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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. lenu u 3amaun TUCHMIUIUHBI — TPeOOBAaHUS K PE3yJIbTaTaM OCBOCHUS
JUCITUTITUHBI:
B pe3ynbraTe 0CBOSHUS NUCIUTUIIHHBI O0yUYaAIOITUIICS TOJKEH YMETh:

— TPUMEHATh HA TPAKTUKE TOCYAApCTBEHHBIC  CTaHAAPTHI, JApPYyTUE
HOPMATHUBHO-METOANYECKUE JOKYMEHTHI, PETJIaMEHTUPYIOIINE OPTaHU3AIUI0
JIOKyMEHTAITMOHHOTO 0OECTICUCHHS YIIPABIICHUS;

— COCTaBJSITh W TPABWIHHO OMOPMIIATH OCHOBHBIC BUBI OPTaHW3AIMOHHO-
PacoOpSANTEIHHBIX TOKYMEHTOB;

— odopMiIATh HH(HOPMAITMOHHO-CIIPABOYHYIO TOKYMEHTAITHIO;

— 0(hOpMIIATH KQAPOBYIO JOKYMEHTAITHIO;

— 0(hOpMIIATH MPETEH3UOHHO-NUCKOBYIO JJOKYMEHTAITHIO.

B pe3ynbTaTe 0OCBOSHUS TUCITUTUTMHBI O0YYaIONIHIACS TOJDKEH 3HATh:

— TEPMHHOJOTHIO B 00J1aCTH JOKYMEHTAIMOHHOTO O0ECTICUeHUs yIIPaBJICHHS,

— HOPMATHBHBIC  JIOKYMEHTBHI,  PETJIaMEHTUPYIOIIUE  COCTABIICHHE W
odopmiIeHHE JOKYMEHTAIMHU U TIOPSJIOK €€ 00pabOTKU;

— TIpaBWJIA COCTABJICHUA U O(OPMIICHHS OpraHU3aIMOHHO-PACTIOPSIUTEILHBIX
JIOKyMEHTOB, BXOASIIMX B YHU(PUIIMPOBAHHYIO CHCTEMY OpTaHU3alMOHHO-
pactopsSIUTEIbHBIX JTOKYMEHTOB, YHH(PHUIIMPOBAHHYIO CHCTEMY TIEPBUYHOU
Y4EeTHOW JOKYMEHTAINH B 9YaCTH JOKYMEHTAIIUH TI0 YUYETY TPY/a;

— TIOPSIIOK TPOBEIEHUS SKCHEPTU3BI IIEHHOCTH JOKYMEHTOB M TIOJTOTOBKH
7IeNT K apXUBHOMY XpaHEHHUIO.

— TEXHOJIOTMIO  OpraHM3allik  JOKYMEHTOOOOpOoTa B  OpraHU3alUAX

(YUpEeKOEHUSX ).
[IK u OK, KxoTOpBI€ aKTyaNU3UPYIOTCS MPU U3YUEHUHU TUCLHUILIAHBL:



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. DddextrBHO B3aUMOJICUCTBOBATh W palbOTaTh B KOJUIEKTUBE U
KOMaH/I€e.

OK 5. OcymecTBiasiTh YCTHYHO M TMCBMEHHYIO KOMMYHHKALWIO
Ha TOCYJapCTBEHHOM s3bike Poccuiickoit @enepanuu ¢ yueToM OCOOEHHOCTEN
COLIMAJIbHOTO U KYJBTYPHOTO KOHTEKCTA.

OK 6. [IposBnsaTh IrPaXXJaHCKO-TIATPUOTHYECKYIO MO3ULHIO,
JIEMOHCTPHPOBATh  OCO3HAHHOE TMOBEJACHHE HAa OCHOBE  TPATUIIMOHHBIX
OOII[eUeIOBEUECKUX IIEHHOCTe, B TOM UHCJIE€ C YyYE€TOM TapMOHHU3ALUU
MEKHAIIMOHANBHBIX M MEXPEIUTHO3HBIX OTHOIIEHUH, TPUMEHATh CTaHAAPTHI
AHTUKOPPYMIIMOHHOTO TIOBE/ICHUSI.

OK 7. ConelicTBOBaTh ~ COXPAHEHUIO  OKpYXKaloIIeu Cpepbl,
pecypcocOepexeHnto, TPUMEHATh 3HAHUS 00 M3MEHEHUHM KiIuMaTa, MPUHIUIIBI
OepexXJIMBOrO MPOU3BOJACTBA, J(PPEKTUBHO JACHCTBOBATh B  YpE3BbIUYAMHBIX
CUTYaIUsIX

OK 8. Ucnonb3oBarh cpeAcTBa (PU3MYECKON KyIbTYPhl IJIi COXPaHEHHUS
U YKpEIUICHHS 3JI0pOBbsS B TIpoliecce Mpo(ecCHOHANIBHON NeATeIbHOCTH U
MOoIIepKaHUS HEOOXOAMMOTO YPOBHS (PU3NYECKON MOATOTOBICHHOCTH

OK 9. TIlonp3oBathcsi  mpodecCHOHANBHOM — JOKyMEHTaIued  Ha
roCyJ1apCTBEHHOM U MHOCTPAHHOM SI3bIKaX.

[IK 1.1. OcymiecTBasTh mpodeccruoHambHOe TOTKOBAaHUE HOPM TpaBa.

I[IK. 1.2. [IlpumeHarp HOpMBI MNpaBa Uil pEUIEHUs 3a0a4 B
poheCCUOHATIBHOU JIEITEIIbHOCTH.

1.4. KomandecTBO 4acoB HAa OCBOCHUE JUCIIAILINHEL:

MakcumanbHOM yaeOHOM Harpy3ku o0ydarorierocs: 46 4acoB, B TOM YHCIIE:

— oOs3aTeNbHAs ay[UTOpHas ydeOHas Harpy3ka - 46 4acoB, M3 HHUX
npakTHueckas pabora — 18 gacoB, camoctositensHas padota - 10 gacos.



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

2.1 OO6beM yueOHOM TUCIMUIUIMHBI U BUIBI Y4eOHOH pabOThI

Bup yueoHoii paboThl

0O0BeM yacoB

MakcumanbHasi yueOHast Harpy3Kka (BCEero) 46
Ob6s3arenbHas ayqUTOpHas yueOHasi Harpy3Ka (BCero) 46
B TOM YHCIIE:
71ab0paTOPHBIE 3aHITHS (eciu npedyCMOmMpPeHo) -
MPAKTUYECKUE 3aHITHSI (eCiu NPedyCMOmMpPeHo) 18
KOHTPOJIbHBIE PAOOTHI (eciu npedycmompero) -
KypcoBasi pabota (IIpOeKT) (eciu npedycmompeHro) -
CamocrositenbHas pabora o0ydaromierocs (BCero) 10
[IpomexyTounas arrectarus B popme 3auer ¢
OLICHKOH
2.2 TeMaTWyeckwii IJIaH U COMEPKAHUE TUCITUILTAHBI
Conep:xxanue y4yeOHOro MaTepuaJa,
JIa00PATOPHBIX U MPAKTHYECKUX
HaumeHnoBanue 3aHSATHIi, BHeayMTOPHOIi OBLeM 12COB Vposens
pa3aesnoB H TeM (camocTOATENbHOI) YyueOHOH padoThI OCBOCHHS
00y4aroIuXxcs, KypcoBoil padoTsbl
(mpoekTa), yueOHO 1
MPOU3BOJACTBEHHON NMPAKTHKH
1 2 3 4
Pasznen 1. OCHOBBI TOKYMEHTHPOBAHUS YITPABICHYECKON NIESATEIHHOCTH
Tema 1.1 Conep:xxanue
Ilousitue o OCHOBHBIE CBOMCTBA JIOKYMEHTOB M HX
JOKYMEHTAallMOHHOM | QyHKIMM B CHCTEME  YIIPaBJICHHUS.
o0ecrieyeHnn [lonarue npoxymenta. Mudopmarus wu
yIIpaBJICHUS, JOKYMEHT. Knaccudukanus
JIOKYMEHTE 1 JOKYMEHTOB: 1O BUAY O(QOPMIICHUS; IO
crocobax COJIEPXKAHUIO; o dopme; o
JOKYMEHTUPOBAHUS | MIPOMCXOKICHUIO; 1o cpeacTBaM
duKkcanmy; MO  CpPOKaM  XpaHCHHS. 1
MarepuanbHble HOCUTEIH WH(OPMAIIHH. 1,2
[TonsiTue JTOKYMEHTUPOBAHHSI.
OcHOBHBIE CIIOCOOBI
JOKYMEHTHPOBaHUSI. OcHOBHBIE
COBpPEMEHHBIE TEXHOJIOTHH,
pPUMEHSIEMBIE TIPH OpTraHU3aluu paOdOTHI
C JIOKyMEHTaMH B  OpTraHH3aIUsIX
(YIpexaeHusIX ).
IIpakTHyeckas padora -
CamocrosiTenpHas pabora 1
Tema 1.2 Conepxanue




HopmarusHo-
npaBoBas 6a3a
JOKYMEHTAITHOHHOTO
obecrnieueHus
yIIpaBJICHUS

HopmaTtuBHo-1ipaBoBBIE aKThl,
peryaupyroue JOKYMEHTAllHOHHOE
obecrieueHre ynpapieHus. YHUGUKAIUSA
u CTaHdapTU3anugd KaK OCHOBHBbBIC
HaIpaBJICHUS COBEpIICHCTBOBAHUS
JAOKYMCHTOB )41 AOKYMCHTAIITMUOHHOT'O
obecrieueHus yrnpaBicHUsI.

IlepedeHb OCHOBHBIX I'OCYAapCTBEHHBIX
CTaHJapTOB  HAa  YHU(UIUPOBAHHBIE
CUCTEMBI JAOKYMCHTAllUU. OcHOBHEBIE
MOJIOKEHUS TOCYAApCTBEHHOM CHCTEMBI
JTOKYMEHTAIMOHHOTO obecrniedeHus
yIpaBJICHHUS. Cocras
YHU(DUIUPOBAHHBIX CHCTEM
JIOKYMEHTaIUU: OpraHU3alMOHHO-
pacnnopAaAUTCIIbHAsA, OTYETHO-
cTaThcTUYecKas, GUHAHCOBAS U Jp.

IIpakTHyeckas padora

CamocrosiTenpHas pabora

1,2

Tema 1.3
Cnioco0sI U paBuiia
CO3/IaHUS JOKYMEHTOB

Conepxanue

XapakTepHuCcTHKa, COCTaB M COAEp)KaHNE
I'OCTa Ha cucremy oOpraHM3alMOHHO-
pacropsiInTeIbHOMN JTOKyMEHTAIHH.
YHuduuupoanHas cucrema
OpraHU3alMOHHO-PACTIOPSAANTEIHHOM
JOKYMEHTalL1H. TpeboBanus K
oopmiieHnIo OKyMeHTOB. DopMyIsip-
obopazenr OPJI. IlpaBuna odopmieHus
PEKBH3HTOB, perIaMeHTUPOBAHHBIX
I'OCTom.

IIpakTnyeckas pabora

[IpakTuueckoe 3aHATHE Nel.
Odopmnenue PEKBU3HUTOB Ha
JOKYMEHTaX.

CamocrosiTenpHas pabora

1,2

Pa3nes 2. Opranusanus CMCTeMbI JOKYMEHTAIMOHHOI0 o0ecreyeHus

Tema 2.1
Odopmiienne
nH(pOpMaIMOHHO-
CIIPAaBOYHOM
JOKYMEHTAII!

Conep:xxanue

XapakTepucTuka M COCTaB CIPaBOYHO-
UH(OPMAIMOHHBIX JIOKYMEHTOB
(cmy>keOHBIX TTHACEM, CIIPaBOK,
3asBIICHUI, aKTOB, MIPOTOKOJIOB,
JOKJIaTHBIX u 00BSCHUTEIBHBIX
3aMKCOoK), TpeGoBaHUs K nux
0(OpMIICHHUIO. JIOKyMEHTHpPOBaHHE
JESTEIIbHOCTH KOJUIETHAIBHBIX OPTaHOB.

IIpakTnyeckas pabora

[IpakTrueckoe 3aHATHE Ne2.
Odopmnenue MH(pOpPMaIMOHHO-
CIIPaBOYHOM JOKYMEHTALUU.

CamocrosiTenpHas pabora

1,2

Tema 2.2
Odopmnenue

Conepxanue

OCHOBHBIE TPYNIBl OPraHU3AIOHHO-

1,2




OpPraHHU3alMOHHO-
pacropsIAUTEIbHON
JOKYMEHTaIu1

pacnopsIuTeIbHbIX JOKYMEHTOB.
XapakTepucruka u COCTaB
OpraHU3allMOHHBIX TOKYMEHTOB (yCTaBa,
MI0JIO’KEHUS, THCTPYKIUH, JOJKHOCTHOU
WHCTPYKITUN), TpeOOBaHMs K
opopmuenuto.  XapakTepucTuka U
COCTaB PaCHOPSIAUTENBHBIX TOKYMEHTOB
(MOCTaHOBNEHUsI, TPUKa3a, PpELICHUS,
pacropspKeHHs, yKazaHus), TpeOOBaHUS
K UX O OPMIICHHIO.

[ToHsATHE NOAIMHHNKA, KOIIUH, BBIITHCKH,
nyonukara. Buapl Konmuil JOKYMEHTOB,
OCOOCHHOCTH  3aBEpEHUs KONMUA |
BBINMCOK HOTapUAIbHBIMUA KOHTOPaMHU U
JIOJDKHOCTHBIMU JIMLIAMH OPTaHU3aLuH.

IIpakTHyeckas padora

[IpakTnueckoe 3aHATHE No3.
Odopmnenue OpTraHU3aI[OHHO-
pacnopsAUTENbHON TOKYMEHTAlUH.

CamocTosTenpHas pabora

Tema 2.3
Odopmiienue
KaJpOoBOM
,Z[OKYMGHTaI_[I/II/I

Conep:xxanue

3asBJIEHUS M IMPUKa3bl 10 JUYHOMY
cocraBy. Jlnunas kaprouka dopmbr T-2
U JIMYHBIC ACJ1a

IIpakTnyeckasi pabora

[IpakTnueckoe 3aHATHE Ne4.
OdopmneHne KapoBol JOKYMEHTAIUH.

CamocrosiTenpHas padbora

1,2

Tema 2.4
JoroBopHo-TipaBoBast
JOKYMCHTAaIUA

Conepxanue

[Tonsitue moroBopa. OCHOBHBIE pa3EibI
noroBopoB.  Ilopsaok  odopmieHus
TPYIOBOTO JIOTOBODA, JIOTOBOPA
MOCTaBKH, IOTOBOPA KYTUIH-TIPOJAXKH.

IIpakTnyeckas pabora

[IpakTuueckoe 3aHATHE Nes.
OdopmieHue 10roBopoB.

CamocTosTenpHas pabora

1,2

Tema 2.5
[Iperen3noHHO-
HCKOBast
JIOKyMEHTaIus

Conepxanue

OcCHOBHBIE  PEKBU3UTBHI M  MOPSAOK
oopmieHus TpeTeH3ui, OTBETOB Ha
npereHsuo.  MOpummueckass — cioyxko0a,
BBITOJIHSIONIAsT TPETEH3MOHHO-UCKOBYIO
pabory H©Ha mnpemnpustuu. JKypHan
pEerucTpanyu NpeTeH3uin.

[Topsmox odopmiieHus HCKOBBIX
3asBJICHUA W TPEACTaBICHHE UX B
ApOUTpaKHBIN CY]I.

IIpakTHyeckas padora

[IpakTuueckoe 3aHATHE Nob6.
Odopmnenne  mpeTeH3MOHHO-UCKOBOM
JIOKYMEHTaI1H.

CamocTosTenpHas pabora




Paznen 3. Opranusanus padoThbl ¢ JOKYMEHTAMH B OPraHu3anusx (yUpexaeHusix)

Tema 3.1 Conepxanue
TexHnonorus VYmopaBneHne U JI€TONPOU3BOJCTBO.
OpTraHu3aIuu OpranuzanuoHHbIC (hopMeI
JOKYMEHTO000pOTa B | ICIIOMPOMU3BO/ICTBA. Cnyx0a
OpraHHU3aIHIX JOKYMEHTAIMOHHOTO obecrieyeHus
(YupexaeHusix) yIpaBJeHHUS, OCHOBHas 3ajaya,
byHKIIIH, TUTIOBBIC CTPYKTYPBHI,
JOJDKHOCTHOM cocTaB. PernmameHTarus 2
paboter ciyx6s1  JIOY. Ilpumepnoe
MOJIOKEHUE 0 ciTyx)0e
JOKYMEHTAllMOHHOI'O obecrieyeHus
yIpaBiIeHUS u JOJIKHOCTHBIE
WHCTPYKIIUU.
IIpakTnyeckas pabora
CamocrosTenbHas paboTta
Tema 3.2 Copep:xxanue y4eOHOro MmaTepuaja
Ocobennoctu [TonsiTust TpenIOXKEeHHs, 3asBICHUS W
JEIONPOU3BOICTBA 10 | kajmoObl. [Ipuem m peructpamus mniceMm
oOpaleHusAM IpakaaH | TpaxkaaH. PaccMOTpeHne W pa3pellcHue
U MUCEM, CPOK pacCMOTPEHHs. AHau3
KOH(UAECHIIMATBHOTO | MHUCEM TPak/IaH.
aenonpousBoacTsa | KondunennuanbHoe Aem0MpoOU3BOACTBO.
I'pud  orpanmuenus  jgocryma K
JIOKYMEHTY. ABTOMaTH3UPOBAHHBIE 2
cUCTeMBbl pabOTBl C  JIOKyMEHTaMH.
CpenctBa M3rOTOBICHHS, KOMUPOBAHUS
u Pa3MHOXCHHUS JOKYMEHTOB.
Opranu3anus pabounux MecT.
IIpakTnyeckasi pabora
[IpakTrueckoe 3aHATHE Ne7.
Odopmenne oOpalieHuit rpaxkaaH.
CamocrosTenbHas paboTta
Tema 3.3 ConepxaHue 1,2




CucreMaTus3anus
JIOKYMEHTOB,
dbopMHpOBaHHE UX B
JieNia ¥ Tepeada B
apXHB OpraHU3aAINH

[Tonsitue moxkymeHnTtoobopora. OOrue
HPUHIUITBL OpraHu3aIu
JIOKYMEHTOO0OpOTa, €ro  OCHOBHBIC
ATalbl: MPUEM M TMEepBUYHAs 00paboTKa

JIOKYMEHTOB; pacnpenenenue
HOCTYMUBIIAX JIOKYMEHTOB;
perucrparus JIOKYMEHTOB U
IpeBapuUTeIbHOE UX PACCMOTPEHUE;
paccMoTpeHue JIOKYMEHTOB
PYKOBOJICTBOM OpraHu3aIH

(yupexaeHus) W HamnpaBJIeHHE HX Ha
HUCIIOJIHCHUC, UCIIOJTHCHUC U KOHTpOJ'H: 3a
WCIIOJTHEHUEM  JOKYMEHTOB; TEKYIIee
XpaHEHHUE JTOKYMEHTOB.

Howmenknarypa nen. O6paboTka aenm st
MOCIIEAYIOIIETO XpaHEHUs. DKCIepTH3a
[IEHHOCTHU JIOKYMEHTOB, 0()OpMJICHHE
zen, cocraBiienue onuceii. Cmada el B
apXuB.

IIpakTHyeckas padora

CamocrosrenbHas paboTta

Bcero

46

10




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

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

— y4eOHOro KaOuHeTa.

TexHuueckue cpencTra 00y4eHuUs:

3aHATUS TIPOBOAATCS B Y4eOHOW ayAMTOpPUU M KOMIIBIOTEPHOM KIacce,
OCHAIICHHBIX HEOOXOAMMBIM Y4E€OHBIM, METOAMYECKUM, HWH(OPMALUOHHBIM,
IPOrpaMMHBIM 00€CTIEYEHHEM.

3.2. HudopmammroHnHoe oOecrieueHre pearn3aui JUCIIUILIAHbBI

Jlns  peanuzanuu  mporpaMmbl  OMOJIHMOTEYHBINM (OHJ 00pa3zoBaTeIbHOU
OpraHU3aIlMH JOJDKEH MUMETh MeYaTHBIC W/WIIU AJICKTPOHHBIE 00pa30BaTENbHBIE U
UH(GOPMAIIMOHHBIE PECYPCHI AJI HUCIOJIb30BAHUS B 00pa3oBaTEIbHOM IMPOIIECCE.
[Ipu dopmupoBanun OubIHOTEUHOTrO (HOHAA 00pa30BaTEIBLHONW OpraHu3anuen
BbIOMpAETCsl HE MEHEE OJHOT0 H3JaHUS M3 MEPEUMCICHHBIX WKE MEeYaTHBIX
U3JIaHUI U (MJIK) 3JIEKTPOHHBIX U3aHUN B KaYECTBE OCHOBHOTO, TIPU 3TOM CIIHCOK
MOJKET OBITh IONIOJHEH HOBBIMH H3IaHHUSMH.

OCHOBHBIEC HCTOYHHKH:

1. 1. Kysnenos, U. H. JlokymMeHTanmoHHOEe oOecrieueHUe yIpaBlICHUSI.
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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.

PesyabTaThl 00y4eHHs \

Kpurepun onenkn

MeToabI OIEHKH

HepequB 3HaHI/II\/'I, OCBAaMBACMBIX B paMKax JUCHUIIJIMHBI

TepmuHoIOrHUsA B
obnactu
JIOKYMEHTAIMOHHOTO
obecrnieueHus
yIIpaBICHUS;
HopMmartuBHbie
JIOKYMEHTHI,
peraaMeHTHpYIOIIHe
COCTaBJICHUE u
odopmiieHne
JIOKyMEHTAIUU u
MOPSIIOK €€ 00padoTKH;
IIpaBuna cocraBiaeHus U
odopmIIeHUS
OpraHU3aIMOHHO-
pacnopsanTeNbHbIX
JIOKYMEHTOB, BXOJSIIIHUX
B YHU(DHUIIUPOBAHHYIO
CUCTEMY
OpraHU3aI[MOHHO-
pacropsiANTEIbHBIX
JIOKYMEHTOB,
YHUDUIITPOBAHHYIO
CHUCTEMY MEPBUYHOI
YYETHOM JOKYMEHTAMU
B YacTU JOKYMEHTAIM1

10 Y4eTy TPY[a;
[Topsimox  mpoBeneHust
DKCIEPTU3bl  LIEHHOCTH
JIOKYMEHTOB u
NOAIOTOBKH  J€T K
apXMBHOMY XPaHEHHIO.
TexHonorus
OpraHu3aluu
JOKYMEHTOOO0OpoTa B
OpraHu3alusax
(Y4pexneHusx).

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

- UCIIOJIb30BaHUE Pa3ITUYHBIX
UCTOYHUKOB, BKJIIOYas 3JIEKTPOHHBIE
pecypesl, menua pecypcebl, MHTepHeT-
pecypcehl, MepHOIUYECKHe U3JaHUS IO
CTEeLUATbHOCTU ISt pelieHus
poQeCCHOHANIBHBIX 3a]1a4

- JEMOHCTpalus OTBETCTBEHHOCTH 3a
INPUHSTHIE pElIeHHs, 00O0CHOBAaHHOCTH
camMoaHaJn3a U KOPPEKIHUs
pe3yabTaTOB COOCTBEHHOU PaOOTHI;

- HUCIIOJIb30BAaHUE 3aKOHOJATEIbHBIX H
HOPMAaTUBHO-TIPABOBBIX ~ aKTOB  IpH
TUTAHUPOBAHUH TIPEIITPUHUMATEIHCKOM
NEeSTeNIbHOCTH B IPO(decCHOHaIbHOM
cdepe;

- JIeMOHCTpanusi 3HaHUH B oOnactu
(rHAHCOBON TPaMOTHOCTH;

- KOHCTPYKTHUBHOCTH B3aUMOJICHCTBUS

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

xofe  oOydeHHs, PYKOBOIHUTEISIMH
yaeOHOH u MIPOU3BOACTBEHHOMN
NPaKTHUK.

-co0roieHne HOPM
po)eCCHOHATBHON ATUKH;

— TOCTpOEHHE MNPO(ecCHOHATBHOTO
oO0ImeHusT C  y4eToM  COIUAJIBHO-
npogecCuoHaIbLHOTO cTaryca,
CUTyalluu  OOIIEHUs, OCOOCHHOCTEH
TpYyHIIbL u HWHAUBUAYAJIbHBIX
0CcoOeHHOCTEH YYaCTHUKOB
KOMMYHUKAIIUU

- TPaMOTHOCTh YCTHOW U MUCHbMEHHOM
peuu;

- odopwiieHHE  JIOKYMEHTOB B

- JKCIIEPTHOE HaAOI0/IEHUE
BBITTOJTHCHUS
MPAKTUYECKUX 3aJaHHUI,

- OIGHKAa MO HTOraMm
YCTHOTO orpoca
CTYAEHTOB,

- HaOIIOJEHHWE [0 HUTOraM
TECTUPOBAHUA,
- OIIGHKa B
MPOBEICHUS
IIPOMEKYTOUYHON
aTTeCTalluH.

npoiecce
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cootBercTBHU ¢ 'OCTowMm;

- AcHOCTh  (OpPMYIHMpPOBAHUSA U
W3I10KEHUS MBICIIEH;
- TpOsIBICHHE  TOJEPAHTHOCTH B

npoiiecce OOIIeHMS;

- coOJrofieHne HOPM TIOBEACHHUS BO
BpeMsl YUeOHBIX 3aHSATHIA;

- coluroieHmne CTaHJapTOB
AHTHKOPPYIIIMOHHOTO MTOBEICHHS,

- CcOoOJI0JJaeT HOPMBI IKOJIOTUYECKOM
0€e30MacHOCTH;

orpesensier HaTpaBJICHUS
pecypcocOepexeHHsI B pamKax
poeCCUOHATIBHON JICATEILHOCTH 110
CTECIUATBHOCTH;

- 95(QQEeKTUBHOCTH  UCHOIB30BAHUS
CpeAcTB (PHU3MYECKOW KYIBTYPhHI IS
COXpaHEHHsSI U YKPEIUICHUS 370POBbs B
mporiecce npodeccuoHaTbHOM
JeSITeITbHOCTH u TIOJIePIKaHUS
HEOOXOJUMOTO YpPOBHS  (hU3HUYECKOU
MIOJITOTOBJICHHOCTH;

- 3(G(}EeKTUBHOCTh UCIOIB30BAHUS B
npodeccuOHaTHHON JeSITeTbHOCTH
HEOOXOJUMOW JOKYMEHTAIlUU, B TOM
YHCIIe HA MHOCTPAHHOM SI3BIKE

Ilepeuenb ymeHui, ocBan

BAaC€MBIX B paMKaxX JUCHUITIIMHBI

[Ipumenars Ha
MPAKTUKE
rocy/1apCTBEHHbBIE
CTaHaPTHI, IpyTHe
HOPMaTUBHO-
METOANYECKHE
JIOKYMEHTHI,
pernaMeHTHPYIOIIHE
OpraHH3aIIIo
JOKYMEHTAIMOHHOTO
obecrnieueHus
yIIpaBICHUS;
CocraBnsaTh u
NPaBUWIBHO OQOPMIIATH
OCHOBHbIE BU/IBI
OpTraHU3aI[IOHHO-
pacnopsaUTeNbHbIX
JIOKYMEHTOB;
OdopmiaTs
UH(POPMALIMOHHO-
CIIPaBOYHYIO
JIOKYMEHTAIHIO;
OdopmisaTh  KaapOBYIO
JIOKYMEHTAIHIO;

- ohopMIIeHHE TOKYMEHTOB H PEIICHUE
PaKTUYCCKUX CUTyaLHi c
HOPMAaTHUBHBIM IPaBOBBIM
000CHOBAHHEM;

- UCTIOJIb30BaHUE pa3IMYHBIX
HUCTOYHUKOB, BKJIIOYas OSJICKTPOHHBIC
pecypchl, Meana pecypcsl, MHTepHeT-
pecypchl, MEepHOAMYECKUE H3IaHUs 10
CTEIUATBHOCTH TUTst pereHHs
npo(hecCHOHANBHBIX 3aa4

- JEMOHCTpamus OTBETCTBEHHOCTH 3a
NPHUHSTHIE PEIIeHUs, 00OCHOBAHHOCTH
camoaHaJm3a u KOPPEKIUS
PE3yNIbTaTOB COOCTBEHHON PaOOTHI;

- WUCIIOJIb30BaHUE 3aKOHOJATEIbHBIX U
HOPMAaTUBHO-TIPABOBBIX ~ aKTOB  MPH
TUTAHUPOBAHHUH TIPEIITPUHUMATEITHCKON
NESTENIbHOCTH B TPO(eCcCHOHATBHOM
chepe;

- JIEMOHCTpalusi 3HaHUW B 00JacTu
(MHAHCOBOMW TPaMOTHOCTH;

- KOHCTPYKTUBHOCTH B3aUMOJICHCTBUS

¢ 00yYaroImUMHCS, TIPENOIaBaTEIISIMH B

xole  OOy4deHHus, PYKOBOJIUTEISIMHU

- DKCIIEPTHOE HaAOI0/IEHUE
BBITTOJTHCHUS
MPAKTUYECKUX 3aaHHI,

- OIGHKAa 1O HTOraMm
YCTHOTO orpoca
CTYACHTOB,

- HaOJIOJEHHWE [0 HUTOraM
TECTUPOBAHUS,

- OIlGHKa B
MPOBEICHUS
IIPOMEKYTOUYHON
aTTeCTalluH.

npoiecce
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OdopmisaTs
MPETEH3UOHHO-UCKOBYIO
JOKYMEHTAITHIO.

yueOHOI U IIPOU3BOJCTBEHHON
IPaKTHUK.
-coOroieHne HOPM

po(hecCUOHATTLHOM ATUKH;
— TocTpoeHHe mpodheCcCHOHATBHOTO
OoOmeHNsT C  y4eTOM  COIHAIBHO-

podecCHOHATBHOTO craryca,
CUTyalluu OOIIeHUs, OCOOEHHOCTEH
TPYIIIBI u HHIUBHUTyaTbHBIX
ocoOeHHOCTeH YYaCTHUKOB
KOMMYHHUKAIHH;

- TPaMOTHOCTb YCTHOM U IHUCBMEHHOU
peuwu;

- odopmiieHHE  JIOKYMEHTOB B
cootBercTBHU ¢ 'OCTowMm;

- AcHOCTh  (OpPMYIHMpPOBAaHUS U
W3J10KEHUS MBICIIEH;

- TMPOSIBICHHE  TOJICPAHTHOCTH B
npoiiecce OOIIeHMS;

- coOyroiecHHe HOpM TOBEIEHUS BO
BpeMsl YUeOHBIX 3aHATHIA,

- coluoieHe CTaHJapTOB
AHTHKOPPYIIIMOHHOTO MTOBEICHHS,

- coOJIoaeT HOPMBI AKOJIOTHYECKON
0€e30MacHOCTH;

- orpenenser HaTPaBIICHUS
pecypcocOepexeHHsI B pamKax
po(hecCHOHANTEHOM JIeATENHHOCTH TI0
CTECIUATBHOCTH;

- 95(QQEeKTUBHOCTH  UCHOIB30BAHUS
CpeAcTB (PHU3MYECKOW KYIbTYPHI IS
COXPAHEHUS U YKPEIUICHUS 3JI0POBbS B
nporiecce npodecCHOHATBLHON
JESITEIIbHOCTH u MOIIEPKAHUS
HEOOXOAMMOTO YpPOBHA  (U3HUYECKOM
MOJITOTOBJICHHOCTH,

- 3¢ (}EeKTUBHOCTh HCIIOJIB30BAHHS B
npohecCHOHATBLHOM JESITEIIbHOCTH
HEOOXOUMOW JOKYMEHTAllMH, B TOM
YHCIIe HA HHOCTPAHHOM SI3BIKE

15




