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1. OBIIIASI XAPAKTEPUCTHUKA TIIPUMEPHOW PABOYEMN
ITPOT'PAMMBbI YUYEBHOM JANCHUITIJIMHBI OI1.06
JOKYMEHTAIMOHHOE OBECIIEYHEHUE YIIPABJIEHUSA

1.1. OOGnactb npuMeHeHHs paboyeil mporpamMmbl

PabGouass mporpaMma IUCHUIUIMHBI SIBJSIETCS YacThi0 0O0pa30BaTeIbHOMU
nporpamMmmbl B cootBercTBUH ¢ PI'OC CIIO mno cnenumansnoct 40.02.04
FOpucnpynenmus.

1.2. Mecto auctumunsl B cTpyktype TTTCC3:
OIl. O6menpodeccuoHaNbHBIN UK
OI1.06 [TokyMeHTaIMOHHOE 00ECIIEUEHNE YIPABICHUS

1.3. llenu u 3amaun AUCUMILTUHBI — TpeOOBaHMS K pe3yJbTaTaM OCBOCHHUS
JUCIUTIIAHBI:
B pe3ynbraTe 0CBOSHUS NUCIUTUIIHHBI O0yUYaAIOITUIICS TOJKEH YMETh:

— TpPUMEHATh HA TMPAKTUKE TOCYAApCTBEHHBIE  CTaHAAPTHI, JApPYyTUE
HOPMATUBHO-METOJIUYECKUE JIOKYMEHTBI, pEriIaMEHTUPYIOUINE OpraHU3alHuio
JIOKYMEHTAIIMOHHOTO O0EeCTIeUeHus yIpaBICHHUS,;

— COCTaBJATh M TPaBWIBHO O(QOPMIIATH OCHOBHBIC BHJIBI OPTraHU3allMOHHO-
pacopsANTEIHHBIX TOKYMEHTOB;

— opopmiATh HH(GOPMALIMOHHO-CIIPABOYHYIO JOKYMEHTAIUIO;

— 0o(opMIIATH KaIpOBYIO JOKYMEHTAITHIO;

— 0o(opMIIATh PETEH3UOHHO-UCKOBYIO JOKYMEHTAITHIO.

B pe3ynbTaTe 0CBOSHHS IUCIUTUTMHBI O0YYaIOIHICS TODKEH 3HATh:

— TEPMHHOJOTHIO B 00J1aCTH JOKYMEHTAI[MOHHOTO O0ECTIeUeHus yIpaBICHHUS,

— HOpPMaTHBHBICE  JOKYMEHTBHI,  PETJIaMEHTHPYIOIIHE  COCTAaBJICHHUE U
odopmiIeHHE JOKYMEHTAIMHU U TIOPSJIOK €€ 00pabOoTKU;

— TpaBHWJIa COCTaBJICHUA U O0(OPMIICHHS OPraHU3aMOHHO-PACTIOPAIUTETIbHBIX
JOKYMEHTOB, BXOJALIMX B YHU(PUIUPOBAHHYIO CHCTEMY OpTraHH3aI[MOHHO-
pPacHopsSAUTENbHBIX JOKYMEHTOB, YHU(QUIUPOBAHHYIO CHUCTEMY MEPBHUYHOM
YUETHOM TOKYMEHTAllMU B YaCTU JOKYMEHTAIUH 110 YUETy TPYaa;

— TIOPSAZOK MPOBEACHUS SKCIEPTH3bI IIEHHOCTH TOKYMEHTOB U TIOJATOTOBKH
7IeNT K apXUBHOMY XPaHEHHUIO.

— TEXHOJIOTMIO  OpraHM3alii  JOKYMEHTOOOOpOoTa B  OpraHM3alMsix

(YyupexaeHusx).
[IK u OK, KxoTOpBIE€ aKTyaIM3UPYIOTCA IIPU U3YUEHUH TUCLMILIAHBL:



OK 1. Broibupate cnocoObl pemieHus 3anad  NpoQecCHOHATbHON
JEeSATEIbHOCTH MPUMEHUTETBHO K PA3IMYHBIM KOHTEKCTaM

OK 2. Hcnonw3oBaTh COBpPEMEHHBbIE CpEICTBa IIOMCKA, aHalIu3a M
UHTEpHpeTanuu HHGOpMaIMK, 1 HHOOPMAIMOHHBIE TEXHOJIOTUH JJIsI BBITIOJHEHUS
3a51a4 mpodecCuoHaTbHOM eATeTLHOCTH.

OK 3. [InanupoBaTh M peasnu30BbIBATh COOCTBEHHOE MPO(PECCUOHAIBHOE U
JUYHOCTHOE pa3BuUTHE, peIPUHUMATEIBCKYIO JeSITeIbHOCTD B
npodeccuoHanbHON cdepe, UCIOoIb30BaTh 3HAHUS IO MPABOBOW M (PHHAHCOBOU
I'PaMOTHOCTH B Pa3JIMYHBIX )KU3HEHHBIX CUTYalIHSIX.

OK 4. DddextnBHO B3aUMOJICUCTBOBATH M pabOTaTh B KOJUIGKTUBE U
KOMaH/I€e.

OK 5. OcymecTBiasiTh YCTHYHO M HHUCBMEHHYIO KOMMYHHMKALWIO
Ha TOCYJapCcTBEHHOM s3bike Poccuiickoit @eneparnuu ¢ yueToM OCOOEHHOCTEH
COLIMAJIbHOTO U KYJBTYPHOTO KOHTEKCTA.

OK 6. [IposBasaTh IrPaXXJaHCKO-TTATPUOTHYECKYIO MO3ULHIO,
JEMOHCTPUPOBATh  OCO3HAHHOE TMOBEJACHHE Ha OCHOBE  TPAIUIIMOHHBIX
OOIIIeUeIOBEUECKUX IIEHHOCTe, B TOM UHCJIE€ C YyYeTOM TapMOHHU3AINN
MEKHAIMOHANBHBIX M MEXPEIUTHO3HBIX OTHOIIEHUH, TPUMEHATh CTaHAApPTHI
AHTUKOPPYMIMOHHOTO TIOBE/ICHUSI.

OK 7. ConelicTBOBaTh ~ COXPAHEHHMIO  OKPYXalollew  Ccpeabl,
pecypcocOepexeHnto, TPUMEHITh 3HAHUS 00 M3MEHEHUHM KIuMaTa, MPUHIUIIBI
OepexJIMBOrO MPOU3BOJACTBA, J(PPEKTUBHO JACHCTBOBATH B UYpE3BbIUYANMHBIX
CUTYaIUsIX

OK 8. HUcnons3oBarh cpeicTBa (PU3MYECKON KyJNbTYphl JJIs COXPAaHEHHUS
U YKpeIUICHHsS 3JI0pOBbsS B TIpoliecce MpoecCHOHANBHON NeATEeIbHOCTH U
NoIIepKaHUsI HEOOXOAMMOTO YPOBHS (PU3NUYECKON MOATOTOBICHHOCTH

OK 9. TIlonmp3oBatbcsi  mpodeCCHOHANBHOM — JOKyMEHTaIuehd  Ha
roCyJ1apCTBEHHOM U MHOCTPAHHOM SI3bIKaX.

[IK 1.1. OcymecTBasTh mpodeccruoHanbHOe TOTKOBAHUE HOPM TPaBa.

I[IK. 1.2. [Ilpumenars HOpMBI mpaBa Uil pEUNIEHUA 3a0a4 B
poheCCUOHATIBHON JIeITEIIbHOCTH.

1.4. KomanyecTBO 4acoB HAa OCBOCHUE JUCIIAILINHEL:

MakcumanbHo yueOHOM Harpy3ku oOydaromierocs: 40 yacos, B TOM YHCIIE:

— oOsi3aTeNbHAs ayUTOpHAs ydeOHas Harpy3ka - 36 49acoB, W3 HHX
npakTuyeckas padora — 18 yacoB, camocTosiTeNnbHas padoTa - 4 4acos.



2. CTPYKTYPA U COJAEP)KAHUE YYEFHOM JUCIUILIUHBI
OIl. 06 JIOKYMEHTAIIMOHHOE OBECIIEYEHME YIIPABJIEHUSA

2.1

O0BeM ydeOHOM TUCIUIUIMHBI U BUBI Y4eOHOM paboThI

Bua yueOHo# padboThl

O0BeM yacoB

MaxkcumanbHas yueOHas Harpy3ka (Bcero) 40
OO0s13aTenbHas ayIuTOpHAs yueOHasi Harpy3ka (BCero) 22
B TOM YHCJIE:
71a00paTOpHbIE 3aHATUS (eciu npedycmMompeHro) -
MIPAKTUYECKHE 3aHATUS (eC/iu npedyCMOmMpeHO) 12
KOHTPOJIbHBIE pa0OTHI (eciiu npedycmMompeHo) -
KypcoBasi paboTa (IpOeKT) (eciu npedycmompero) -
CamocTtosTenpHas pabota o0ydaronierocs (Bcero) 18
[IpomexxyTounast arrectarus B popme 3ayer ¢
OLICHKOH
2.2 Temaruueckuil IIaH U COAEPKAHUE TUCIUTUIMHBI
Conep:xanue yueOHOro MarepuaJa,
JIa0OPATOPHBIX M NPAKTHYECKUX 3aHATHIA,
HaunmeHnoBanue . N .
e — BHEayAUTOPHOMU (caMocmﬂTenLHmil) yueOHoil | O0bem yacoB | YpoBeHb
padoThI 00yYAKOIIMXCS, KYPCOBOii padoThI 0CBOEHMS
(mpoekTa), yueOHON U MPOU3BOJACTBEHHOM
NPAKTHKHU
1 2 3 4
Paznen 1. OCHOBBI JOKYMEHTUPOBAHUsI YIIPABICHYECKOH IS TEILHOCTH
Tema 1.1 Conep:kanue
ITonsTtue o OcHOBHBIE CBOHCTBa TOKYMEHTOB M MX (PYHKLUHU
JOKYMEHTAallMOHHOM | B CHCTeMe yrpaBieHus. [loHsTHE ITOKyMEHTa.
obecrieyeHun Wudopmanms u gokymeHnt. Kiaccuduxanums
yIpaBJeHHUS, JOKYMEHTOB: 1O BHUAY O(QOpMIIEHHUS; IO
JTOKYMEHTE U COZIEpKaHUIO; MO (OopMe; MO MPOUCXOKICHHIO;
crocobax o cpeacTBaM (DUKCAIMH, IO CPOKAM XPaHCHHS. 1 1,2
JOKYMEHTUPOBaHHUA | MarepuaiabHble HOCUTENIN HHPOPMALIUH.
[TousiTue JIOKYMEHTUPOBAHHSI. OCHOBHBIE
CIIOCOOBI JTOKYMEHTHPOBAHHUSL. OcHOBHBIE
COBPEMEHHBIE TEXHOJIOTUHU, MPUMEHsSIEMblE MPHU
opraHuzanmu  paboTel C  JOKyMEHTaMH B
opraHu3anusaxX (yIpeKaeHusX).
IIpakTnyeckas padora - -
CamocrosiTenpHas padbora 2 1,2,3
Tema 1.2 Coaepxanue
HopmatusHo- HopMatuBHO-TIpaBOBBIE aKThl, PETYJIUPYIOLINE 1 1,2
npaBoBast 6a3a JOKYMEHTAI[MOHHOE OOECTeYeHNEe YIPaBICHHUS.
JOKYMEHTAallMOHHOTO | YHH(UKAIUS W CTaHJApTU3aIMs KaK OCHOBHBIE
obecrieyeHus HaIpaBJICHUs COBEPILICHCTBOBAHUS JIOKYMEHTOB U
yIpaBiIeHUs JIOKYMEHTAIMOHHOTO 00€CIeYeHHs YIPaBICHHUS.




Ilepeuens OCHOBHBIX rOCyapCTBEHHBIX
CTaHJApTOB Ha YHU(PHUIHUPOBAHHBIE CHUCTEMBI

JOKYMEHTAI1H. OcHoBHbIE MOJIOKEHUS
rocyJapCTBEHHON CHUCTEMBbI JTOKYMEHTAIIMOHHOTO
obecrnieueHus yIpaBIeHUSI. Cocras

YHU(DUUIUPOBAHHBIX ~ CHUCTEM  JIOKyMEHTAllUU:
OpraHU3alMOHHO-PACIIOPAAUTENbHASA,  OTYETHO-
CTaTUCTHYECKasl, GPUHAHCOBAs H Jp.

IIpakTnyeckasi pabora

123

CamocrosTenbHas padora
Tema 1.3 Conep:kanue
Croco0Ob! 1 mpaBmwiIa | XapakTepuCTHKa, cocTaB U coaepkanne I'OCTa
CO3J1aHMs IOKYMEHTOB | Ha CHCTEMY OpPTaHWU3allMOHHO-PACIIOPSANTEIBHOM
JOKYMEHTAluu. YHHU(PHUIMPOBAHHAS  CHCTEMa
OpraHU3aIMOHHO-PACTIOPSIUTETHLHON 1,2
OOKyMeHTanuu. TpeOoBaHuss K O(OPMIICHHUIO
nokymeHToB. ®opmynsap-obpazen OPJI. [IpaBuna
oopMIIeHUsT PEKBU3UTOB, PETIAMEHTHPOBAHHBIX
I'OCTowm.
IIpakTnyeckas padora
[Ipaktnueckoe 3ansatue Nel.  OdopmiieHue 2
PEKBU3UTOB Ha IOKYMEHTAX.
CamocrosiTenpHas padbora 1,2,3
Pa3nes 2. Opranusanus CMCTeMbI JOKYMEHTAIMOHHOIO o0ecneYeHus
Tema 2.1 Conepxanue
Odopmnenue XapakTepucTuka M COCTaB  CIPAaBOYHO-
nH(OPMAIIMOHHO- WH()OPMALIMOHHBIX  JOKYMEHTOB  (CITy>KEOHBIX
CIIPaBOYHOM MMCEM, CIIPaBOK, 3asBJICHUI, aKTOB, IPOTOKOJIOB, 12
JOKYMEHTALlUU JOKIIATHBIX M OOBSICHUTEIBHBIX  3AIHCOK), '
TpeboBaHUs K 170'¢ o(pOpMIIEHUTO.
JIoKyMeHTUpOBaHUE JeSTebHOCTH
KOJUIETHAJIbHBIX OPTaHOB.
IIpakTnyeckas padora 2
[Ipaktrueckoe 3ansatue Ne2.  OdopmiieHue
MH()OPMAIIMOHHO-CIIPABOYHON JOKYMEHTAIIHH.
CamocrosiTenpHas pabora 1,2,3
Tema 2.2 Conepxanue 1,2
Odopmrnenue OcHOBHBIE TPYIMIIbI OpraHHU3aIOHHO-
OpraHHU3alMOHHO- pacopsANTENbHBIX JOKYMEHTOB.
pacropsAauTENbHON | XapakTepUCTUKAa W COCTaB OpPTaHHW3AIMOHHBIX
JOKYMEHTALlUU JOKYMEHTOB (yCTaBa, TOJIOXKCHHS, UHCTPYKIIUH,

JOJDKHOCTHOW ~ WHCTPYKIIMHU), TpeOOoBaHHS K
oopmienuto.  XapakTepuUCTHKa M  COCTaB

pacnopsAUTENbHBIX JIOKYMEHTOB
(moctaHoBNEHUS, MpuKasa, pelieHus,
pacmopspKeHHsl, yKa3aHus), TpeOOBaHUS K HX
o opMIICHHUIO.

[lonsiTe  MOMIMHHMKA,  KOMHH,  BBIIUCKH,
nyOnukara. Bunnl KOIIUH JIOKYMEHTOB,

OCOOCHHOCTH 3aBepeHUs KOMHM U BBIIHCOK
HOTAPUAIBHBIMU KOHTOPAMH U JOJDKHOCTHBIMU




JINLIAMU OpTraHU3aluil.

IlpakTHyeckasi pabora 1 2
[Mpaktuueckoe 3amste Ne3.  OdopmiieHue
OpraHU3alOHHO-PACTIOPSAUTEIHHON
JOKYMEHTAIIH.
CamocrosiTenpHas pabora 2 1,2,3
Tema 2.3 Conepxanue 1 1,2
Odopmrnenue 3asBI€HUS W TPUKa3bl MO JUYHOMY COCTaBY.
KaJpoBOi Jlnunas xaprouka ¢opmsl T-2 u nuyHbIe gena
JOKyMEHTALUH IMpakTHyeckas padoTa 1 2
[Ipaktrueckoe 3ansatue Ned.  OdopmiieHue
KaJIpOBOM TOKYMEHTALIMH.
CamocrosiTenpHas padbora 2 1,2,3
Tema 2.4 Conepxanue
HorosopHo-nipaBoBas | [lonstue  moroBopa. OCHOBHBIC  pa3feiibl
JOKyMEHTalus noroBopoB. ITlopsiok odopmiieHHsT TPYIOBOTO 1 1,2
JI0TOBOpa, OTOBOpa MOCTaBKH, IOTOBOpa KYIUIU-
IPOJAXKH.
IlpakTHyeckasi pabora 2 2
[Mpaktuueckoe 3amstme NoS.  OdopmiieHue
JIOTOBOPOB.
CamocrosiTenpHas padbora 2 1,2,3
Tema 2.5 Conepxanue 1 1,2
[Iperen3nonHo- OcHOBHbBIE PEKBU3UTHI U TOPAIOK ODOpMIIECHUS
UCKOBas NpeTeH3ui, OTBETOB Ha MIPETEH3UIO.
JIOKyMEHTaIus IOpunnyeckas ciyxo0a, BBITIOJTHSIOLIAs
MPETEH3UOHHO-UCKOBYIO paboty Ha
npeanpusTiu. XKypHai peructpaiu NpeTeH3u.
[Topsimox odopMieHHsT HMCKOBBIX 3asBICHUN U
MIPEACTABJICHUE UX B ApOUTPaKHBIN CY/I.
IIpakTnyeckas padora 2 2
[Ipaktrueckoe 3ansatue Ne6.  OdopmiieHue
PETEH3MOHHO-UCKOBOM IOKYMEHTALIUH.
CamocrosiTenpHas padbora 2 1,2,3
Pa3nes 3. Opranusanus padoThl ¢ JOKYMEHTAMH B OPraHM3ANMAX (YUpeKIeHHUAX)
Tema 3.1 Conepxanue 1 1,2
TexHnonorus VYnpasnenue u JIETIONIPOU3BOJICTBO.
OpraHu3aIu Opranu3annonabie  (OpPMBI  AETONPOU3BOACTBA.
JIoKyMeHTooOopoTa B | Ciiyx0a  JTOKYMEHTAIl[MOHHOTO  OOeCreveHHsI
OpraHu3aIHIX yOpaBlieHUs, OCHOBHAas  3ajada, (yHKIUH,
(yupexaeHusx) TUTIOBBIE  CTPYKTYpbI, JOJDKHOCTHOM COCTaB.
Pernamenramust ~ paborel  cmyx6sr IOV
[TpumepHoe MOJIOKEHUE 0 ciryx0e
JOKYMEHTAI[MOHHOTO 00ecrieueH s yIpaBIeHUs U
JOJKHOCTHBIE MHCTPYKIUU.
IIpakTnyeckas padora 1 2
CamocrosiTenpHas padbora 2 1,2,3
Tema 3.2 Coaeprxkanue yueOHOro MaTepuaa 1 1,2
OcoOennoctu [ToHsTHS TpenIoXKeHUs, 3asBICHUS U KaJOOBI.

JeIIOTIPON3BOICTBA 110
oOpanieHusIM TpaKaaH

IIpuem w perucrTpauus TMHCEM TpaKIaH.
PaccMoTpenne W paspemieHue IMUCeM, CpPOK




nu
KOH(pHICHIIMAIIBHOTO
JEIONPOU3BOICTBA

paccMOTpeHwsl. AHAJIN3 TUCEM TPaKIaH.
KonduaenmnuanpHoe nenonpou3BoacTBo. ['pud
OTpaHUYCHUS JoCTyTa K JTOKYMEHTY.
ABTOMATH3UPOBAHHBIC  CHCTEMBI  pa0OTHI  C
JOKYMEHTaMHU. Cpencrtsa H3TOTOBIICHUS,
KOITMPOBAHUS W Pa3MHOXKEHUS JOKYMCHTOB.
Opranuzanus paboYnx MecT.

IIpakTnyeckasi pabora

[Mpaktuueckoe 3amstme No7.  OdopmiieHue
oOparnieHu# rpaxaaH.

CamocrosTenbHas padora

123

Tema 3.3
CucreMaTuzanus
JIOKYMEHTOB,
dbopMupoBaHUE UX B
Jielia ¥ Tiepejiada B
apX¥B OpraHU3aIuu

Conep:kanue

[TonsTre mokymeHnTooOopora. OOIIME MPUHITUIIBI
OpraHu3aluu JOKyMEHTO000pOTa, €ro OCHOBHBIE
JTambl: TNpHEM W  TepBUYHAs  o0paboTka
JOKYMEHTOB;  pacHpelleieHue  MOCTYHMHUBIIMX
JOKYMEHTOB;  PETUCTpallds  JTOKYMEHTOB U
MpeIBapUTEIIbHOE ux pPaccMOTpEHHUE;
paccMOTpeHHe  JOKYMEHTOB  PYKOBOJCTBOM
opraHu3anuu (y4pexaeHus) U HaIpaBICHHE HX
Ha WCIOJHEHHWE, WCIOJHCHHE W KOHTPOJh 3a
UCIIOJIHEHUEM JOKYMEHTOB; TEKyIee XpaHEHHE
JOKYMEHTOB.

Homenkmarypa nmen. OOpaboTrka jgen  ais
MOCTIeTYIONIEr0 XpaHeHus. DKCIepTH3a [IeHHOCTH
JOKYMEHTOB, O(opMmIIeHHe [el, COCTaBJIEHHE
onucel. Cnaya 11 B apXuB.

IIpakTnyeckas padora

CamocrosrenbHas pabora

12,3

Bcero

40




3. YCJOBHMS PEAJM3ALIMA PABOYEI TPOTPAMMABI
YYEBHOW JUCHMILUIMHBLI  OIL06 JTOKYMEHTAILIMOHHOE
OBECIIEYEHUE YIIPABJIEHUS

3.1. MarepuanbHO-TEXHUYECKOE 0OecTeueHe
Peanuzanus AUCUUIUIMHBL TPeOYET HATHYUS:

— y4eOHOTo KabuHeTa.

TexHuueckue cpencTBa 00y4eHuUs:

3aHATHA TPOBOAATCS B Y4eOHOW ayIUTOpPUM W KOMITBIOTEPHOM Kiacce,
OCHAUICHHBIX HEOOXOAMMBIM Y4e€OHBIM, METOAMYECKUM, HWH(OPMALUOHHBIM,
IPOrpaMMHBIM 00€CTIeYEHHEM.

3.2. HMudopmarmoHHoe 00ECIICUCHUE peaT3allUN TACIUTLTHHBI

Jnsa peanmu3zanuud TpOrpaMMbl  OMOMMOTEUHBIM (QOHI 00pa3oBaTENBHON
OpraHU3alliy JOHKCH WMETh TICYaTHBIE W/HWIIA 3JIEKTPOHHBIE 00pa30BaTeIbHBIC U
nH(OPMAITMOHHBIC PECYpPCHI JUIsl UCIOJIb30BaHUSI B 00pa30BaTeILHOM IPOIIEeCCe.
[Ipu dopmupoBanum OuOMMOTEYHOTO (HOHAA O00pa30BATENBHON OpTraHU3aIen
BHIOMpAETCS HE MEHEe OJHOTO H3JaHUus W3 TEPEUMCIECHHBIX WXKE TMMEeYaTHBIX
W3JIaHUN ¥ (W) SJICKTPOHHBIX U3/IaHUN B Ka4€CTBE OCHOBHOTO, ITPU 3TOM CITUCOK
MOKET OBITh JIONIOJIHEH HOBBIMU U3IaHUSMHU.

OcCHOBHbIE HICTOYHUKH:

1. Kysnenos, W.H. JlokymeHTtannoHHOe oOecrieueHrue YIpaBIICHUS.
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4, KOHTPOJIb N OLIEHKA PE3YJIbBTATOB OCBOEHUA

YUYEBHOM

JUCHUIIIAHBI

OI1.06

OBECIIEYEHME YIIPABJIEHUSA

JTOKYMEHTAIIMOHHOE

KoHTposmb ® oOmeHKa pe3yJabTaTOB OCBOCHUS YYCOHOW JIUCIUTLIAHBI

OCYHICCTBIACTCA IPCIIOAABATCIICM B IPOHOCCCC TIPOBCACHUSA IMPAKTHYCCKHUX

3aHATUA W J1a0OpaTopHbIX padoT,

TECTUPOBAHUS,

a TaKXKC BBIIIOJIHCHUA

O6y‘-IaIOH_[I/IMI/IC$[ HHIUBUYAJIbHBIX BaﬂaHHﬁ, ITPOCKTOB, HCCHeﬂOBaHHﬁ.

Pe3yabTarnl 00y4eHust \

Kpurepum oueHkun

MeToabI OLIeHKHU

HepequL 3H3.HPII>1, OCBAaMBACMBIX B paMKaXx JUCHUIIJIMHBI

TepmuHomorus B
obnactu
JOKYMEHTAIlMOHHOTO
o0ecrieueHus
yIpaBiICHUS;
HopmatusHbIe
JIOKYMEHTHI,
perilaMeHTHPYIOLIUE
COCTaBJICHUE U
oopmienue
JIOKYMEHTaIuU u
MOPSIIOK ee 00paboTKH;
[IpaBuna cocraBieHus u
oopMITeHHS
OpraHU3aI[MOHHO-
pacropsiANTENbHBIX
JIOKYMEHTOB, BXOJSIINX
B YHU(UIMPOBAHHYIO
CUCTEMY
OpraHU3aIMOHHO-
pacnopsauTeNbHbIX
JIOKYMEHTOB,
YHU(DUIIUPOBAHHYIO
CUCTEMY IIEPBUYHON
YYETHOH JOKYMEHTAIUU
B YacTH JOKYMEHTALMHU

10 y4eTy Tpy/a;
[Topsimox  mpoBeneHust
9KCIEPTU3bl  IIEHHOCTHU
JIOKYMEHTOB u
NOATOTOBKA  JI€T K
ApPXUBHOMY XpaHEHHUIO.
TexHomorus
OpTraHu3aIuu
JTOKYMEHTOO0OpOTa B
OpTaHHU3aIUIX
(YIpeXIeHUsX ).

- ohopMIIeHHE TOKYMEHTOB H PEIICHUE
[PaKTUYECKUX CUTyalHil c
HOPMAaTHUBHBIM IPaBOBBIM
000CHOBAHHEM;

- UCTIOJIh30BaHUE pa3IMYHbBIX
HUCTOYHUKOB, BKJIIOYas OSJICKTPOHHBIC
pecypchl, Meana pecypcsl, MHTepHeT-
pecypchl, MEepHOAMYECKUE H3IaHUS IO
CTEUATBHOCTH TUTst peeHus
npo(hecCHOHANBHBIX 3a7a4

- JEMOHCTpamus OTBETCTBEHHOCTH 3a
NPHUHSTHIE PEIIeHUs, 00OCHOBAaHHOCTH
camoaHajn3a u KOPPEKITUS
pE3yNIbTaTOB COOCTBEHHON PabOTHI;

- WUCIIOJIb30BaHUE 3aKOHOIATEIbHBIX H
HOPMAaTUBHO-TIPABOBBIX ~ aKTOB  MpH
TUTAHUPOBAHHUH TIPEIITPUHUMATETHCKON
NESTENIbHOCTH B TPO(heCcCHOHATBHOM
chepe;

- JIEMOHCTpalusi 3HaHUW B 00JacTu
(HMHAHCOBOW TPaMOTHOCTH;

- KOHCTPYKTUBHOCTH B3aUMOJICUCTBUS

C O6y‘-IaIOH_II/IMI/IC$I, npenoaaBaTejisiMu B

xofe  OOydeHHs, PYKOBOIHUTEISIMH
yaeOHOMH u MIPOU3BOACTBEHHOMN
NPaKTHUK.

-coOroieHne HOPM
po(hecCUOHATTLHOM ATUKU;

— TOCTpoeHHe TMPOo(ecCHOHATBHOTO
OOImIeHNsT C  y4eTOM  COLHAIBHO-
npo¢eCcCHOHATHHOTO craryca,
CUTyalluu OOIICHUs, OCOOEHHOCTEH
TPYIITBI " WH/IUBUTyaTbHBIX
ocoOeHHOCTeH YYaCTHUKOB
KOMMYHHKAIIHH,

- TPaMOTHOCTb YCTHOM U IMCBMEHHOU
peuu;

- odopmiieHHE  JIOKYMEHTOB B

- SKCIEPTHOE HAOJI0JIEHNE
BBITIOJITHCHU A
MPaKTUYECKUX 3aJJaHHI,

- OIEHKa 1II0 HTOraM
YCTHOTO ompoca
CTYJCHTOB,

- HaOJIOIEHUE M0 HTOraM
TECTUPOBAHUS,
- OIlEHKa B
[IPOBEICHUS
MIPOMEKYTOUHOMN
aTTeCTalnuu.

porecce
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cootBercTBun ¢ 'OCTowMm;

- sACHOCTh  (OPMYITHPOBAHHS U
HU3JI0KCHUS MBICTICH;
- TpOSABJICHUE  TOJIEPAHTHOCTH B

mporecce OOIIeHUs;

- COOJIOZICHWE HOPM TIOBEACHHUS BO
BpeMsl yueOHBIX 3aHATHIA;

- coOIroIeHne CTaHJapTOB
AHTHKOPPYIIIMOHHOTO MOBEICHHSI,

- coOJoaeT HOPMBI AKOJIOTUYECKOM
0e30I1acHOCTH;

orpenensieT HaIpaBJICHUS
pecypcocOepekeHus B pamKax
poeCCHOHATLHON JIEeATEILHOCTH TI0
CICIUATBHOCTH;

- 3h(}EeKTUBHOCTh  HUCIOJIB30BAHUS
CpeAcTB (PU3MYECKOW KYIbTYphl IS
COXpaHEHHsSI U YKPEIUICHUS 370POBbs B
nporiecce npodecCHOHATBEHON
JESITeIIbHOCTH u HOJICPIKAHUS
HEOOXOAMMOTO YpPOBHA  (U3HUYECKOM
MOJITOTOBJICHHOCTH;

- 3¢ (}EeKTUBHOCTh HCIIOJIB30BAHHUS B
npohecCHOHATBLHOM JESITEIIbHOCTH
HEOOXOJUMOW JOKYMEHTAllMH, B TOM
YKCJIC HA HHOCTPAHHOM SI3BIKE

Ilepeuens ymenuii, ocBau

BAaCMbBIX B paMKax JUCHUIIJIMHBI

IIpumeHsaTH Ha
MpaKTHKE
rOCyJapCTBEHHbIC
CTaHapTHhl, Ipyrue
HOPMAaTUBHO-
METOINYECKUE
JIOKYMEHTHI,
periaMeHTHpYIOIIHe
OpraHu3aIUIo
JOKYMEHTaIlMOHHOTO
o0ecrieyeHus
yIpaBICHUS;
CocraBnsTh u
MpaBUIBLHO O(GOPMIIATH
OCHOBHBIE BHU/IBI
OpraHU3aIIOHHO-
pacnopsauTeNbHBIX
JIOKYMEHTOB;
Odopmisate
nH(pOpMaIMOHHO-
CIPAaBOYHYIO
JIOKYMEHTAIHUIO;
OdopmisATh  KaapOBYIO
JIOKYMEHTALHUIO;

- ohopMiIeHHE TOKYMEHTOB M PEIICHUE
MPAKTUYECKUX CUTYyaIuit c
HOPMAaTUBHBIM MIPABOBBIM
000CHOBaHHEM;

- UCIIOJIb30BaHUE Pa3ITUYHBIX
UCTOYHUKOB, BKJIIOYas 3JIEKTPOHHBIE
pecypesl, mMenua pecypesl, MHTepHeT-
pecypchl, MepUoJUYecKre U3JaHUsS IO
CTHEeLHATbHOCTU ISt pelieHus
po)eCCHOHANIBHBIX 337124

- JEMOHCTpalus OTBETCTBEHHOCTH 3a
INPUHSTBIE pElIeHHs, 00O0CHOBAaHHOCTH
camMoaHan3a U KOPPEKIHUS
pe3yabTaTOB COOCTBEHHOU PaOOTHI;

- WUCIIOJIb30BAaHUE 3aKOHOJATEIbHBIX M
HOPMAaTUBHO-TIPABOBBIX ~ aKTOB  IpH
TUTAHUPOBAHUH TIPEIIPUHUMATEIHCKOM
JEeSTeNIbHOCTH B MPO(decCHOHaIbHOM
cdepe;

- JIeMOHCTpanusi 3HaHUW B oOnactu
(rHAHCOBON TPaMOTHOCTH;

- KOHCTPYKTHBHOCTbH B3aWMOJEUCTBUSA

¢ 00yYaroImUMHCS, TIPENOIaBaTEIISIMH B

xole  OOy4deHHus, PYKOBOJIUTEISIMHU

- SKCIEPTHOE HAOJI0JIEHNE
BBITIOJTHCHU A
MPaKTUYECKUX 3aJJaHHI,

- OIEHKa 1II0 HTOraM
YCTHOTO ompoca
CTYJCHTOB,

- HaOJIOIEHUE [0 HTOraM
TECTUPOBAHUS,
- OIlEHKa B
[IPOBEICHUS
MIPOMEKYTOUHOMN
aTTeCTalnuu.

mporecce
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Odopmisate
IPETEH3HOHHO-HCKOBYIO
JOKYMEHTAITHIO.

yueOHOI U IIPOU3BOJCTBEHHON
IPaKTHK.
-co0roieHue HOPM

podeCCHOHATBHON ATUKH;
— TOCTpOeHHE MNPOo(ecCHOHATBHOTO
oO0ImEeHusT C  y4eToM  COIUAaIBHO-

npo¢ecCuoHaIBLHOTO cTaryca,
CUTyalluu  OOIIEHUs, OCOOCHHOCTEH
TpyHIibL )41 HWHAUBUAYAJIbHBIX
0CcoOeHHOCTEH YY9aCTHUKOB
KOMMYHUKAIIUU

- TPaMOTHOCTh YCTHOW U MUCHMEHHOM
peun;

- odopmiieHHE  JIOKYMEHTOB B
coorBercTBUH ¢ 'OCTowMm;

- scHOCTh  (OPMYJIHPOBAHUSA U
HU3JI0KEHUS MBICTICH;

- TpOSIBJICHHWE  TOJEPAHTHOCTH B
porecce OOIIeHUS;

- COOJIOZICHWE HOPM TIOBEACHHUS BO
BpeMsl yueOHBIX 3aHATHIA;

- coOIroIeHue CTaHJapPTOB
AHTHKOPPYIIIMOHHOTO MOBEICHHSI,

- CcoONI0aeT HOPMBI IKOJIOTUYECKOM
0e30IMacHOCTH;

- orpenensieT HaIpaBJICHUS
pecypcocOepekeHus B pamKax
poeCCHOHATIBHON JIEATEILHOCTH TI0
CIEINAbHOCTH;

- 30(}EeKTUBHOCTh  HUCIOJIB30BAHUS
CpeAcTB (PU3MYECKOW KYJIbTYpbI IS
COXpaHEHHsSI U YKPEIUICHUS 370POBbS B
mporiecce npodeccuoHaNTbHOM
JeSITeITbHOCTH u TOJIePIKaHUS
HEOOXOIUMOTO YPOBHSA (PU3UYECKOM
MIOJITOTOBJICHHOCTH;

- 3G (}EeKTUBHOCTh HUCIOJIB30BAHUS B
npodeccuOHATBHON JeSITeTbHOCTH
HEOOXOJUMOW JTOKYMEHTAIlUU, B TOM
YrCIIe HA MHOCTPAHHOM SI3BIKE
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