE
TOKYMEHTHPOBAHHS TEXHOJIOTUH, TPHUMEHSEMble NPU OpraHu3anuu padoTel C AOKYMEHTAMHU B OPTaHU3ALMSIX
(YapekIeHHsIX ).
Tema 1.2. Conepxxanne yueOHOro MaTepuaa 6 OK 01 OK 09
HopwmarusHo- HopMmaTtuBHO-TIpaBOBBIE aKThI, PETYIUPYIOIINE TOKYMEHTALMOHHOE OOECIeYeHHEe YIPaBICHMUS.
npaBoBas 0asza YHudukamms u CTaHAapTU3aIUs KaK OCHOBHBIE HAIPABJICHUS] COBEPIIEHCTBOBAHUS JOKYMEHTOB U
IOKYMEHTAILMOHHOTO | TOKYMEHTALMOHHOTO 00eCTieueH sl yIIPaBICHUS.
obecrieyeHust IlepeueHb OCHOBHBIX TIOCYNApCTBEHHBIX CTaHAAPTOB HAa YHU(DULIHUPOBAHHBIE CHUCTEMBI
yIpaBJieHus nokyMmeHTauuu. (OCHOBHBIE TIOJIOKEHHUs] TOCYNapCTBEHHOM CHCTEMbl JOKYMEHTALMOHHOIO
obecnieuenust ynpasierns. CocTaB yHUPUIIUPOBAHHBIX CHCTEM JTOKYMEHTALMH: OpPTraHU3alMOHHO-
pacriopsiANTeNbHASL, OTYETHO-CTATUCTHUECKAs, (PUHAHCOBass M Ap. XapaKTePUCTHUKA, COCTaB U
cogepxxanne I'OCTa Ha cucrteMy OpraHHM3allMOHHO-PACTIOPSIAUTENBHON  JTOKYMEHTALUH.
YHupuuupoBaHHasi CHCTEMa OPraHM3aLUOHHO-PACTIOPAIUTENIbHON TOKyMeHTauuu. TpeGoBaHus K
oopmienuro nokymeHtoB. Dopmynsp-obpazen OPJl. Ilpasuna odopmieHUs pPEKBU3HUTOB,
peraameHTUpoBaHHbIX [ OCTowMm.
B TOM 4ncne npakTH4eCKUX 3aHATUI 2
[IpakTHueckoe 3aHsTHE — PacnonoskeHne peKBU3UTOB HA OJIAHKAX JOKYMEHTOB 2




Koner

KOMITETEHITH,
HauMeHoBaHME Obmwem | PpopmupoBaHHIO
Pa3 IO H Tem Copnepsxanne yueOHOro Matepuana u popMbl OpraHU3alnU AEATEIbHOCTH O0YHaIOINX CsI B KOTOPBIX
gacax | crnocobcTByer
3JIEMEHT
IPOrPaMMBI
PA3JAEJI 2. OPTAHU3SAIIMA CUCTEMbI JOKYMEHTAIIMOHHOI'O OBECITEUEHU A 26
Tema 2.1. Conepxxanne yueOHOro MaTepuaa 3 OK 01 OK 09
Odopmnenue XapakTepuCTUKAa W COCTaB CIPABOYHO-MH(OOPMAILMOHHBIX JTOKYMEHTOB (CIY>KEOHBIX IIHCEM, MK 1.1.-1.3
UH(POPMALTMOHHO- CIPABOK, 3asIBJIEHUH, aKTOB, IPOTOKOJIOB, HOKJIAIHBIX U OOBSICHUTENBHBIX 3AIHCOK), TPEOOBaHUS K
CIIPaBOYHOMN ux opopmiiernto. JIOKYMEHTHPOBAHHE ACATEIBHOCTH KOJIIETHAIBHBIX OPTaHOB.
NOKYMEHTAaLUN B TOM 4ncie npakTU4eCKUX 3aHATHH 1
IIpakTrueckoe 3ausTHE - OdopMiIeHne HHPOPMALMOHHO-CITPABOYHON JOKYMEHTALHH. 1
CamocrosiTenpHas pabora 00y4aromuxcs 2
CocraBnenne mabdioHa TOKJIaTHON 1 OOBSCHUTEIBHON 3aIUCKU
Tema 2.2. Conepxxanne yueOHOroO MaTepuaa 3 OK 01 OK 09
Odopmnenue OCHOBHBIE TPYIIBI OPTaHU3ALMOHHO-PACTIOPSIIUTEIbHBIX JOKYMEHTOB. XapaKTEPUCTHKA U COCTaB IIK1.1.-1.3
OpraHU3aLMOHHO- OPTaHU3aL[MOHHBIX JOKYMEHTOB (YyCTaBa, MOJIOKEHUS, UHCTPYKLUH, AOJDKHOCTHOH WHCTPYKLIHH),
pacnopsiiuTeIbHON TpeOoBaHuss K O(OpMIEHHIO. XapaKkTepUCTHKA W COCTaB PACIOPSOUTENbHBIX JOKYMEHTOB
JOKYMEHTaL U1 (ToCTaHOBIIEHUS, TTPUKA3a, PELICHUS, PACTIOPSDKEHUS, yKa3aHust), TpeOOBaHMS K UX OQOPMIICHHIO.
IToHsiTMEe TONJIMHHWKA, KOMHH, BBIMHCKH, AyOnukata. Buabl KOnmid TOKYMEHTOB, OCOOEHHOCTH
3aBEPEHUs] KON U BBIMUCOK HOTApUAIbHBIMU KOHTOPaMH U JOJIKHOCTHBIMU JIMLIAMHU OPTaHU3aLIi.
B TOM 4ncie npakTH4EeCKUX 3aHATHH 1
IIpakTrueckoe 3ausaTHE - OOopMIIeHHE OPraHU3AIMOHHO-PACTOPSIAUTENIbHON JOKYMEHTALHH. 1
CamocrosiTenpHas pabora 0Oyqaromuxcs 2
CocraBneHne maboHa NpUKa3a
Tema 2.3. Conepxxanne yueOHOro MaTepuaa 4 OK 01 OK 09
Odopmnenue Hasnauenue nuuHbIX JOKYMEHTOB. KaapoBas nOKyMeHTaunus — TPyAOBble KOHTPAKTHL, MPUKA3bl MO IIK1.1.-13
KaJapOBOHN JUYHOMY COCTaBY, TPYIOBbI€ KHIDKKA. YHU(PUIHMPOBaHHbIE (POPMBI TNEPBUYHONH yUETHOH
JOKYMEHTaLuu IOKYMEHTALUH 110 TPyAy U ero omiare. KonpuaeHumanbHOCTh JOKYMEHTOB I10 JIMYHOMY COCTaBY.
Ocobernoctr ohopMIIeHNsT pe3OMe, 3asIBJICHUH, aHKET, aBroOnorpaduii, Tpya0BOI KHIIKKH.
B TOM 4nce npakTU4EeCKUX 3aHATHH 2
IIpaktuyeckoe 3anstue - OpopmiieHne KaapoBOH TOKyMEHTAINH 2
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Koner

KOMITETEHITH,
HauMeHoBaHME Obmwem | PpopmupoBaHHIO
Pa3NENoB 1 TeM Copnepsxanne yueOHOro Matepuana u popMbl OpraHU3alnU AEATEIbHOCTH O0YHaIOINX CsI B KOTOPBIX
gacax | crnocobcTByer
3JIEMEHT
IPOrPaMMBI
CamocrosTenpHas pabora 0Oyqaromuxcs 2
paboTa ¢ HOpMATUBHOWIOKYMEHTALIUEH
Tema 2.4 JlorosopHo- | ConepskaHue yueOHOTO MaTepuaia 4 OK 01 OK 09
MpaBoBasi ITonsitue norosopa. OcHOBHBIE pa3aenbl A0roBopos. [lopsinok odopmiieHus: TPYyIOBOrO OrOBODPA, IIK1.1.-1.3
JNOKYMEHTaLs ZIOrOBOpa MOCTaBKU, AOTOBOPA KYIIJIU-MPOAXKH.
Tema 2.5 Conepxxanne yueOHOro MaTepuaa 2
IIperensnonHo- OCHOBHBIE PEKBH3HUTHI U TOPSIOK OOPMIIEHUS IPETEH3NH, OTBETOB Ha npeTeH3uro. KOpunnyeckas
HCKOBasi ciry>k0a, BBIMTOJHSIOIIAS MPETEH3NOHHO-MCKOBYIO padoTy Ha mpeanpusTir. JKypHan perucrpanuu
JOKYMEHTALHsI nperersuil. Ilopsimok ohopmiteHNst HCKOBBIX 3asBJICHHUH U MPEICTABIEHIE X B APOUTPaXKHBIHN CYy 1.
PA3JIEJI 3. OPTAHU3ALIMA PABOTHI C JOKYMEHTAMU B OPITAHU3AIIMAX (VUPEXIEHUAX) 8
Tema 3.1 Texunonorust | Conepskanue yueOHOTO MaTepuaia 2 OK 01 OK 09
OpraHu3aluu Ynpasnenne u nenonpousBoacTBo. OpraHuszanuoHHble (opmbl nemonpomsBoacrsa. CiyxkOa IIK1.1.-13
IOKYMEHTOO0OPOTa B | TOKYMEHTALIMOHHOTO OOeCIeueH sl YIIPaBJIeHHsI, OCHOBHAs 3a/1a4a, (PyHKLINH, THIIOBBIE CTPYKTYPHI,
OpTraHHU3AIUSIX TIOJDKHOCTHOM coctaB. PernamenTanust pabotsl ciayx0s1 JJOY. IlpuMepHoe nojioxkeHue o ciryskoe
(YapexaeHHsx ) JOKYMEHTAIMOHHOTO 00eCTI€UeHHs YIIPABJICHHS U JOJDKHOCTHBIE HHCTPYKITUHL.
CamocrosTenpHas pabora 0Oy4aromuxcs 2
CozpaHue npe3eHTaluy Ha TeMy «QJEeKTPOHHOE AeJIONPOU3BOACTBOY
Tema 3.2 Conep:xanne yueOHOro MaTepuaa 2 OK 01 OK 09
Ocobennoctu ITonsiTuss mpennokeHus, 3asBIeHUs U kanoObl. IlpueM W perucrpamyst MUceM TPakAaH. IIK1.1.-13
nenonpousBojcTsa no | PaccMoTrpeHue u paspelieHye nmuceM, CpoK paccMOTpeHus. AHaIN3 MHCEM IPakJIaH.
oOpamenusiMm rpakaad | KonpunenumaneHoe  genonpousBoacTtBo.  [pud  orpaHudeHuss JOCTyna K JOKYMEHTY.
u ABTOMaTHU3UPOBAHHBIE CUCTEMbI Pa0OTHI ¢ JOKyMeHTaMu. CpencTBa NW3rOTOBJIEHUS], KOMTMPOBAHUS
KOH(PHMIEHIIMAJIBHOTO | U Pa3MHOXKEHUs TOKyMeHTOB. Opranuzanus pabounx MecT.
JeJIONPOU3BOCTBA
Tema 3.3 Conepxxanne yueOHOro MaTepuaa 4 OK 01 OK 09
Cucremarusanmusi IIK1.1.-13




Koner

KOMITETEHITH,
HauMeHoBaHME Obmwem | PpopmupoBaHHIO
PA3TENOB 1 Tem Copnepsxanne yueOHOro Matepuana u popMbl OpraHU3alnU AEATEIbHOCTH O0YHaIOINX CsI B KOTOPBIX
gacax | crnocobcTByer
3IEMEHT
POTPAMMBI
TOKYMEHTOB, [onsitue noxkymeHToo00poTa. O0IKe MPUHIUITBI OPTaHU3ALMH JOKYMEHTOO00POTa, €ro OCHOBHBIE
¢dopMupOBaHHUE UX B | ATAmbl: MPUEM U MepBUYHAS 00pabOTKa TOKYMEHTOB; pacnpeaesieHHe MOCTYNHBIINX JOKYMEHTOB;
7ena v epeaaya B perucrpanms JOKYMEHTOB U TPENBAPUTEIBHOE HMX PACCMOTPEHHE, PACCMOTPEHHE JAOKYMEHTOB
apXx¥B OpraHU3aluU PYKOBOJCTBOM OpraHU3aluH (YUPEXKIEHHs) U HalpaBlieHHEe WX Ha UCIIOJHEHUE, UCIOJHEHHE U
KOHTPOJIb 32 UCMIOJHEHNEM JOKYMEHTOB, TEKyLIee XpaHEHHE TOKyMEHTOB.
Homenknatypa nen. OOpaboTka nmen IiIsl TOCIEAYIOLIErO XpPaHEHHWs. JKCHEepPTH3a LEHHOCTH
JOKYMEHTOB, opopMIleHUe nes, coctasyieHne onuceil. Crayda e B apxuB.
IIpomeskyTounas arrectanms B popme nuddhepeHInPOBAHHOTO 3a4eTa 2
Hroro 44




3. YCJIOBUSI PEAJIN3AIIMU TPOI'PAMMBI YUEBHOUM U CIUILTAHBI

3.1. MaTepuajibHO-TeXHHYeCKOe o0ecrneyeHue
YuebHast aynuTopusi AN TMPOBENEHUS 3aHATHH BCEX BHUIOB, MPEIYCMOTPEHHBIX
00pazoBaTesIbHON MPOrpaMMON, B TOM YHCJIE TPYIIOBbIX M WHIUBUAYAJIbHBIX KOHCYJIbTALUH, a
TaKXKe Ui MPOBENEHUS] TEKYIUEro KOHTPOJS, MPOMEKYTOUHOW M TOCYIapCTBEHHOW HTOTOBOM
arrecTanny (KaOWHET JOKYMEHTALHOHHOTO OOECTIEYeHNE YITPABICHIS).
CrenmnannsupoBaHHas MeOenb:
Cron (yuutenbckmii) — 1 mr.
Cryn (yuutenbckuii) — 1 mT.
Cton KOMIIBIOTEpHBIH — 15 mmT.
Ctyn xoMnbroTepHbIi — 14 .
IMxad -2 mr.
Hocka menoBast — 1 .
Tymba -2 .
TexHuueckue cpencrsa 0OyUeHus:
Komnerotep npenogasarens — 1 mr.,
KowmmeroTep amnst paboTsl cTyeHTOB — 14 1mT.,
MynpTumMenuanpoexTop 1 wr.
Oxpad lwT.,
Kowmrutekt (2 1mT.) ayAuo KOJIOHOK AJIi  BOCTIPOM3BENEHHs ayauo ¢aiina 1 mr.,
Ilpuntep — 1 wr.,
Ckanep - lur,,
Konguunonep — 2 wr.
Y4eOHO-HarAgHbIE 1 METOAMYECKHE TOCoOUs1, yaieOHO-MeTOoANYeCKast JOKYMEHTALHUS.

IMomewmenne nist camocrositenbHON padoTs! (bubinoTeka, YUTATBHBIN 3a)1 C BBIXOIOM B
UHTEPHET)
CrnennanusuposanHast MeOesnb:
Cron (yuutenbckmii) — 1 mr.
Cryn (yuntenbckuii) — 1 mT.
Cron cryneH4ecknii (IByXMeCTHBIH) — 15 mT.
Crtyn — 29 mr.
CTON KOMIIBIOTEPHBIN — 6 IIT.
CTyn KOMIBIOTEPHBIN — 6 IIT.
Ixad —4 mwr.
Hocka mesnoBast — 1 mT.
TexHuueckue cpencrsa 0OyUeHus:
Komnerorep IIK — 1 mwit,,
KowmmeroTep anst paboTs! CTyI€HTOB — 6 WIT.,
MynpTumMenuanpoexTop 1 wr.
Oxpad luwT.,
Komrutekt (2 1mT.) ay1M0 KOJIOHOK AJIsl  BOCIIPOU3BEACHUS ayauo daiina 1 mT.
Y4aeOHO-HarAgHbIE 1 METOAMYECKHE TOCOOUs, yaeOHO-MeToANYeCKast JOKYMEHTALHUS.

3.2. MHupopmaunoHHO-TEeXHHYECKOe o0ecneyeHHe peaju3alui NPorpaMmbl

Jnsa peanuzauuu mporpaMmbl  OmOnmmnoreuHsli poHa oOpa3oBaTeNbHON OpraHM3alHuU
IOJDKEH UMETh MeYaTHbIe W/UIIH 3JIEKTPOHHbIe 00pa3oBaTebHble 1 HHPOPMAILIMOHHBIE PECYPCHI,
pPEKOMEHyeMble JIsl UCTIOIb30BaHUs B 00pa30BaTeIbHOM MPOLIECcCe

3.2.1. DnexTpoHHbIE N3NaHUSA (SJIEKTPOHHBIE PECYPCHI)
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4. KOHTPOJIb H OIEHKA

PE3YJBTATOB OCBOEHHSI YYEBHOMH

JUCHUIIJIMHBI
PesyabTaTnl 00yuyeHHus Kputepuu ouenkn MeTtonsl
OLICHKH

3HaTh! - JEMOHCTpanHs OTBETCTBEHHOCTH | - SKCIIEPTHOE
TEPMHHOJIOTHIO B obxactu | 3a NPUHSATHIE pewmenus, | HabIrOACHNE
JOKYMEHTAILMOHHOro obecrieueHnst | 0OOCHOBAaHHOCTh CaMOAHAJIM3a U | BBITOJHEHHS
yIPaBJICHNUS, KOPPEKLIHSI PE3yJIBTATOB | MPAKTHYECKUX
HOPMAaTHBHBIE JOKYMEHTBI, | COOCTBEHHOH paloThI, 3aJaHUMN,
perIaMeHTHPYIOLINE COCTABJIEHHE | - UCIOJIb30BAHNE 3aKOHOAATENbHBIX | -  OLEHKa IO
U odopmileHHe IOKYMEHTallMd U | U HOPMAaTUBHO-IPABOBBIX aKTOB IPHU | HITOTaM YCTHOTO
nopsiiok ee 00padoTKw; TUTAHUPOBAHUU orpoca
npaBuiIa COCTaBJICHUS U | IpeANpPUHUMATENIbCKOM CTYJICHTOB,
oopmnenus OPTaHU3ALMOHHO- | IEATENIbHOCTU B MPO(ECCHOHANBHOMN | - HAOMIOIEHUE 110

PaCTIOPSANTENBHBIX  JOKYMEHTOB,
BXOISIIUX B YHUPHIUPOBAHHYIO
cUCTEMY OpPTaHN3aLUOHHO-
PaCIIOPSANTENBHBIX  JOKYMEHTOB,
YHupUUIUpOBaHHYIO CUCTEMY
NEePBUYHON Y4EeTHOU
TOKYMEHTALUU B 4acTH
JOKYMEHTALUH 10 YUETY TPYa;
MOPSIIOK TTPOBEACHUST HKCIIEPTHU3BI
LIEHHOCTH TOKYMEHTOB u
NOATOTOBKH A€ K AapXUBHOMY
XPaHEHHIO.

TEXHOJIOTHIO OpraHu3aLIH
TOKYMEHTO000pOoTa B
OpTraHu3aLsIX (YIPEKICHHSX).

cepe;

- JEeMOHCTpalus 3HAHUN B 00JacTH
(bHHAHCOBOI rPaMOTHOCTH.

- KOHCTPYKTHBHOCTb
B3aUMOJIEHCTBHA ¢ 00yUaAOIIIMUCS,
NPENoaBaTeNsIMU B X0 OOy4eHus,
PYKOBOOUTENSIMH  y4eOHOH u
NPOU3BOICTBEHHOH MPAKTHK.
-cobmroneHne
po¢h)eCCUOHANTBHOM STHKH,
— MOCTpOeHHE MPOGECCHOHATBHOTO
OOIIEHUs C YYEeTOM COLHAIbHO-

HOpM

npodeCCHOHATBHOTO craryca,
cutyauuu oOieHusi, ocoOeHHOCTEelH
TPYIIIbI u UHIUBUIYaTbHBIX
ocobeHHoCTeH YYaCTHHKOB
KOMMYHHUKALHH.

- rPaMOTHOCTb YCTHOHN 51
MUCbMEHHOU peuy,

- obdopMmieHHe HOKYMEHTOB B

cootBercTBur ¢ 'OCTowm;

- SICHOCTb (OPMYJIUPOBAaHUS U
W3JIOKEHUST MBICIIEH,

- MpOsiBlIEHHE TOJIEPAHTHOCTH B
nporecce oOIeHusI.

- coOnoieHne HOPM TOBENEHHS BO
BpeMs1 yueOHBIX 3aHSTHI,

- cobmonenne CTaHIapTOB
AHTUKOPPYMLUHOHHOIO MOBEACHHUSI.

- cO0JII0TaeT HOPMBI SKOJIOTHUECKOH
0€30MacHOCTH;

— ornpenenser HarnpaBJIeHUS
pecypcocOepexxeHuss B paMKax
npoeCCUOHANIBHON  TeATeIbHOCTH
IO CMeLHUaTbHOCTH.

- 5} ¢exTUBHOCTh HCMOIB30BAHUS
cpencTB (U3UUECKON KYJIbTYpPbI AJIsI

UuToraM
TECTUPOBAHUA.
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COXPaHEHWUsI U YKPETUICHHUSI 3T0POBbsI
B mpouecce mpodeccHoHaTbHON
OESITeNNbHOCTH U TOAACpP KaHUS
HEOOXOUMOTO YPOBHS (PU3HUECKOH
MOJITOTOBJICHHOCTH.

- 3¢(eKTHBHOCTb UCIOJNb30BAHUS B
npoeCCUOHANIBHON  IEeATEIbHOCTH
HEOOXOUMOM JOKYMEHTALINH, B TOM
YHCJIe HA HHOCTPAHHOM SI3BIKE.

YMeTh:

HpI/IMeHﬂTb Ha Hp AKTHUKE
roCcy1apCTBEHHBIC CTaHAApTBHI,
Ipyrue HOPMAaTUBHO-
METOOUYCCKIHEC I[OKYMGHTBI,

perJaMeHTUPYIOIEe OpraHU3aLUIo
JOKYMEHTAIMOHHOTO O0eCrevYeHHsI

yTpaBIICHHUS,
COCTaBJIATD u NpaBUIIbHO
opopmMIIITH  OCHOBHBIE  BUbI
OpPTaHU3aL[HOHHO-
pacnopsiAUTEbHBIX JOKYMEHTOB,;
oopMITH UH(POPMALIMOHHO-

CIIPABOYHYIO TOKYMEHTALIMIO,

oopMITH KaJpOBYIO
IOKYMEHTALHIO,
oopmItsTh MPETEH3UOHHO-

HNCKOBYIO JOKYMECHTAIHIO.

- odopmieHHE OKYMEHTOB W
pelIeHne MPaKTUYECKUX CUTyalui ¢
HOPMAaTUBHbIM IMPaBOBbIM
000CHOBaHHEM,;

- AEMOHCTpalluad HAaBBIKOB pa6OTbI C
HOPMAaTUBHBIMHA MpaBOBbIMHA

aKTaMH, B T.4. C HCHOJIb30BaHHEM
WH(OPMALUOHHO-KOMITBIO TEPHBIX
TEXHOJIOTHI.

- 00OCHOBaHHOCTb  TOCTAHOBKH
nenyd, BbIOOpa M NPUMEHEHUS
METOAOB M CIIOCOOOB  peIeHus

npoheCCHOHANTbHBIX 3a7a4,

- WCHOJb30BaHHME  PA3JIMYHBIX
HCTOYHHKOB, BKJIFOYasi JJIEKTPOHHbBIE
pecypckl, Menua pecypcsl,
Hurepuer-pecypcesl,

NePUOANYECKUE U3IaHHsI o
CIEeLHUATbHOCTH Il PELICHHUs
poeCCHOHANTBHBIX 3a7a4.

- JKCIIEPTHOE
HaOJIr0 IeHUE
BBITIOJITHCHUA
HpaKTI/ILIeCKI/IX
3a/laHui,

- OLEHKa 10
HUTOTaM yCTHOTO
ornpoca
CTY/IEHTOB,

- HAOJIFOIEHHE 110
UTOramMm
TECTUPOBAHUS
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