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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
JIOKYMEHTAIlMOHHOTO 00EeCTIeUeHus yIpaBICHHUS;

— COCTaBISITh M TMPABUIHHO OQOPMIISITH OCHOBHBIE BBl OPTaHU3AIMOHHO-
pPacoOpsSANTEIHHBIX TOKYMEHTOB;

— o(opMIIATh HH(HOPMALIMOHHO-CIIPABOYHYIO JOKYMEHTAIIUIO;

— 0oQOpMIIATH KaJIpOBYIO JOKYMEHTAITHIO;

— 0oQOopMIIATH MTPETEH3MOHHO-UCKOBYIO JOKYMEHTAITHIO.

B pe3ynbTaTe 0CBOSHHS IUCIUTUTMHBI 00YYaIOIHIACs TODKEH 3HATh:

— TEPMHHOJOTHIO B 00J1aCTH JOKYMEHTAI[MOHHOTO O0ECTIeUeHus yIpaBICHHUS,

— HOpPMaTHBHBIC  JOKYMEHTBHI,  PETJIaMEHTHPYIOIIHE  COCTAaBJICHHE U
odopmiIeHHE JOKYMEHTAIIMHU U TIOPSJIOK €€ 00pabOTKU;

— TpaBUJIa COCTaBJICHUA U O(OPMIICHHS OPraHU3aMOHHO-PACTOPAIUTEIbHBIX
JOKYMEHTOB, BXOJALIMX B YHU(PUIUPOBAHHYIO CHCTEMY OpTraHH3aI[MOHHO-
pacHopsSAUTENbHBIX JOKYMEHTOB, YHU(MUIMPOBAHHYIO CHUCTEMY MEPBHUYHOM
YUETHOM TOKYMEHTAllMU B YaCTU JOKYMEHTAIMH 110 YUETy TPYa;

— TIOPSAZOK MPOBEACHUS SKCIEPTH3bI IIEHHOCTH JOKYMEHTOB U TOJATOTOBKH
7IeNT K apXUBHOMY XPaHEHHUIO.

— TEXHOJIOTMIO  OpraHM3ali  JOKYMEHTOOOOpOoTa B  OpraHM3alMsix

(YyupexaeHusx).
[IK u OK, KoTOpBIE aKTyaIM3UPYIOTCS NIPU U3YYEHUU JUCLIUIUIMHBIL:



OK 1. Broibupate cnocoObl pemieHus 3anad  NpoQecCHOHATbHON
JEeSATEIbHOCTH MPUMEHUTETBHO K PA3IMUYHBIM KOHTEKCTaM

OK 2. Hcnonw3oBaTh COBpEeMEHHBIE CpEICTBa IIOMCKA, aHaiIu3a W
UHTEpHpeTanuu HHGOpMaLuK, 1 HHOOPMAIMOHHBIE TEXHOJIOTUH JJIsI BBITIOJIHEHUS
3a/1a4 mpodecCuOHaTBLHON IeATeTLHOCTH.

OK 3. [InanupoBaTh M peasnu30BbIBaTh COOCTBEHHOE MPO(PECCUOHANBHOE U
JUYHOCTHOE pa3BuUTHE, NpeIPUHUMATETBCKYIO JeSITeIbHOCTD B
npodeccuoHanbHON cdepe, UCIOoIb30BaTh 3HAHUS IO MPABOBOW M (PHHAHCOBOU
I'PaMOTHOCTH B Pa3JIMYHBIX )KU3HEHHBIX CUTYaIIHSIX.

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

OK 5. OcymecTBiasiTh YCTHYHO W HHUCBMEHHYIO KOMMYHHMKALWIO
Ha TOCYJapCcTBEHHOM s3bike Poccuiickoit @enepanuu ¢ yueToM OcCOoOEeHHOCTEN
COLIMAJILHOTO U KYJBTYPHOTO KOHTEKCTA.

OK 6. [IposBnsaTh IrPaXXJaHCKO-TTATPUOTHYECKYIO MO3ULHIO,
JEMOHCTPHPOBATh  OCO3HAHHOE TMOBEJACHHE HA OCHOBE  TPATUIIMOHHBIX
OOIIIeUeIOBEUECKUX IIEHHOCTeH, B TOM UHCJIE€ C YyYeTOM TapMOHHU3ALUU
MEKHAIIMOHANBHBIX M MEXKPEIUTHO3HBIX OTHOIIEHUHN, TPUMEHATh CTaHAAPTHI
AHTUKOPPYIIIMOHHOTO TIOBE/ICHUSI.

OK 9. TIloms3oBatbcsi  mpodeCCHOHANBHOM  JOKyMEHTaIued  Ha
rOCy/IapCTBEHHOM U MHOCTPAHHOM $SI3bIKaX.

IIK. 1.2. [TIlpumenarp HOpMBI MpaBa JUIsi pEUIeHUs 3aJa4y B
npoheCCUOHATILHON JIEITEIIbHOCTH.

[IK. 1.3. IlnanupoBaTh U peasn30BbIBaTH COOCTBEHHOE MPO(ECCHOHATBLHOE
U JMYHOCTHOE  pa3BUTHE,  MPEANPUHUMATENBCKYIO  JIeATEIBHOCTh B
npodeccuoHaIbHOU cdepe, UCTI0JIb30BaTh 3HaHUS 10 (PMHAHCOBOUM I'PaMOTHOCTH B
Pa3IMYHBIX KU3HEHHBIX CUTYaIUAX;

1.4. Konu4ecTBO 4aCOB HA OCBOEHUE JUCIHUILINHBI:

MaxkcuManpHOU yueOHOU Harpy3ku oOydaromerocs 40 yacos, B TOM 4HCIIe:

— oOs3aTenbHas aynuTopHas ydeOHas Harpy3ka - 40 dacoB, W3 HUX
nmpakTudeckas pabora — 18 gacoB, caMocTosITeNIbHAs paboTa - 4 4yacos.



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

2.1 OO6beM yueOHOM TUCIMUIUIMHBI U BUIBI Y4eOHOH pabOThI

Bua yueOHo# padboThl

O0BeM yacoB

MaxkcumanbHas yueOHas Harpy3ka (Bcero) 40
OO0s13aTenbHas ayIuTOpHAs yueOHasi Harpy3ka (BCero) 460
B TOM YHCJIE:
71a00paTOpHbIE 3aHATUS (eciu npedycmMompeHro) -
MIPAKTUYECKHE 3aHATUS (eCiu npedyCMOmMpeHo) 18
KOHTPOJIbHBIE pa0OTHI (eciiu npedycmMompeHo) -
KypcoBasi paboTa (IpOeKT) (eciu npedycmompero) -
CamocrostenbHas pabora obydaronierocs (BCero) 10
[IpomexxyTounast arrectarus B popme 3ayer ¢
OLIEHKOM
2.2 TeMaruueckwii IJIaH U COJIEPKAHUE TUCIIUILIAHBI
Conepxanue yueOHOro MarepuaJa,
JIAa00PATOPHBIX M MPAKTUHYECKUX
HaumeHnoBaHue 3aHSATHI, BHeayHTOPHOIi OBLeM 1aCOB Yposen
pa3esioB U TeM (camocTosITe/IbHOM) Y4eOHOH padoThI
o0yyarommxcsi, KypcoBoi padoTsbl ocBoenms
(mpoekTa), yueOHOM 1
NPOM3BOJACTBEHHOI NPAKTHKH
1 2 3 4
Paznen 1. OCHOBBI JOKYMEHTHUPOBAHUSI YIIPABICHYECKON IEITEIHLHOCTH
Tema 1.1 Conepxanue
ITonsarue o OCHOBHBIE CBOMCTBA JIOKYMEHTOB M MX
JOKYMEHTAUOHHOM | QYHKIIMM B  CHUCTEME  yIIPaBIICHHUS.
obecrieueHun [Tonsitue noxkymenrta. HMuapopmamms u
yIpaBIeHUs, JIOKYMEHT. Knaccudukanus
JIOKYMEHTE 1 JOKYMEHTOB: 1O BUAY O(QOPMIICHHUS; IO
crocobax COJICPKAHHUIO; o dopwme; o
JOKYMEHTUPOBAHUSA | IPOUCXOXKICHHUIO; 1o CpeacTBam
dukcanuu; TO CpoOKaM  XpaHCHHS. 1
MartepuanbHble HOCUTEIH HH(OOPMALIUH. 1,2
[MonsTue JOKYMEHTUPOBAHUSI.
OcHoBHbIE CH0CO0bI
JIOKyMEHTHUPOBAHHS. OcHoBHBIE
COBpPEMEHHbIE TEXHOJIOTHH,
MPUMEHSIEMBIE TIPU OPTaHU3AINH PAOOTHI
C JIOKyMEHTaMH B  OpraHu3alusx
(YUpeKACHUSX).
IIpakTnyeckasi pabora -
CamocrosTenbHas pabora 1
Tema 1.2 Conep:xxanue




HopmatusHo-
npaBoBas 6aza
JOKYMEHTAIMOHHOTO
obecrnieueHus
yIpaBIeHUS

HopmaTtuBHO-11paBoBbIE aKTBhI,
peryimpyommue JOKYMEHTALMOHHOE
obecrnievueHre ynpasiceHus. YHUDUKAIHS
U CTaHJapTH3amus Kak OCHOBHBIC
HaIlpaBJICHUA COBCPUICHCTBOBAHUSA
JOKYMEHTOB W  JIOKYMEHTAIlMOHHOTO
o0ecrieyeHus yrpaBJIeHUsl.

[lepeueHb OCHOBHBIX TOCYAApPCTBEHHBIX
CTaHJApTOB  HAa  YHU(HUIMPOBAHHBIC
cucteMbl  JoKyMeHTaru. (OCHOBHBIE
IIOJIOKCHU A FOC}’I[apCTBeHHOI\/'I CHUCTCMbI
JOKYMEHTAI[IOHHOTO obecrieueHHs
yIpaBJIEHUS. Cocras
YHU(HUIHPOBAHHBIX CHCTEM
JOKYMCHTAIUU: OpraHnu3alluOHHO-
pacropsiiuTenbHasl, OTYETHO-
CTaTUCTHUYCCKAA, (bHHaHCOBaH " Ip.

IIpakTnyeckasi pabora

CamocTosTenpHas pabora

1,2

Tema 1.3
Crioco6b1 1 IpaBUiIa
CO3/IaHUS IOKYMEHTOB

Conep:xxanue

XapaKkTepUCTUKA, COCTaB U COJIEPIKAHHE
I'OCTa Ha cucremy OpraHu3anMOHHO-
pacnopsaIuTEIbHON JOKYMEHTALUH.
YHudunmpopaHHas cucreMa
OpraHU3aLMOHHO-PACIIOPAIUTEILHON
JOKYMEHTaIUH. TpebGoBanus K
oopmieHno TOKyMeHTOB. Dopmysip-
obpazerr OPJI. IIpaBunma odopmiieHus
PCKBU3HUTOB, PErIIaMCHTUPOBAHHBIX
['OCTowm.

IIpakTHyeckas padora

[IpakTnueckoe 3aHATHE Nel.
Odopmnenue PEKBHU3UTOB Ha
JTIOKYMEHTAaX.

CamocTosTenpHas pabora

1,2

Paznen 2. Opranu3anus CHCTEMbI JOKYMEHTAMOHHOIO o0ecnevYeHu st

Tema 2.1
Odopmnenue
UH(POPMALILOHHO-
CIIPAaBOYHOM
JOKYMEHTAII!

Conepxanue

XapakTepucTUKa U COCTaB CIIPABOYHO-
UH(POPMAIIMOHHBIX JTOKYMEHTOB
(cmy>KeOHBIX ITHICEM, CIIPaBOK,
3asIBIICHHIA, aKTOB, IPOTOKOJIOB,
JOKJIATHBIX u OOBSICHUTEIIbHBIX
3aIHCOK), TpeOOBaHMS K 1704
0(OpPMIICHHUIO. JIOKyMEeHTHUpOBaHUE
JeSITeITbHOCTH KOJICTHAIBHBIX OPTaHOB.

IIpakTHyeckas padora

[IpakTnueckoe 3aHATHE No2.
Odopmiienne MH(POPMAIIMOHHO-
CIIPaBOYHOM JOKYMEHTALUH.

CamocTosTenpHas pabora

1,2

Tema 2.2
Odopmiienne

Conep:xxanue

OCHOBHBIE TpYNIBl OpPraHU3ALMOHHO-

1,2




OpraHu3alMOHHO-
pacnopsIuTeIbHON
AOKYMCHTAaIUN

pacnopsaUuTeNIbHBIX JTOKYMEHTOB.
XapakTepucTrKa u COCTaB
OpTaHU3AIMOHHBIX JOKYMEHTOB (yCTaBa,
MOJIOKEHUS, HTHCTPYKIUH, TOJIKHOCTHOM
MHCTPYKLUN), TpeOOBaHUs K
obpopmiieHHI0.  XapakTepucThKa |
COCTaB PaCHOPSAUTENHHBIX JOKYMEHTOB
(mocTaHOBNEHUS, TMpUKa3a, pPEIICHUs,
pacmopsbKeHHsI, yKa3aHwusi), TpeOOBaHUS
K UX 0(OPMIICHHUIO.

[ToHsITHE OTMHHKKA, KOTIMH, BBITTUCKH,
nyonukata. Bunmbl komuii TOKYMEHTOB,
0COOEGHHOCTH  3aBEpeHUs] KOMUH U
BBIMMCOK HOTApUAJIbHBIMU KOHTOPAMU U
JOJKHOCTHBIMHU JIMIIAMH OpTaHU3aInil.

IIpakTnyeckasi pabora

[IpakTudeckoe 3aHATHE Ne3.
Odopmnenue OpraHU3aIMOHHO-
pacnopsIUTENbHON JOKYMEHTALINY.

CamocrosiTenpHas padbora

Tema 2.3
Odopmnenue
KaJIpOBO1
JTOKYMEHTAII1

Conepxanue

3asgBieHUST W TPHKa3bl 1O JHYHOMY
cocraBy. Jlnynas kaprouka (opmer T-2
U JTMYHBIC Je1a

IIpakTHyeckas padora

[IpakTuueckoe 3aHATHE Ned.
Odopmenne kaapoBol TOKYMEHTAIUH.

CamocTosTenpHas pabora

1,2

Tema 2.4
JloroBopHo-I1paBoBas
JOKYMEHTaIUs

Conep:xxanue

[Tonstne noroBopa. OCHOBHBIE pa3eib
noroBopoB.  Ilopsmok  odopmieHus
TPYZOBOTO JI0TOBOPA, JI0roBOpa
MIOCTaBKH, IOTOBOPA KYTUIU-TIPOJIAXKH.

IIpakTHyeckas padora

[IpakTnueckoe 3aHATHE Nos.
OdopmieHne T0roBOpoB.

CamocrosiTenpHas padbora

1,2

Tema 2.5
[Iperen3uoHHO-
HCKOBas
JIOKYMEHTaLUs

Conep:xxanue

OCHOBHBIC ~ PEKBU3UTBHI U  TOPSIAOK
oopmiieHHs TIpEeTeH3WH, OTBETOB Ha
nperensuto.  FOpuamueckas — cimyxoOa,
BBITIOJIHAIONIAs TPETEH3NOHHO-NCKOBYIO
pabory Ha mnpeampustud. JKypHan
peTUCTpali MPETEH3UH.

[Topsimox odopmiteHus HCKOBBIX
3as{BICHUH W TPEJCTaBICHHE UX B
ApOuTpaxxHbIii cya.

IIpakTnyeckasi pabora

[IpakTuueckoe 3aHSTHE Neb.
Odopmienne  MPETEH3MOHHO-UCKOBOMH
JIOKYMEHTALUH.

CamocrosiTenpHas padbora




Pa3nes 3. Opranusanus padoThl ¢ JOKYMEHTAMH B OPraHM3ANMAX (YYpeKIeHUAX)

Tema 3.1 Conep:xxanue
Texnonorus YopasieHue U JEIONPOU3BOACTBO.
OpraHu3aluu OpranuzanyoHHbIe bopmbl
JOKYMEHTO000pOTa B | JEIOMPOU3BOCTBA. Cnyx0a
OpraHu3aIusIxX JOKYMEHTAIlMOHHOTO obecnieyeHus
(Y4pexIeHUSX ) yIIpaBICHUS, OCHOBHas 3ajauva,
byHKIIH, TUTIOBBIE CTPYKTYPBHI,
NOJDKHOCTHOM cocTaB. PernameHTanus 2
pabotel ciayx0b1 JIOY. IlpumepHoe
MOJIOKEHUE 0 ciyx0e
JOKYMEHTAIlMOHHOTO o0ecrnieueHus
yIIpaBJICHUS u JIOJKHOCTHBIE
UHCTPYKLHUU.
IIpakTHyeckas padora
CamocrosiTenpHas padbora
Tema 3.2 Coaepxkanue yueOHOro MaTepuajia
OcoGenHoctu [TonsiTust TpenIOXKEeHHs, 3asBICHUS W
JENIONPOU3BOACTBA 10 | xkanoOwl. [IpueM m perucrpanus mnucem
oOpallleHHsAM TpaXIaH | TpaxaaH. PaccMoTpeHue W paspelieHue
u IIUCEM, CPOK pacCMOTPEHHs. AHaIN3
KOH(HIEHIIMATIBHOTO | MUCEM IPak/IaH.
aenonpoussoacTsa | KonduaeHmansHoe JeI0MpOU3BOACTBO.
I'pud  orpanmyeHuss  gocryma K
JOKYMEHTY. ABTOMAaTU3UPOBAHHBIC 2
cUcTeMbl paboThl C JOKyYMEHTaMH.
CpencTBa M3rOTOBIICHUS, KOMHPOBAHUS
U Pa3MHOXKEHHUS JOKYMEHTOB.
Opranuzanus paboynx MecT.
IIpakTHyeckas padora
[IpakTnueckoe 3aHATHE No7.
Odopmiienne oOpaneHuii rpaxaH.
CamocrosiTenpHas padbora
Tema 3.3 Conepxanue 1,2




CucreMmaTuzanus
JIOKYMEHTOB,
dbopMupoOBaHUE UX B
Jiena v repezaJa B
apXWB OpraHu3aIuu

[lonartue npoxymentoobopora. OOmme
TIPUHITAITBI OpraHu3aIiH
JTOKyMEHTOO0OpOTa, €r0  OCHOBHBIC
STaIlbl: MPUEM M TIEpBUYHAs 00paboTKa

JTIOKYMEHTOB; pacrpenenexnue
MOCTYIHBIINUX JIOKYMEHTOB;
perucTpanus JIOKYMEHTOB u
IpelBapUTEeIbHOE HMX PAacCMOTPEHUE;
paccMoTpeHue JTOKYMEHTOB
PYKOBOJICTBOM OpraHu3aluu

(yapexxneHus) W HampaplieHHE HUX Ha
UCIIOJTHEHUE; UCITIOJTHCHUE U KOHTPOJIb 32
UCTIOTHEHUEM  JIOKYMEHTOB; TEKYIIee
XpaHEHUE JJOKYMCHTOB.

Howmenxknarypa gen. O6paboTtka e st
MOCJICAYIOMIETO XpaHSHHS. DKCIIepPTH3a
[IEHHOCTU JOKYMEHTOB, 0()OpMIICHHE
zen, cocraBiienue onuceii. Cmada el B
apXUB.

IIpakTnyeckas padbora

CamocrositenpHas padbora

Bcero

46

10




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(OPMAITMOHHBIE PECYPCHI JUIsl UCIOJIb30BaHUSI B 00pa30BaTeILHOM IIPOIIECCE.
[Ipu dopmupoBanum OubMMOTEYHOTO (HOHAA O0Opa30BATENLHON OpTraHU3aIuen
BHIOMpAETCS HE MEHEe OJHOTO H3JaHUus W3 TEPEUMCIECHHBIX WXKE TMMEeYaTHBIX
W3JIaHUN ¥ (W) SJICKTPOHHBIX U3/IaHUN B Ka4€CTBE OCHOBHOTO, ITPU 3TOM CITUCOK
MOKET OBITh JIOMOJITHCH HOBBIMU U3/IaHUSIMH.

OCHOBHBIE HCTOUHUKH:

1. 1. Ky3nenos, 1. H. JlokymeHTanmonHoe oOecriedyeHue yrpaBieHUS.
JIOKyMEeHTOOOOPOT M JEJOMPOU3BOJICTBO | YUEOHUK M MPAKTUKYM JUISI CPETHErO
npodeccuonansuoro od6pazoanusi/ U. H. Ky3nenos. — 4-e usn., mepepad. u
non. — Mocksa : U3natensctBo FOpaiit, 2023. — 545 ¢. — (IlpodeccuonansHoe
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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 JOKYMEHTAIMH

0 y4eTy Tpy/[a;
[Topsimox  mpoBeneHust
9KCIEPTU3bl  IIEHHOCTHU
JIOKYMEHTOB u
NOATOTOBKA  J€T K
ApPXUBHOMY XpaHEHHUIO.
TexHonorus
OpTraHu3aIuu
JTOKYMEHTOO0OpOTa B
OpTaHMU3aIUIX
(YIpeXIeHUsX ).

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

- UCTIOJIh30BaHUE pa3IMYHbBIX
HUCTOYHUKOB, BKJIIOYas OSJICKTPOHHBIC
pecypchl, Meana pecypcsl, MHTepHeT-
pecypchl, MEepHOAMYECKUE H3IaHUs 10
CTEIUATBHOCTH 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 TIPEITPUHUMATETHCKON
NESTENIbHOCTH B TPO(eCcCHOHATBHOM
chepe;

- JIEMOHCTpalusi 3HaHUW B 00JacTu
(YHAHCOBOW TPaMOTHOCTH;

- KOHCTPYKTUBHOCTH B3aUMOJICUCTBUS

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

xofe  oOydeHHs, PYKOBOIHUTEISIMH
yaeOHOH u MIPOU3BOACTBEHHOMN
NPaKTHUK.

-coOroieHne HOPM
po(hecCHOHATLHOM ATUKH;

— ToCTpoeHHe TMPOo(ecCHOHATBHOTO
OoOmeHNsT C  y4eTOM  COIHAIbHO-
npoQeCcCHOHATHHOTO craryca,
CUTyalluu OOIIeHUs, OCOOEHHOCTEH
TPYIIIBI " WH/IUBUTyaTbHBIX
ocoOeHHOCTeH YYaCTHUKOB
KOMMYHHKAITHH;

- TPaMOTHOCTb YCTHOM U IHUCBMEHHOU
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

13




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 npodecCHOHATBLHON
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
OpraHU3aI[OHHO-
pacnopsauTeNbHBIX
JIOKYMEHTOB;
Odopmisate
nH(pOpMaIMOHHO-
CIPAaBOYHYIO
JOKYMEHTAIHUIO;
OdopmisATh  KaapOBYIO
JIOKYMEHTALHUIO;

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

- UCIIOJIb30BaHUE Pa3TUYHBIX
UCTOYHUKOB, BKJIIOYas 3JIEKTPOHHBIE
pecypesl, mMenua pecypebl, MHTepHeT-
pecypchl, MepuoaUYecKre U3JaHUsS IO
CTEeLUATBbHOCTU ISt pelieHus
poQ)eCCHOHANIBHBIX 3a]1a4

- JEMOHCTpalus OTBETCTBEHHOCTH 3a
INPUHSTBIE pElIeHHs, 00O0CHOBAaHHOCTH
camMoaHaJn3a U KOPPEKIHs
pe3yabTaTOB COOCTBEHHOU PaOOTHI;

- HUCIIOJIb30BAaHUE 3aKOHOJATEIbHBIX M
HOPMAaTUBHO-TIPABOBBIX ~ aKTOB  IpH
TUTAHUPOBAHUH TIPEIIPUHUMATEIHCKOM
NEeSTENIbHOCTH B MPO(decCHOHaIbHOM
cdepe;

- JIeMOHCTpanusi 3HaHUH B oOiactu
(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

14




Odopmisate
IPETEH3HOHHO-HCKOBYIO
JOKYMEHTAITHIO.

yueOHOI U IIPOU3BOJCTBEHHON
IPaKTHK.
-co0roieHue HOPM

podeCCHOHATBHON ATUKH;
— TOCTpOeHHE MNPOo(ecCHOHATBHOTO
oO0ImEeHnsT C  y4eToM  COIUAIbHO-

npogecCuoHaIBLHOTO cTaryca,
CUTyalluu  OOIIEHUs, OCOOCHHOCTEH
TpyHIibL )41 HWHAUBUAYAJIbHBIX
0CoOeHHOCTEH YYaCTHUKOB
KOMMYHUKAIIUU

- TPaMOTHOCTh YCTHOH U MUCHMEHHOM
peun;

- odopmiieHHE  JIOKYMEHTOB B
cootBercTBun ¢ 'OCTowm;

- scHOCTh  (OPMYJIHPOBAaHUS U
HU3JI0KEHUS MBICTICH;

- TpOSBJICHHWE TOJEPAHTHOCTH B
mporecce OOIIeHUs;

- COOJIOZICHWE HOPM TIOBEACHHUS BO
BpeMsl yueOHBIX 3aHATHIA;

- coOIroIeHue CTaHJapTOB
AHTHKOPPYIIIMOHHOTO MOBEICHHSI;

- coONOaeT HOPMBI AKOJIOTUYECKOM
0e30IMacHOCTH;

- orpenensieT HaIpaBJICHUS
pecypcocOepekeHus B pamkax
popEeCCHOHATPHON JIEATEILHOCTH TI0
CHEINABHOCTH;

- 3(h(}EeKTUBHOCTh  HUCIOJIB30BAHUS
CpeAcTB (PU3MYECKOM KyIbTYphl IS
COXpaHEHHsI U YKPEIUICHUS 370POBbS B
mporiecce npodeccnoHaTbHOM
JeSITeTbHOCTH u TOJIePIKaHUS
HEOOXOUMOTO YPOBHSA (PUINYECKOM
HOJIrOTOBJICHHOCTH;

- 3(G(}EeKTUBHOCTh UCIOJIB30BAHUS B
npodeccuOHATBHON JeSITeTbHOCTH
HEOOXOJUMOW JTOKYMEHTAIlUU, B TOM
YrCIIe HA MHOCTPAHHOM SI3BIKE
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