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1.0061mas xapaxTepucTika padoueit IporpaMMbl JUCLHUILUTUHEI
1.1. MecTo AMCUMILIAHEI B CTPYKTYPE OCHOBHON 00pa3oBaTeIbHOM IpOrpaMMBbl

Juctunmmaa  OIL.06  JlokyMeHTalMOHHOE OOSCIIEUEHUE  YIIPABJICHUS  SBJISETCS
o0s3aTenbHOM 4YacThio  0O0IIenpodecCHOHANBHOrO IMKIa o0pa3oBaTelbHONH IpOrpaMMBI B
cootBercTBHH ¢ @I"OC CIIO mo creyuansHoctd 40.02.04 FOpucnpyneHnus.

Ocoboe 3HaueHne JUCLUTUIMHA UMeeT Ipu GopmupoBanuu U passutuud OK 01, OK 02, OK
03, OK 04, OK 05, OK 06, OK 09.

1.2.1.[6JII> 1 IMNJIAHUPYEMBIC pE3YyJIbTAaThl OCBOCHHA JUCHHUIIINHEIL:
B paMKax ImporpaMmsl AUCLHUIIJIMHBI CTYACHTaMH OCBanuBarOTCsAd YMEHHUS U 3HAHUA

Kon o0mux u YMmenus 3HaHUSA
npodeccHOHaTbHBIX
KOMIIETSHIIUN
OK 01, ITpumensaTh Ha npakTtuke | TepmuHonmoruro B odnactu
OK 02, roCyJapCTBEHHBIE CTaHJAPTHl, | JOKYMEHTALIUOHHOTO
OK 03, JIpyrue HOPMAaTHUBHO- | 00eCIIeYeH sl YIIPABICHUS;
OK 04, METOUYECKUE JokyMeHThl, | HopmatuBHEBIE JIOKYMEHTHI,
OK 05, perJIaMEHTUPYIOLIE perylaMEHTUPYIOLIUE COCTaBIEHUE
OK 06, OpraHU3aLHI0 U 0hOpMIIEHHE OKYMEHTALUU U
OK 09, JIOKYMEHTAIIMOHHOT O 00€CTIeYeHUs | MOPsIoK ee 00padoTku;
yIIPaBIEHUS; [IpaBumna COCTaBNEHUS U
CoctaBnsaTh " MIPaBWIBHO | OQOPMJIEHUSI  OpraHHU3allMOHHO-
OQOpMIIATE  OCHOBHBIE  BUJBI | paCIOPSAUTENBHBIX JTOKYMEHTOB,
OpraHH3alMOHHO- BXOJSIIUX B YHU(PHUUPOBAHHYIO
PacTOpSIUTENBHBIX JOKYMEHTOB; | CUCTEMY OpraHU3alMOHHO-
OdopMiaTh UHGOPMALIMOHHO- | pAaCTIOPSIIUTENBHBIX JTOKYMEHTOB,
CIIPAaBOYHYIO TOKYMEHTALILIO; YHUQULUPOBAHHYIO CUCTEMY
Odopmiars KaJIpOBYIO | IEPBUYHOU y4ETHOU
JOKYMEHTAIHIO; JOKYMEHTAIlNH B YacTH
Odopmiare IIPETEH3UOHHO- | JOKYMEHTALUHU 10 yUeTy Tpy[a;
HCKOBYIO TOKYMEHTALHIO. [opsmox MIPOBEJIEHUS
SKCIIEPTU3IBI IIEHHOCTH
JIOKYMEHTOB U TOATOTOBKH A€ K
apXUBHOMY XPaHEHHUIO.
TexHoIOTHIO OpraHU3aLNH
JIOKYMEHTO0O0poTa B
OpraHu3alusxX (YUpEKACHHUSX).

2.CtpykTypa U CoAepKaHUe TUCITUIIIHHEI




2.1.06peM IUCHUIUIMHEL ¥ BHABI yuebHOM paBoThl

Bun yuebnoit paboTs!

O61neM B yacax

O6pem o0pazoBaTeabHOM IPOrPAMMEI AU CHHILIHHE]

46

O0BeM paboTEI CTYACHTOB BO B3aHMOJICHCTBHH C IIPENOAaBaTeIeM 38
B TOM YHCIJIE:

TEOPETHUYECKOE 00yUeHHe 16
IPAKTUYECKUE 3aHSITHS 22
nabopaTopHbIe paboTh -
KOHTpPOJIbHBIE pabOTHI -
KypcoBoii mpoekT (pabota) -
caMocTosiTeNIbHas paboTa 8

[IpomexyTouHas arrecranus B hopme JJudbepeHnupoBaHHbL 3aueT




2.2 TeMaTHUeCKHUH [UIaH ¥ COAEPKAHUE TUCLUIIHHBI

Koaer
KOMITETEHUIHUN
ConepsxaHue yueGHOro ’
Haumenopanue MatepHaia U GopMeI $opmHposaniio
OO6peM B yacax KOTOPBIX
pa3esoB U TeM OPraHH3aL1H AeSTeIbHOCTH _
crocoGeTBYET
CTYAEHTOB
3IIEMEHT
HPOrpaMMel
! 2 3 4
Paspen 1. «OCHOBBI JOKYMEHTHUPOBAHMU
YITPABJIEHYECKOH JESATEJILHOCTH «
Tema 1.1 ITonsaTue o Conepsanue yueGHOro OK 01, OK 02,
MOKYMEHTAUOHHOM MaTepHaia OK 05, OK 09
ofecneyeHun OcHoBHbIE CBOHCTBA JOKYMEHTOB
YTIpaBJI€HUs, TOKYMEHTE | U UX QYHKIIHH B CHCTEME
H criocobax ynpasneHus. [loustue
JOKYMEHTHPOBaHHA., nokyMenTta. MHdopmanms u
Hopmarusro-npasoBas | moxymenr. Kinaccudukarms
Oaza MOKYMEHTOB: 110 BUY
JMOKYMEHTAlIMOHHOTO 0hOPMIIEHHS; IO COAEP/KAHUIO;
obecrieyeHus 1o (opme; Mo MPOUCXOKIAEHHIO;
yTIpaBJIeHUS No cpeacTBaM ¢GHKCALHH; T10
CPOKaM XpaHEeHHs.
MartepuanbHble HOCHTETH
MHOpMaLIHH.
[TousaTHe TOKYMEHTHPOBAHHS.
OCHOBHBIE CITOCOORI
NOoKyMeHTHpoBaHUs. OCHOBHEIE
COBPEMEHHBIE TEXHOJIOTHH,
NpUMEHsEMBbIE [IPH OpraHU3allHH
paloThI ¢ TOKYMEHTAMH B
OpPraHu3aLIX (YUPSKIECHUIX). 5

HopMmaTHBHO-NIpaBOBEIE aKThI,
perynupymolme
MOKYMEHTALHOHHOE O0ecreueHHe
yrpasieHus. YHU(HUKAIUS U
CTaHAApTH3aLMs KaK OCHOBHBIE
HamnpaBJeHHs!
COBEPUIEHCTBOBAHHS JOKYMEHTOB
H TOKYMEHTALHOHHOTO
o0ecIeyeHns yrpaBJieHus.
Ilepeyenn OCHOBHBIX
rOCYAapCTBEHHBIX CTAHOApPTOB Ha
YHHGHLHUPOBAHHbIE CHCTEMBI
JOKYMEHTALIUH. OcHoBHbIE
ITOJIOKEHHUS rocyapCcTBEHHOH
CHCTEMBI  JOKYMEHTAlIHOHHOIO
obecneueHus ynpasieHus. CocTa
YHU(DHUIIHPOBaHHBIX CHCTEM
MOKYMEHTalHH: OpraHH3aIMOHHO-
pacropsauTensHas, OTYETHO-
CTaTHCTHYECKas, (UHAHCOBAas U

Ap.




CamocTosTensHas padora
CTYZIEHTOB

Hctopws pa3BUTHs HAYYHBIX
NpEeCTaBJICHHUH O
JOKYMEHTALMOHHOM 00eCcreYeHUH
yTIPaBIICHHS.

Tema 1.2 CriocoGsl 1 CopnepskaHue yueGHOro MaTepHaia OK 01, OK 02,
NpaBHJIa CO30aHUS XapakTepucTHKa,  COCTaB  H OK 03, OK 04,
JOKYMEHTOB conepxanne I'OCTa Ha cucteMy OK 05, OK 06,

OpraHH3aLHOHHO- OK 09

pacnopsAUTENBHOR

JOKYMEHTAaLHH.

YHubUUMpOBaHHAS cucrema

OpraHM3aLlMOHHO-

pacnopsaiUTEIbHON

MOKyMeHTaluu. Tpe€oBaHMA K

0QOPMIIEHHIO JIOKYMEHTOB.

dopmynsp-obpazent OPJ.

IpaBuna odopMITeHHST

PEKBU3UTOB,

pernamentupoBanHbX [ OCTom.

B ToM yucne NpakTHYECKUX

3aHATHH

ITpakTiueckoe 3aHsaTHE Nel.

OdopmieHre peKBU3UTOB Ha

JOKYMEHTaX.
Paznen 2. OPTAHU3ALIMA CUCTEMbI
JOKYMEHTAIIMOHHOI'O OBECITEUEHW A
Tema 2.1 OdopmueHue CopeprxaHue yyeOHOro OK 01, OK 02,
UH(}OpMaLIHOHHO- MaTepuana OK 03, OK 04,
CIIPaBOYHOH XapakTepucTuka u COCTaB OK 05, OK 06
JOKyMEHTalUH CIPaBOYHO-UHGOPMALIMOHHBIX

JOKYMEHTOB (CcmyKeGHBIX THCEM,

CIIPaBOK, 3asBJICHUH, aKTOB,

NpPOTOKONOB,  AOKJAOHBIX U

OOBSACHUTENIBHBIX 3aIMCOK),

TpeboBaHHA K HX OG(OPMIIEHHIO.

JloxyMeHTHpOBaHHe

NEATeNIPHOCTH  KOJUIErMaJIbHBIX

OpraHoB.

B TOM uncie npakTHYecKHuX

3aHATUH

IpakTrueckoe 3aHsaTHE No2.

OdopmneHue HHPOPMaLIMOHHO-

CIPaBOYHOH JOKYMEHTalLUH.
Tema 2.2 OdopMieHue Conepsxanue yueGHOTo OK 01, OK 02,
OpraHU3aLUOHHO- MaTepuaia OK 03, OK 04,
pacropsIUTeNbHON OcHoBHbIE rpyNMnbl OK 05, OK 06,
JOKYMEHTalUH OpraHHu3aloOHHO- OK 09

PacHoOpSAUTENBHBIX IOKYMEHTOB.

XapakTepHUCTHKa U COCTaB

OpPraHH3alMOHHBIX  JOKYMEHTOB
(ycTaBa, MONOKEHUS, THCTPYKLMH,




JOJDKHOCTHOM HHCTPYKIUH),
TpeOoBaHMA K  OGOPMIICHHIO.
XapaKTepHucTHKa " COCTaB
pacCropsUTENBHBIX  AOKYMEHTOB

(mocraHoBNIEHHS, TNpHKa3a,
peLIeHus, pacnopspkeHus,
yKa3aHusg), TpeOOBaHHA K UX
oopmIeHuO.

IloHATHE TOMIMHHMKA, KOIHHU,
BEIIMCKH,  AyOnukara.  Buasl
KONHH JOKYMEHTOB, 0COOEHHOCTH
3aBEPEHUS KOMHUA M  BHINHCOK
HOTapUaJIbHBIMH ~ KOHTOpAaMH H
JO/DKHOCTHBIMH JIMLIAMH
OpraHU3aIumn.

B ToM uuciie npakTHYeCKHX
3aHATHH

IMpakTiueckoe 3aHsTHe Ne3,
OdopMieHHe opraHu3alHOHHO-
pacnopaaUTEIbHON
JOKYMEHTALIMH.

CamocrosrensHas pabora.
Knaccudpukanus
OpraHH3aLHOHHO-
pacmopsAaUTENILHON
JOKYMEHTaIHH:
OpraHU3aLMOHHBIE,
pacnopsaauTesbHbIe, CIIPAaBOYHO-
MH(}OPMAaLIMOHHEIE,

Tema 2.3 Odopmienue
KaJpoBOH
JOKYMEHTalUH

Copnepixanue yueGHOro MaTepuana
3asBIEHN U IPHUKA3bI [0 JIMYHOMY
COCTaBy. JInunas KapTouka
dopmsl T-2 u uuHbIE fena

B TOM uyMcle OpakTHYECKUX
3aHATUHI

ITpakTHueckoe  3anstHe  Ned.
Odopmnenue KaJpOBOH
JOKYMEHTaLHH.

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

Tema 2.4 JloroBopHo-
npaBoBas
JOKyMEHTaIHs.
IIpeTeH3nOHHO-UCKOBas
JOKyMeHTaIus

ConepsxaHue y4eOHOro MaTeprana
Ilonsatne poroBopa. OCHOBHBIE
pasmensl  poroopoB. [lopsmok
odopmieHus TPYZOBOTO
JI0roBopa, JA0roBopa IMOCTaBKH,
JI0rOBOpa KYIUTH-TIPOJAKH.
OCHOBHBIE PEKBM3HTBI U HOPILOK
0(hOpMIIEHHS MPETEH3HM, OTBETOB
Ha T1perensuto. HOpuauueckas
ciyx6a, BBIIOJIHSAOLIAS
MPETEH3HOHHO-UCKOBYIO  paboTy
Ha MNpEeANPUITHH. KypHan
PErucTpaLvy NpPeTeH3HU.
[Topsaok 0hOpMIEHHS HCKOBBIX
3afBJICHHH Y NPECTABICHHE UX B

OK 01, OK 02,

OK 03, OK 04,

OK 05, OK 06,
OK 9




ApOuTpaskHBIH Cya.

B TOoM uncine IpaKTHYECKHX
3aHATHH

[MpakTtHueckoe  3aHATHE  NoS.
OdopmiieHure TOroBopoB.

[Mpaktuueckoe  3aHaTHe  Neb.
Odopmnenue NPETEeH3HOHHO-
HUCKOBOH JOKYMEHTALIUH.

CamocTosTenpHas padora.

Buner JIOTOBOPOB: KYIJIH-
IPOJaXH, NTOCTaBKH, KOMHCCHH U
ap. Bumel pmoroBopoB B cdepe
3aKyIOK.

Pasnen 3 OPTAHU3ALIS PABOTBI C IOKYMEHTAMU
B OPTAHMBALIIX (YUPEXIEHUSIX)

Tema 3.1 TexHomorus
OpraHU3alMH
JIOKyMeHTOo000poTa B
OpraHu3anusx
(YdapeKIeHUIX).
CucremaTu3anus
JIOKYMEHTOB,
dbopMHUpOBaHHe UX B
Jefia ¥ Mepefiaya B
apXUB OpraHU3aliH

Copnepsxanue y4eGHOro
Marepuana

YnpasieHue 1
JETOMpPOU3BOJCTBO.
OpraHu3alMoHHbie GOPMBI
nenonpousBoacTaa. Cinyxda
JOKYMEHTALHOHHOIO
ofecreyeHus yrnparieHus,
OCHOBHas 3aia4a, (PyHKLHH,
THUIIOBBIE CTPYKTYPBI,
JOJIKHOCTHOH COCTaB.
PernamenTanus pabotsl cay:xGe1
JOVY. IlpumepHoe nonoxeHUe o
ciyx0e JOKYMEHTalMOHHOTrO
ofecneyeHus ynpapaeHHs U
NOKHOCTHBIE HHCTPYKIIMH.
IousTue JOKyMeHToo0opoTa.
O61mue NpUHLMITBI OpraHU3aLUU
JIOKyMEHTOOG0pOTa, ero
OCHOBHBIE  OTambl: TNpUEM U
MepBUYHAL o6paGorka
JIOKYMEHTOB; pacnpeaeneHue
HOCTYIHBLIMX JOKYMEHTOB;
perucrTpauus  OOKYMEHTOB U
HpeBapUTEIbHOE UX
PaccMOTpPEHHE; paccMOTpeHHe
JOKYMEHTOB PYKOBOACTBOM
opraHu3aiuu  (y4perkneHus) |
HaIlpaBJIeHHe WX Ha HCIIOJHEHHE;
UCIIOJITHEHHME W KOHTpOJIb 34
HCITOJTHEHHEM JOKYMEHTOB;
TeKyIlee XPaHEHHEe TOKYMEHTOB.
Homenkinarypa gen. O6patoTtka
JeN U1 MOCIeYIOIEro
XpaHeHHs. DKCIEePTH3a LEHHOCTH
JIOKYMEHTOB, 0hopMIIEHHE 1€,
cocramieHue onuceit. Cnaya aei B
apXuB.

OK 01, OK 02,
OK 03, OK 04,
OK 09




CamocTosiTennpHas padora.

Nudopmanmionssle

TEXHOJIOTHH B 2

JIEJIONPOU3BOACTBE
Tema 3.2 Ocobennoctu | Conep:xaHue yueOHOro MaTepHaia OK 01, OK 02,
[€J0NPOU3BOJACTBA 110 ITousTus IpeaJIOKEHHS, OK 03, OK 04,
o0pallleHUsIM IpakaaH U | 3asBlieHHss ¥ kayoObl. [lpuem u OK 05, OK 06,
KOHHICHLIHAJIBHOTO perucTpanus [MHCEM  PaXkAaH. OK 09
IEIONpPOU3BOICTBA PaccMOTpeHHe U paspeleHHe

ITHCEM, CpOK pacCcMOTpPEHUA.
AHaau3 nuceM rpaxaaH.

KonduneHumansHoe

JIeJIOIIPOU3BOLCTBO. I'pud 2
OrpaHHYEHHS JIOCTyna K
JOOKYMEHTY.

ABTOMAaTHU3UPOBAHHBIE  CHCTEMBI
paboTel ¢ nokymeHTaMu. CpencTpa
M3TOTOBJIEHHS, KOIIMPOBAaHUA H
pa3sMHOKEHUA JIOKYMEHTOB.
Opranuzauus padouyux MeCT.

B TOM uyucile [paKTHYECKHX

3aHATUH 2
IpaktHyeckoe  3aHsATHE  No7.
OdopmieHue oOparteHui 2
rpaKAaH.

ITpomexyTOUHas aTTecTalus

Bceero: 46

3. YcioBus pealy3aldy JUCUHTIIMHEL
3.1 Jlyig peasu3aliiy MPOrpaMMBbl TUCLMILTHHBL JOKHBI OBITh IIPELYCMOTPEHBI CIEAYIOLIHE
CIIELIMAIbHBIE ITIOMEIICHUSA:
Kabunet «/{okyMeHTaIITMOHHOTO 0OECIIEUCHHUSI YIIPABIEHHUA»
Ne | HaumeHoBaHue 000pyIOBaHUSA | TexHMYeCKOE OIMHCaHHE
[ CneunanusnpoBaHHas Mebeb U CUCTEMBI XpPaHEHHS
OcHoBHOE 000pyHOBaHHE
YueOHas gocka
Pabouee MecTo npenogaBatens
[MTocagoyHble MecTa 11 00Y4aOLIHXCSI
MeGenb 1)1 pa3MeLieHHs U XpaHeHHs y4eOHOH JIMTepaTyphl U
HaIJIIJHOrO MaTepHalia
II TexHuueckue cpeacTna
OcHoBHOe 000pyAOBaHHE
KomneroTep
MynpTuMegua nmpoeKTop
MHrepakTHBHas JOCKa JJUOO 3KpaH
I1I JleMOHCTpaLMOHHbIEe Y4eOHO-HarIsIAHbIe TOCO0Us

3.2. UudopmauonHoe 00ecIIeYeHHE PeaI3alliy IPOrPaMMBI

Jns peamusanud MporpaMMbl OHOMHOTEUHBIH (GOHA CTPYKTYPHOIO IOAPA3IC/ICHUS
JIONI7KEH UMETh IIe4YaTHBIC ¥ (HUIK) 3JIEKTPOHHBIC 00pa3oBaTeNIbHbIe 1 HHOOPMaLHOHHBIE PECYPCHI,
111 UCIIONB30BaHUs B 00pa3oBaTenbHOM npolecce. I1pu dopmupoBannu 6M6110oTeYHOTO QoHAA
00pa3oBaTeNbHOM OpraHu3alliid BHIOMpAeTCs HE MEHEEe OOHOTO M3JaHHs M3 IEPSUHCICHHBIX B



ITOIT meuatHbIX M3naHuit ¥ (WIH) SNMEKTPOHHBIX U3JAHUH B KAaueCTBE OCHOBHOIO, IIPU ITOM
CIIHCOK MOJKET OBITh AOIONHEH HOBBIMU H3AaHHSIMHU.

OCHOBHBIE II€YaTHBIE U 3JIEKTPOHHBIE U3JAHU:

1. Kysneuos, U. H. JlokyMeHTallMOHHOE 00ecneYeHne yIIpaBIeHH . HokymMeHTo060poT
U NIETIONPOU3BOJICTBO : Y4eOHUK U NPAKTUKYM UL CPENHET0 IpOQeccHOHATBHOI0 06pasoBaHs /
U. H. Ky3nenos. — 4-e usn., nepepab. u gom. — Mocksa : W3narenscTBo IOpaiit, 2023. —
545 ¢. — (Ilpodeccuonansroe o6pazopanue). — ISBN 978-5-534-16004-8.

2. bacakoB, M. M., JloKyMeHTaUHOHHOE OOecleueHHe YIIpaBICHHS (¢ ocHOBamMu
apXUBOBENICHU) : yuebGHoe mocobue / M. 1. Bacakos. — Mocksa : KuoPyc, 2023. — 216 ¢. —
ISBN 978-5-406-11367-7. — URL: https://book.ru/book/948724 (nara obpammenust: 26.06.2023).
— Texer : anexTpOHHEBLA.

3. Bapmyng, B. B., JlokyMeHTaInoHHOe 06ecTIeYeHHe YIIPABICHHS : yuebHuk / B. B.
Bapmynn. — Mocksa : IOctumms, 2022. — 271 ¢. — ISBN 978-5-4365-8902-2. — URL:
https://book.ru/book/942707 (mara oGpamenus: 26.06.2023). — Teker : 3JIEKTPOHHBII.

4. Kopnees, U. K. JloxyMeHTallMOHHOE 06eCreueHye YIpaBIeHuS : y4eOHUK U
NPaKTHKYM [l cpefHero npodeccuonansHoro obpasosauus / U. K. Kopuees, A. B. [Tmerko,
B. A. MawypueB. — 3-e u3n., nepepab. u gom. — Mocksa : M3natenscTBo Opaiir, 2023. —
438 c.— (ITpodeccuonansroe obpasosanue). — ISBN 978-5-534-16002-4. — Texcr
OMeKTpOHHBI  //  O6pasoparensHas  miatgopma  IOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/523611 (nata o6pamenus: 26.06.2023).

5. Kysnenosa, U. B. JloxyMeHTanuoHHOe ObecredyeHHe YIpaBIeHUS : yuebHoe
mocobue nna CIIO / U. B. Kysuenosa, I'. A. XauaTpsH. — 2-e u3g — CapatoB :
IIpodobpasosanue, Al [Tu Op Menua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-
0216-4. — TexeT : 31eKTPOHHBI // DNEeKTPOHHBIH pecype HHDPOBOIL o0pasoBaTenpHO#i cpembl
CITIO PROFo6pa3zoBanue : [caiit]. — URL: https:/profspo.ru/books/80326

6. Hlysanosa, H. H. [loxyMeHTallMOHHOE OGeCTeUeHHe YIIpABICHHUS : y4eOHHK U
NpaKTHKYM JUId CcpeqHero mpodecchuonansHoro obpasosanus/ H. H. IllyBanoBa. — 3-e usn.,
nepepab. u mom. — Mocksa : Usparensctso IOpaitt, 2023. — 247 ¢. — (ITpodeccuonansaoe
obpasosanue). — ISBN 978-5-534-16538-8. — TekcT : 51eKTpOHHBIH // Ob6pazoBarenpHas
mnargopma IOpaiit [cafit]. — URL: https://urait.ru/bcode/S31240 (nara oOpareHus:
26.06.2023).

JlonOMTHUTENbHBIC HCTOYHUKH

1. Anb0OM TepBUYHBIX JOKYMEHTOB: OiekTpoHHas kuura (1 CD).- M.: UJI
«PaBHOBecue».- (Cepus [lenoBblie TOKYMEHTEI», BB 6).

2. Pooxaxos A.T1. OGpasipl TOKYMEHTOB I rpaxkaaH: Dyektponnas kaura (1 CD).- M.:
N]I «PaBHOBeCHE ».

3. CnpaBouHo-TIpaBoBasi cucteMa «I apaHry.

4. CnpaBoyHo-npaBoBas cucteMa «Koncynprantllmocy.

5. T'OCT P 7.0.97-2016. HannoHanbHbL1 cTaHnapT Poceuiickoit deneparmu. Cucrema
CTaHJapTOB 10 HHGpOpPMAaLMH, OMOMHOTEYHOMY M H3TATENbCKOMY nedy. OpraHH3alHOHHO-
pacnopsituTeNbHas JoKyMeHTalus. TpeboBaHus k 0pOpMIIEHHIO JOKYMEHTOB.
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4. KoHTpOTb U OLIEHKA Pe3yIbTaTOB OCBOCHUS JUCLHTIITH HET

KOHTpOHB H OIICHKA Pe3YJIbTATOB OCBOCHUS AUCIHHUILIMHBI OCYIIECTBIISIETCA IIpernoaaBaTciicM B
IIpoLeCcCe NPOBEACHUA ITPAKTHYESCKHUX 38HHTHI>1, TECTHPOBaHUs, a TAKIKS BBIIIOJTHEHUS CTYACHTaMU

UHOUBUNYAJIBHBIX 3aﬂaHI/II7I, IIPOCKTOB, UCCJICAOBAHHUM.

Pe3ynpTaThl 00y4YeHHs

Kputepuu oueHkH

MeToas! OLIEHKU

Hepeqeﬂb 3HaHHﬁ, OCBAHUBACMBIX B paMKaX JHCLUITIJIUHE]

TepmuHonorus B o61actu
JOKyMEHTallMOHHOTO
ofecrneyeHust
YTIpaBIIEHHS;
Hopmartushsie
JOKYMEHTHI,
perjiaMeHTUpPYOLIHe
COCTaBJIEHHE u
oopmiieHHe
JOKyMEHTALMH U MOPSI0K
ee 00padoTku;

IlpaBuna cocraBneHus u
odopmieHust
OpraHU3allHOHHO-
pacrnops AMTEIbHBIX
JOKYMEHTOB, BXOISIIHX B
| YHUQHUMPOBAHHYIO
CHCTEMY
OpraHH3aLMOHHO-
pacnopsAHTENbHBIX
JOKYMEHTOB,
YHUQULPOBAHHYIO
CUCTEMY NMEPBUYHOM
YYETHOH JOKYMEHTALIUH B
YaCTH JOKYMEHTALHH II0

yUeTy TpyAa;

Iopanok MIPOBEACHUS
3KCIEPTHU3BL LEHHOCTH
JOKYMEHTOB u
[OArOTOBKH zen K

apXMBHOMY XPaHEHHIO.
TexHomorus opraHusaluu
IIOKyMEHT0000poTa B
OpraHu3aLMsix
(yupexaeHusnx).

- 0bOpMJIEHHE IOOKYMEHTOB M pELICHHE
NPAKTHYSCKUX CUTYyaLH# ¢ HOPMAaTHBHBEIM
NPaBOBBIM OOOCHOBAHHEM;

- HCITIOJIb30BAHHE PA3JIMYHBIX HCTOYHHKOB, [

BKJIIOYAsl IEKTPOHHBIC Pecypchbl, Meaua

pecypcesl, HHTepHeT-pecypcehl,
NIEPHOIUYECKHE H3JaHUs 1o
CMEeUHATBHOCTH ISt peleHust
npodecCHOHANIBHBIX 33134

- [E€MOHCTpalMs OTBETCTBEHHOCTH 3a

NPUHATBIE  pELIeHHUs, OOOCHOBAHHOCTh
caMoaHalu3a U KOPPEKLHs pe3y/IbTaToB
co6CTBeHHOMU paboTHI;

- HCINONB30BAHHE 3aKOHOATENBHBIX H

HOPMAaTUBHO-TIPABOBBIX  aKTOB npH
IUJIAHUPOBAHWH  MpeANpPHHHUMATEIbCKOM
JAEATEIBHOCTH B NpOodecCHOHANIBHON
coepe;

- JIeMOHCTpalus 3HaHHH B 00jacTH
($UHAHCOBOH IPaMOTHOCTH;

- KOHCTPYKTHBHOCTD
B3aUMOJCHCTBHI ¢  O0yYarolWMHCA,
NpernojaBaTeiMM B XoAe OOyYeHHS,
PYKOBOAMUTEISAMH yaeOHOM U

NPOU3BOJCTBEHHOM IMPAKTHK.
-co0MOIeHHe HOPM TPOGhECCHOHATTBHON
9THKH;

—  TOCTPOeHHE  NPOdecCHOHATBHOIO
O0IEeHHs ¢  y4eToM  COLMAJIbHO-
NpodecCHOHAIBHOTO CTaTyca, CHTYalliH
o0IeHNs, OCOOEHHOCTEeH Tpymmel |
UHIUBUIYaJIBHBIX ocoOeHHOCTeH
Y4aCTHUKOB KOMMYHHKALHH;

- TPaMOTHOCTb YCTHOM W MNUCBMEHHOM
peun;

- odopmieHHe JOKYMEHTOB B
cootBeTcTBHH ¢ [[OCTom;

- ACHOCTb (DOPMYTMPOBAHUS H H3NOKEHHS
MBICJICH;

- TIPOSIBJIEHHE TOJIEPAHTHOCTH B MpOLECCe
ol1meHus;

Tecmupoeanue
80HPOCHL
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N COGIIIO)ICHI/IG HOPM ITOBEOCHHSA BO BpEMA

y4eOHBIX 3aHATUH;

- cobmoeHue CTaHJapTOB
AHTHKOPPYITLIUOHHOTO MOBEACHHUS;

- colnmogaeT HOPMBI  9KOTOTHYECKOH
6€e30MacHOCTH;

- omnpenenseT HarpaBJIeHHUs
pecypcocOepekeHus B pamMkax
npodecCHOHANBHOH ~ JeATEABHOCTH 10
CIIELHAJIBHOCTH;

- 3¢ PEeKTHBHOCTH UCTIONMB30BAHUA CPEACTB
buzHUecKOi KyIbTYphI LIS COXPaHEHHS U
VKpeIUIEHHs  300pPOBhi B  IpoIlecce
npodecCHOHANBHOM — NEATeNIbHOCTH U
MoJAep/KAaHUA ~ HEOOXOJUMOTO  YPOBHS
¢bu3HIecKOM MOArOTOBIEHHOCTH;

- 3(Q(EeKTHBHOCTbL HCIMOJNB30BAaHHUA B
npodeccHoHaNbHOM JeATeNIbHOCTH
HeOOXONWMOM JOKYMEHTALIMH, B TOM
YHCJIe HA MHOCTPAHHOM SI3BIKE

[lepeyeHbp yMeHUi, OCBAUBAEMBIX B paMKaX JTUCIMILTHHBI

[TpumeHsTH Ha TIpaKTHKE
rocyJapcTBEHHbIE
CTaHJapTHl,
HOPMAaTHBHO-
METOMYECKHE
JOKYMEHTHI,
periJaMeHTHpYIOIIHE
OpraHU3alHI0
JOKYMEHTAILIMOHHOTO
obecnieyeHus
yIpaBJIeHUS;

CocTarnaTe ¥ NPaBUIBHO
ohopMIATH OCHOBHBI®
BUABl  OPraHU3aLMOHHO-
pacnopsIUTEIbHBIX
JOKYMEHTOB;

Odopmnsts
UH(OPMaLIIOHHO-
CTPaBOYHYIO
JOKYMEHTAIHIO;
OdopMnaTe  KagpoBYIO
JOKYMEHTAIHIO;
OdopmmsTs
MPETEeH3HOHHO-UCKOBYIO
JOKYMEHTALHIO.

Apyrue

- odopMIIEeHHEe OOKYMEHTOB W pelIeHHe
MPaKTHYECKUX CHUTYalUH ¢ HOPMAaTUBHBIM
NpaBoOBBIM 00OCHOBAHHEM;

- UCTIONIb30BAHHUE PA3IMYHBIX UCTOYHUKOB,
BKJIIOYAas 3JIEKTPOHHBIE PECYPCHl, Meaua

pecypcesl, HurepHeT-pecypesl,
neproauueckue U3/1aHHSA 1o
CTIELHATBHOCTH s peLieHus

npodecCHOHATBHBIX 3a1a

- JEMOHCTpAallUi OTBETCTBEHHOCTH 3a
NPUHATBIE pelIeHHs, OOOCHOBAHHOCTh
CaMOAHAIM3a U KOPPEeKLHMs pe3yabTaToB
coOcTBeHHOH paboThr,

- HCIONB30BAHHE 3aKOHOJNATENBHBIX U

HOPMAaTHBHO-TIPABOBBIX ~ AKTOB  IIpH
IUIAHUPOBAHUH  NpeANpUHUMATENbCKOM
IOEATENIBHOCTH B NpodecCHOHANIBHOM
coepe;

- [OeMOHCTpauus 3HaHHMH B ofnactu
(hUHAHCOBOH rPaMOTHOCTH;

- KOHCTPYKTHBHOCTb
B3aUMOZEHCTBUA ¢ OO0ydaroIIUMHCH,
IpernojaBaTeNsMH B XoAe OOYUeHHS,
PYKOBOAHUTENSIMH yueOHo "

NPOU3BOACTBEHHOH MPaKTHK.
-cobnmroicHHe HOpM TNpodecCHOHATIBHON
3THKH;

—  mocTpoeHHe  IPO(EeCCHOHAIBHOIO
oflIeHHs ¢ Y4YeTOM  COLHMAJIbHO-
Npo¢EeCCHOHAIBHOIO CTaTyca, CHUTyallUH
OOIIeHHs, OCOOEHHOCTEH TIpynmnbl U
HUHIUBUIY AJIBHBIX ocobeHHOCTeH
YHaCTHUKOB KOMMYHHKALIHY;

- TPaMOTHOCTh YCTHOH M ITHCBMEHHOH
peuw;

Tecmuposarue
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- oopmeHue JOKYMEHTOB B
cooTBeTCcTBUU ¢ [OCTowM;

- ACHOCTb DOPMYJTUPOBAHHS U M3JIO/KSHHUA
MBICJICHE;

- MPOSBJICHHE TOJIEPAHTHOCTH B MPOLIECCE
obmeHus;

- CO0MIOICHHE HOPM MOBEISHHUS BO BPeMs
y4eOHBIX 3aHATHH;

- cobnmronenue CTaHJApTOB
AHTHUKOPPYNLHOHHOIO MTOBEAEHHS;

- CoOmoaeT HOPMBI  BKONOTHYECKOH
6e3onmacHoCTH;

- orpeAenseT HAaIpaBJICHUS
pecypcocheperkeHust B paMKkax
NPOMECCHOHATEHON  [EATENBHOCTH  T10
CHELHATBHOCTH;

- 50 (PEKTHBHOCTD HCIIOMB30BAHHA CPEACTB
du3MUECKOH KYTBTYPhI W1 COXPAHEHHS U
YKpPEIJIEHHs  3[0pOBbS B MpOLEcCE
NpO(EecCHOHATBHOM — HEATENBHOCTH |
NOIEPXKAaHUA ~ HEOOXOAMMOIO  YPOBHA
bH3HUecKOl OArOTOBIEHHOCTH;

- 5(QGEeKTHBHOCTD  HCIONB30BAHHS B
NpodecCHOHANIBHON - JeATeNbHOCTH
HeOOXOAUMOM JOKYMEHTAUMH, B TOM
YHCJIE HA HHOCTPAHHOM S3bIKE




