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1. OBIIASI XAPAKTEPUCTHUKA PABOYEN ITPOI'PAMMBI YYEBHOM
AN CHUITIINHBI
OI1.05. lokymMeHTAllHOHHOE O0ecTeyeHHue YIpaBJIeHus.

1.1. MecTO JUCUMIIJIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM MPOrpaMMbl

VYyebnas aucnurimHa «JIOKyMEHTAIlMOHHOE OOECHeUYCHUE YIPABJICHUSA» SBIISICTCS
00s13aTeNIbHOM  YacThio OOIIETTPO(ECCHOHATILHOTO IIMKJIAa 00pa3oBaTeNbHON NpPOrpaMMbl B
cootBercTBUU ¢ PI'OC CIIO no cnenmnansHoctu 40.02.04 FOpucnpyaeHuus.

1.2. leab ¥ IuIaHUpyeMble Pe3yJbTAThI OCBOEHUS TUCHMIIUHBI:

B pamkax mporpamMmbl y4eOHOH IUCHUIUIMHBI OOYYarOIIMMHUCA OCBAMBAIOTCA YMEHUS

Y 3HaHUs
Kon YMmenust 3HaHHuA
IIK, OK

OK 01, [Ipumenars  Ha  npaktuke | TepMHHOJIOTHIO B obnactu

OK 02, rOCyJapCTBEHHbIE CTaHJAPTHI, | JOKYMEHTAIL[HIOHHOTO o0ecrnieueHus

OK 03, Ipyrue HOPMAaTUBHO- | YIIPaBJICHUS;

OK 04, METOIUYECKUEC JNOKyMeHThI, | HopmaTuBHbIE JIOKYMEHTHI,

OK 05, periaMeHTHpYoII1e perJaMEeHTHPYIOIIME  COCTaBJICHHE U

OK 06, OpraHU3aIuIo odopmIIeHHE TOKYMEHTAIUU U TOPSIIOK ee

OK 09, JOKYMEHTAllMOHHOI'O 00paboTKu;

IK 1.2, o0ecrieyeHus yrpaBieHUs; [IpaBuna cocraBneHus U OGOPMIICHUS

IIK 1.3 CoctaBnaTh W NPaBWIbHO | OPraHU3aMOHHO-PACIOPSIUTEIbHBIX
O0(OpPMIIATH OCHOBHBIE BHUJBI | TOKYMEHTOB, BXOJALINX B
OpraHU3alMOHHO- YHUQUIIMPOBAHHYIO CUCTEMY
pacopsiAUTEIbHBIX OpraHM3alMOHHO-PACIIOPSAAUTEIbHBIX
JIOKYMEHTOB; JOKYMEHTOB, YHU(DUIUPOBAHHYIO CUCTEMY

Odopmnsate HMHPOPMALIMOHHO-
CIIPABOYHYIO JOKYMEHTALUIO;

OdopmnsaTe KaJIpOBYIO
JIOKYMEHTAIUIO;
OdopmisaTs MPETEH3UOHHO-

HCKOBYIO NOKYMCHTAIHIO.

IIEPBUYHON YYETHOM JOKYMEHTaluu B
YaCTH JOKYMEHTALMU 110 y4eTy TpyAa;
[Topsimox IIPOBEACHUS JKCIEPTU3BI
LIEHHOCTH JOKYMEHTOB U IOATOTOBKH €]
K ApXUBHOMY XPaHEHHIO.

TexHoI0rHIO OpraHu3aliu
JOKYMEHTOO0OpOTa B OpTraHH3alUsIX
(YUpeKJCHUSAX).

2. CTPYKTYPA U COJAEP)KAHUE YYEFHOU JJUCHUIJIAHBI

2.1. O0beM y4eOHOI JMCHHMILIMHBI M BUABI Y4e0HOH padoThI

Buj yueOHoi padoThl O0bem yacoB
O06BemM 00pa3oBaTEILHON TPOTPAMMBI 42
Bcero yueOHBIX 3aHsTUH 38
B TOM YHUCIIE:
JIEKIIUHU 20
PAKTUYECKHE 3aHSITHS 16
KOHCYJIbTaIlNH 2
CamocrosiTenpHas pabora 4
[Tpomexxyrounas arrecrauus: auddepeHunpoBaHHbBIN 3aUeT




2.2. TemaTu4ecKkuii IJIaH U coJiep:KaHNe Y4eOHOH TUCIUTLINHBI

HaumenoBanmue Oo0beM,
ConepxaHue y4eOHOro MaTepuaja U (POPMbI OPTaHU3ALNH JeATeJTbHOCTH 00yYar0IMuXCst
pa3aesoB U TeM akaj. 4
1 2 3
Paznen 1. OCHOBBI JOKYMEHTHUPOBAHHUS YIIPABJIEHYECKOM JEATEJIbHOCTH 6
Tema 1.1 IlonsiTne o Copep:xaHue yueOHOI0 MaTepHaJia 1
JAOKYMEHTAIIMOHHOM OcHOBHBIE CBOICTBa OKYMEHTOB M WX (YHKIUH B cucTeMe ympaBneHus. llomsartue noxkymenta. Mudopmanus m moKyMmeHT.
obdecreYyeHUH Krnaccudukarus 7o0KkyMeHTOB: 110 BHIY 0(GOPMIIEHHS; IO COACPIKaHUIO; IO (hopMe; IO MPOUCXOKICHUIO; TI0 CPEeCTBaM (pHUKCAIUH;
ylpaBJieHHusl, JOKYMEHTe | TI0 CpOKaM XpaHEeHHs. MaTepuallbHble HOCUTEIH HHPOPMAITHHL. 1
U crocodax [onsiTue nokymeHtTupoBanus. OCHOBHBIE CIIOCOOBI JOKyMEHTUPOBaHUs. OCHOBHBIE COBPEMEHHBIE TEXHOJOTHH, IIPUMEHSIEMbIE TIPU
JOKYMEHTHPOBAaHMS opraHu3aiyy paboThl C JOKYMEHTAMH B OpraHu3anusx (YUpexIeHusx).
Tema 1.2 HopmaTuBHO- Copep:xanue yueOHOr0 MaTepHaJia 1
npasoBasi 6a3za HopmaTuBHO-TIpaBOBBIE aKThI, PEryIHPYIOIINE TOKYMEHTAMOHHOE o0eclieueHe yIpaBieHHs. Y HU(PHUKALUS U CTaHIapTH3aLuUs KaKk
AOKYMEHTAIIUOHHOI'O OCHOBHBIC HaAIIpaBJICHU COBCPUICHCTBOBAHUA JOKYMCHTOB 1 JOKYMCHTAIIUOHHOI'O O6CCHC'-IGHI/IH YIiipaBJICHUA.
obecneyeHus! [TepeueHb OCHOBHBIX TOCYJapCTBEHHBIX CTAaHIAPTOB HAa YHU(PHUIUPOBAHHBIE CUCTEMBI JOKyMEHTaUud. OCHOBHBIC IOJIOKEHHS 1
ynpasJjeHus TOCYAapCTBEHHOW CHCTEMBbI JIOKYMEHTAlIMOHHOTO oOecneyeHus ynpanieHus. CocTaB yHU(PHIUPOBAHHBIX CUCTEM JOKYMEHTALIUH:
OpTaHHU3aIIOHHO-PACTIOPAANTENbHAS, OTIETHO-CTATUCTHIECKAsI, PMHAHCOBAS H P.
Tema 1.3 Cniocodns! u Coaep:xanue yueOHOro MaTepuaja 2
NMPaBUJIA CO3AAHUSA XapakTtepuctuka, coctaB u coxepkanne ['OCTa Ha cucreMy OpraHM3allHIOHHO-PACHOPSOUTENHFHONH  JTIOKYMEHTALUH.
JAOKYMEHTOB YHupunupoBaHHas CHCTEMa OPraHW3allMOHHO-PACTIOPSAANTEIBHON JOKyMEHTanuHu. TpeOoBaHHSA K OGOPMIICHHIO IOKYMEHTOB. 2
®Dopmysp-obpaszen OP1. IpaBuira opopmMieHns peKBU3HTOB, perimaMeHTHpoBaHHEIX [ OCTowMm.
I[IpakTnyeckue 3aHATHSA 2
ITpaktudeckoe 3anarue Nel. OdopmieHne peKBU3UTOB Ha JOKYMEHTaX. 2
Paznen 2. OPTAHU3ALIUA CUCTEMBI JOKYMEHTAIIMOHHOT'O OBECIIEYUEHUSL 22
Tema 2.1 Odopmienue Conep:xanue yueOHOro MaTepuaja 2
HH(OPMALIHOHHO- XapakTepucTHuka M COCTaB CHpPaBOYHO-UH(DOPMALMOHHBIX JOKYMEHTOB (CIYy)KEOHBIX IIMCEM, CHPABOK, 3asBJICHHH, aKTOB,
CIIPABOYHOM MPOTOKOJIOB, JIOKJIAaMHBIX U OOBSICHUTENBHBIX 3alUCOK), TpeOoBaHUs K HX OhopmieHUI0. JJOKyMEHTHpOBaHUE AEATEIbHOCTH 2
AOKYMEHTAIMHI KOJUIETHAJIBHBIX OPTaHOB.
IIpakTHYecKkne 3aHATHS 2
[MpakTnyeckoe 3ansrue Ne2. OdopmiieHre HHPOPMAIIMOHHO-CIIPABOYHOMN JIOKYMEHTAIHH. 2
Tema 2.2 Odopmienue Coaep:xanue yueOHOro MaTepuaja 2
OpraHM3alMOHHO- OCHOBHBIE TPYIIBI OPraHU3aIMOHHO-PACTIOPSIUTENBHBIX TOKYMEHTOB. XapaKTePHCTHKA M COCTaB OPTaHU3alMOHHBIX JOKYMEHTOB
pacnopsiAuTeabHOI (ycraBa, MHOJNOXEHMS, WHCTPYKIMH, IOJDKHOCTHOH WHCTPYKIMH), TpeOoBaHMA K O(OpMICHHIO. XapaKTepUCTHKAa M COCTaB
AOKYMEHTAIIMH pactopsUTENLHBIX IOKYMEHTOB (IIOCTaHOBJIEHUS, IPUKa3a, PEIICHNs, PACHOPSIKEHUS, yKa3aH!s), TpeOOoBaHUs K X 0(OPMIICHHIO. 2
[loHsTHE TOIMHHMKA, KOIMH, BBIIMCKH, MyOnukara. Buabl komuili JOKyMEHTOB, OCOOCHHOCTH 3aBEpPEHHUS] KOIHMH M BBIIHCOK
HOTapHaJbHBIMH KOHTOPAMH M JIOJDKHOCTHBIMH JIMIIAMH OpPTaHHU3aIHH.
IIpakTHyeckue 3aHATHSA 2
[Tpakrryeckoe 3ansiTue Ne3. Odopmiienre oprauu3aliOHHO-PACHOPSIUTENLHOM JOKyMEHTAIHH. 2
Tema 2.3 Odopmiaenue | Conep:kaHue yueOHOI0 MaTepuajia 2




KaJApoBoi 3asiBieHHs ¥ PUKa3bl 10 JMYHOMY coctaBy. Jlnynas xaptouka popmsl T-2 u audHbIE ena 2
AOKYMEHTAIMH IIpakTHYecKkune 3aHATHS 2

[Ipakrryeckoe 3ansitue Ne4. OdopmiieHre KaipoBoi JOKYMEHTAIHH. 2
Tema 2.4 JlorosopHo- | Conep:kaHue yueOHOI0 MaTepHuaja 2
npasosast [onsiTue noroBopa. OcHOBHBIE pa3nensl 10roBopoB. ITopsimok odopmileHHsT TPYJOBOrO AOTOBOpa, JOTOBOPA MOCTABKHU, IOTOBOpa 2
AOKYMeEHTaIMs KYTTH-TIPOJAXKH.

IIpakTHyeckue 3aHATHS 2

IIpaxTrdeckoe 3ansTue NoS. OdopmiieHHE TOTOBOPOB. 2
Tema 2.5 | Coaepixanue y4eOHOro MaTepuaa 2
IIperensnonno-uckoBasi | OCHOBHBIC DPEKBU3UTHI M TOPSIOK OGOPMIICHHS INPETCH3MH, OTBETOB Ha mpereH3mio. HOpuanmdeckas ciayx0a, BBINOIHSAIOMIAS
AOKYMEHTALHS MPETEH3NOHHO-NCKOBYIO PabOTy Ha NpeanpuaTin. JKypHai perucTpanni NpeTeH3NH. 2

[Topsiiok opopmIleHNST HCKOBBIX 3asIBICHUH U TPEACTAaBICHNE X B ApOUTPaXKHBIH CYA.

IIpakTuyeckue 3aHATHS 4

[Ipaxtrdeckoe 3ansaTue Ne6. OpopmiieHHE TPETCH3NOHHO-ICKOBOW JOKYMCHTAIIHH. 4
Paznen 3 OPTAHU3ALNA PABOTBI C JOKYMEHTAMUM B OPTAHU3AIUAX (YUPEXKJAEHUSAX) 6
Tema 3.1 TexnoJiorus Coaep:xanue yueOHOro MaTepuaja 2
OpraHM3anuu VYnpasnerne u aenonpou3BoAcTBo. OpraHuzanuoHHbIE (GopMBbl AenonpousBoacTBa. Cinyxba TOKYMEHTaIMOHHOTO O00ECTIEYEHUS
AOKYMEHT0000poTa B YIpaBIICHUs, OCHOBHAs 3a/ada, (PyHKIMH, THIIOBBIE CTPYKTYpPBI, IODKHOCTHOW cocTaB. Permamentanust pabotsl ciryx0er JJOV. 2
OpraHM3anuax [IpumepHOE MONOXKEHHE O CITYK0€ JOKYMEHTallMOHHOTO 00ecTIeueH s YIPABICHHS 1 JOJDKHOCTHBIE HHCTPYKIINH.
(YupexaeHHsIX)
Tema 3.2 OcobennoctTu Conep:xanue yueOHOro MaTepuaja 1
AeJIONPOU3BOJCTBA 110 [MonsTHs npeasoxeHus, 3asBJIeHUS U KanoObl. [Ipuem U peructpaiys nuceM rpaxiaH. PaccMoTpeHue U pa3pelieHre miceM, CpoK
o0panIeHUAM I'PAKAAH H | PacCMOTPEHHs. AHAJIU3 ITMCEM TPaXKJIaH. 1
KOH(pUIECHIHATBHOT0 KondunenunansHoe nenonponsBoncTBo. 'pud orpaHnueHHs AocTyna K AOKyMEHTY. ABTOMAaTH3MPOBAaHHBIE CUCTEMBI pabOTHI C
JeJ10MPOU3BOJACTBA JokymeHTamu. CpesicTBa M3rOTOBIEHHS], KOMMPOBAHUS M PA3MHOXKEHUS TOKYMEHTOB. OpraHus3anys pabo4dnx MecT.

IIpakTHYecKkue 3aHATHUS 2

ITpaktuueckoe 3anstue No7. OdopmiieHne oOpameHnil rpakaaH. 2
Tema 3.3 Conep:xanue yueOHOro MaTepuaja 1
CucremaTusanus ITonsatue noxkymentoobopota. OOIMe NPUHIMITEI OPraHU3AIMHN JJOKYMEHTOO0O0POTa, €ro OCHOBHBIE STambl: MPHEM U NEPBHYHAS
JOKYMEHTOB, 00paboTKa JOKYMEHTOB; paclpefesieHHe IOCTYNMBIINX JOKYMEHTOB; pETHCTpanus MOKYMEHTOB WU TIPEABAPUTEIBHOE WX
¢hopmupoBanne ux B paccMOTpeHne; PacCMOTPEHHE JTOKYMEHTOB PYKOBOACTBOM OpraHM3aluy (y4peXICHUs) M HalpaBlIeHHE WX Ha MCIOJHCHHE;
Jena W nepeaava B WCIIOJIHEHHNE ¥ KOHTPOJIb 3a UCTIOJTHEHUEM JIOKYMEHTOB; TEKyIlee XpaHEHNE JOKyMEHTOB. 1
apXUB OPraHU3alUH Howmenknarypa nen. O6paboTka aen Iyt MOCIeAYIOMETo XpaHeH s DKCIIepTH3a LIEHHOCTH IOKYMEHTOB, opopMIIeHHE JIel,

cocTasienue onuceil. Craya aei B apXus.
Koncyabranuu 2
IIpomeskyTouHasi arrecranus — Au¢depeHMPOBAHHBII 3a4eT 2
CamocTosiTe1bHast padoTa 00y4alomuxcs 4
Bcero: 42




3. YCJIOBUS PEAJIM3AILIMU YYEFHOU JUCIHUATITAHBI

3.1. lna peanu3zauuM NporpaMmbl NpPo(ecCHOHAIBLHOIO0 MOAYJSA T0JKHbI ObITh
NpeAyCMOTPEHbI clelHaIbHble IOMELIeHHS:

KaOuHeT J0KYMEHTALMOHHOT0 O0ecriedeHus1 yIpaBJIeHus
- MOCAJI0YHBIE MECTA M0 KOJMYECTBY 00yJarOIuXCs

- paboyee MecTo MpernojaBaTelis

- KOMIIBIOTEP

- IEMOHCTpPAIIMIOHHOE 000PYAOBAHUE - IIPOSKTOP U IKpaH

- IOCKa KJ1accHas

BI/IﬁJ’[I/IOTeKa, YUTAJBHBIA 341 C BLIX0J0M B HHTECPHET

- IOCAJOYHBIC MCCTA 110 KOJIMYECCTBY 06yqa}omnxc51

- KOMIIBIOTCpHad TCXHHUKA C IMOAKIIIOYCHUCM K CCTHU «I/IHTepHeT)), AOCTYIIOM B JJICKTPOHHYIO
I/IH(l)OpMaI_II/IOHHO-06p330BaTCJ'ILHy10 cpeay u 9JI€KTpOHHO-6I/I6J'II/IOTe‘{Hy1-O CUCTCMY

AKTOBBIH 3271

- ClIeMAIU3UPOBAaHHBIE Kpeciia Ui aKTOBBIX 3aJI0B

- CIIeHa

- TpuOyHa

- MyJbTUMEIUANIPOEKTOP

- KOMIIBIOTEP

- TEXHUYECKUE CPE/ICTBA, CIyXKallie /Ul NpeAcTaBIeHus HHPOopMaLnuu OO0JIBIION ayIMTOPHH
- BUJIEO YBEJIMUUTEND (IIPOEKTOP)

- IEMOHCTPALlMOHHOE 000pyI0BaHHE U Ay IMOCUCTEMA

- MUKPO(OHBI

KaGuHeT 1151 Oprann3anuu caMoCTOATEIbLHONH H BOCTIUTATEILHOMH PadoThI

- IOCA/I0YHBIE MeCTa MO0 KOTUYECTBY 00yUaroIIIXcs

- KOMIIBIOTCPHAad TCXHHKa C IMOAKIIOYCHHUEM K CCTHU ((I/IHTepHeT» U OOCTYIIOM B JJICKTPOHHYIO
WH(OPMaIIMOHHO-00pa30BaTENBHYIO CPEAY

IIporpammHoe ob0ecnievyeHue:
1C: Ilpennpustue 8
Kaspersky Endpoint Security
Microsoft Office

Microsoft Visio

Microsoft Visual Studio
Microsoft Windows
KoncynpranTt+

3.2. UndopmannoHHoe obecrniedeHHne peajqn3alui NPorpaMmMbl

OcHoBHasi JiuTEepaTypa

1. Kysnenosa, U. B. JlokymeHTanmonnoe odecrieyeHne yrpapieHus : yueOHoe nmocooue ais
CIIO / U. B. Ky3nenosa, I'. A. XauatpsiH. — 2-e uza. — Caparos : [IpodobOpazoBanue, Aii
ITu Op Menua, 2019. — 166 ¢. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — Tekct
: JIEKTPOHHBIN // DIEKTPOHHBIN pecypc udpoBoit oOpazoBareabHOi cpeapl CI1O
PROFoo6pa3oanue : [caiit]. — URL: https://profspo.ru/books/80326 (

2. Anexceesa, T. B. JlokymeHTarimoHHoe ooecrnieueHue ynpasiaeHus : yaueonuk / T. B.
Anexceesa, O. A. CtpaxoB. — Mocksa : YHuBepcureT «Cuneprus», 2020. — 132 ¢. —



ISBN 978-5-4257-0402-3. — TeKcT : 3JIeKTpOHHBIH // DIEeKTpOHHBIN pecypc HuppoBoi
obpazoBarensHol cpenbl CIIO PROFoGpa3oBanue : [caiit]. — URL:
https://profspo.ru/books/101344

3. 3aiinena, E. B. Jlenonpon3BoacTBO U JOKYMEHTOOOOPOT B CUCTEME TOCYIAPCTBEHHOTO U
MYHUIIUIATBHOTO yrpasieHus : yaeonoe nocodbue st CIIO / E. B. 3aiiuesa, H. B.
I'onuapoBa. — 2-e uzn. — Caparos : [IpodobpazoBanne, 2021. — 176 c. — ISBN 978-5-
4488-1122-7. — TexkcT : 3J€KTPOHHBIN // DNEKTPOHHBIN pecypc HuppoBoi
obpazoBarenbHol cpenbl CITO PROFoGpa3oBanue : [caiit]. — URL:
https://profspo.ru/books/104900

JlonoHUTeILHAS JUTEpPaTypa

1. JHoxymeHTanmoHHOE obecrieuenue ynpanieHus. CocraBieHue u opopMiIeHHE AT0BbIX
nokymMeHTOB : yueOHoe rmocodue s CITIO / cocraButenu E. 1. bammakosa. — Capatos,
Mockaa : IIpodobpazoBanue, Aii [Iu Ap Menua, 2021. — 144 ¢. — ISBN 978-5-4488-
1080-0, 978-5-4497-0964-6. — TekcT : NEeKTPOHHBIH // DIEKTPOHHBIHN pecypc HUPpPOBOit
obpazoBarensHo cpenpl CITO PROFo6pa3zoBanue : [caiit]. — URL:
https://profspo.ru/books/103343

2. ApacmanoBa, B. A. JlokyMeHTaIlMOHHOE O0ECTICUCHUE YITPABJICHHUS ;| YUCOHO-TTPAKTUIECKOE
nocobue B cxemax, Tabnunax, oopasnax / B. A. ApacnanoBa. — 3-e uza. — Cypryr :
CypryTckuii rocy1apCTBEHHBIN nearorndeckuii yausepcurer, 2019. — 240 ¢c. — ISBN
978-5-93190-385-9. — Tekct : 3neKTPOHHBIH // DNEeKTpOHHBIN pecypc HUPPOBOit
obpazoBarensHoi cpenpl CITO PROFo6pa3zoBanue : [caiit]. — URL:
https://profspo.ru/books/94291 (

3. Koncrurynms Poccuiickoit @eneparuu ¢ monpaskamu ot 30 gexadps 2008 ., 5 dheBpais,
21 uronst 2014 1., 14 mapta 2020 r. / . — Mocksa : A#i [Tu Ap Menua, 2021. — 46 ¢c. —
TexcT : anexTponnslii // L{udposoit oOpazoBarenbHblil pecypc IPR SMART : [caiiT]. —
URL.: https://www.iprbookshop.ru/104769.html 12.

4. Kyxapenko, T. A. [IpaBoBoe oOecrneuenne mpodecCHoHATbHON AeSTENHHOCTH | YIEOHUK
s CIIO / T. A. Kyxapenko. — Caparos : [IpodoOpa3zoBanue, 2021. — 199 ¢. — ISBN
978-5-4488-1017-6. — TekcT : 2NIEKTPOHHBIH // DIEKTPOHHBIN pecypc MUPPOBOit
obpazoBarensHoit cpeapl CITIO PROFo6pa3zoBanue : [caiit]. — URL:
https://profspo.ru/books/102330



4. KOHTPOJIb 1 OLIEHKA PE3YJIbTATOB OCBOEHMUSA

YYEBHOM JUCHMUILINHBI

Pe3ysbTaThl 00y4eHHsA |

Kputepun onenkn

MeToabl OIEHKH

HepequL 3HaHPII>i, OCBaMBACMBIX B paMKaX JUCHUIIIMHEBI

TepMmuHoIOTUs B
obrnactu
JOKYMEHTAllMOHHOI'O
obecrnieueHus
yIIpaBICHUS;
HopmaruBHblie
JIOKYMEHTHI,
perJaMeHTUpYIoIre
COCTaBJICHUE "
odopmiieHHe
JIOKYMEHTaluu u
MOPSIIOK €€ 00padOTKH;
[IpaBuna cocraBieHus: U
odopmIIeHUS
OpraHU3alMOHHO-
pacmiopsiANTEIbHBIX
JOKYMEHTOB, BXOJSIINX
B YHUPUIUPOBAHHYIO
CUCTEMY
OpraHu3alMOHHO-
pacnopsaUTeNbHbIX
JIOKYMEHTOB,
YHUPHUIIMPOBAHHYIO
CHUCTEMY NEPBUYHOU
YYETHOU JOKyMEHTaluu
B YacTU JOKYMEHTAIu’
0 y4eTy TpY/a;
Ilopsanox  mpoBeacHuUs
AKCIEPTU3bl  IIEHHOCTH
JIOKyMEHTOB u
MOATOTOBKA  JIeT K
ApPXUBHOMY XpaHEHHUIO.
TexHonorus
OpTraHu3aIuu
JOKyMEHTOOOOpoTa B
OpTraHu3aIUIX
(Y4pexIeHusx).

- opopmieHHE TOKYMEHTOB M PELICHUE
MPaKTHYECKUX CUTYaIMi C
HOPMAaTHBHBIM HPaBOBBIM
000CHOBAHHEM;

- UCTIOJIb30BaHUE pa3IMYHbBIX
WCTOYHHMKOB, BKIIOYasi JJIEKTPOHHBIC
pecypebl, Meaua pecypceel, MHTepHeT-
pecypchl, MEepUOIUYECKHE H3JaHUs MO
CTEIUATBHOCTH TSt pereHus
npodecCHOHATIBHBIX 3a/1a4

- JeMOHCTpalMs OTBETCTBEHHOCTH 32
NPUHATHIE pElIeHus, 00O0CHOBAaHHOCTh
caMmoaHajmn3a u KOPPEKIHSA
Pe3yNbTaToB COOCTBEHHOH palboTHI;

- WCTOJB30BAHUE 3aKOHOJATEIBHBIX U
HOPMAaTHBHO-TIPAaBOBBIX ~ aKTOB  IpHU
TUTAHUPOBAHUH TIPEANIPUHUMATEIHCKON
JEATENILHOCTH B MPO(HECCHOHAITEHON
cdepe;

- JIEMOHCTpainus 3HaHMH B 001acTH
(rHaHCOBOW I'PaMOTHOCTH;

- KOHCTPYKTHBHOCTH B3aUMOJICHCTBUS

C O6y‘-IaIOHII/IMI/IC$I, nmpenoaaBaTejisiMu B

xoje  oOyuyeHHus, PyKOBOJIUTEISIMU
yueOHOM u MIPOU3BOJICTBEHHOU
MPaKTHK.

-coOmroieHne HOPM
npodeccHoHaNbHON STUKY;

— TOCTpoeHHE TPO(eCcCHOHATBHOTO
OOIIEHHsST C  Y4eTOM  COIMAIbHO-
npodeCcCHOHATTLHOTO craryca,
CHTyallil  OOLICHHUS, OCOOEHHOCTEH
TPYIIITBI u WHIUBUTYaTbHBIX
ocoOeHHoCTeH YYaCTHUKOB
KOMMYHHUKAIHH;

- TPAaMOTHOCTb YCTHOM M IUCBMEHHOMU
peuu;

- odopmieHHE  JIOKYMEHTOB B
cootBeTcTBUH ¢ 'OCTowM;

- sicHOCTh  (OpMYyTUpOBaHUS U
HM3JI0KSHMS MEBICIICH;
- IMMPOSBJICHUC TOJICPAHTHOCTU B

TpoIriecce OOIICHHS;
- CcOoONIOICHHEe HOPM TIOBEIEHHUS BO
BpeMsl yUCOHBIX 3aHSITHIA;

- co0uoIeHne CTaHJApTOB

- JKCIIEPTHOE HaOIIIO/ICHUE
BBITIOJTHEHUS
MPAKTUYECKUX 3aJaHUI,

- OlIEHKa [0 HUTOram
YCTHOTO orpoca
CTYJCHTOB,

- HAOJNIOZCHHWE IO UTOTaM
TECTUPOBAHUS,
- OIeHKa B
MIPOBEICHUS
IIPOMEKYTOUYHON
aTTecTaluu.

nporecce




AHTUKOPPYIIIUOHHOTO TIOBECHUS;

- COONI0aeT HOPMBI JKOJOTUYECKOU
0€e30I1aCHOCTH;

— ompeaenseT HaTPaBIICHUS
pecypcocOepexeHus B paMKax
npodeccnoHabHON JIeATeIbHOCTH TI0
CIEIUATBHOCTH;

- 3(p¢deKTUBHOCTh  HCIOJIB30BAHUS
CpeAcTB (PU3UYECKON KYJIBTYPBI IS
COXPAHEHUS U YKPEIICHUS 37J0POBBS B
nporecce npoQeCcCuOHATHLHON
JeSTEIIbHOCTH u MOIICPIKAHUS
HEO0OXOIMMOTO  YPOBHSI  (pU3UYECKOM
MTOATOTOBJICHHOCTH;

- 3(h(}EeKTUBHOCTh HCMOJIB30BAHUSA B
npodeccnoHaTBEHOM NESATCIIbHOCTH
HEOOXOJUMOM JTIOKYMEHTALlUH, B TOM
YHCJIC HA HHOCTPAHHOM SI3bIKE

HepequL yMeHHﬁ, OCBAMBACMBIX B paMKaX TUCIHUIIJIMHBI

[IpumensTH Ha
NPaKTUKE
roCyJJapCTBEHHbIE
CTaHJAPTHI, apyrue
HOPMAaTHUBHO-
METOMYECKHE
JIOKYMEHTHI,
periIaMeHTHPYOIINE
OpraHu3aIUIo
JOKYMEHTAIHOHHOTO
o0ecrieueHus
yIIpaBJICHUS;
CocraBiATh u
IPaBUWIBHO 0(OPMIISATh
OCHOBHbBIE BUJIbI
OpraHu3aIOHHO-
pacropsauTeIbHbBIX
JIOKYMEHTOB;
Odopmitsate
MH(OPMaLMOHHO-
CIPaBOYHYIO
JOKYMEHTAIUIO;
OdopmIATE  KaJpOBYIO
JOKYMEHTAIINIO;
Odopmitsate
PETEH3UOHHO-UCKOBYIO
JIOKYMEHTAIHIO.

- ohopmiIeHHE TOKYMEHTOB M PEIICHUE
MPAKTHYCCKUX CUTYyaIuit c
HOPMAaTHBHBIM IIPABOBBIM
000CHOBAHHEM;

- HCIIOJIb30BAHHUE Pa3InYHbIX
WCTOYHUKOB, BKIIOYAsl OJICKTPOHHBIC
pecypcsl, Meaua pecypcbl, MHTEepHeT-
pecypchl, MEPUOTUYCCKUE U3TaHUS I10
CIIEIUATBLHOCTH JUTSE pelieHus
npo¢eCCUOHAIBHBIX 3a]1a4

- JIEMOHCTpaIlMsl OTBETCTBEHHOCTH 3a
MPUHSATHIE pENICHHs, 000CHOBAHHOCTH
caMoOaHaln3a u KOPPEKIIHS
Pe3yJIbTaTOB COOCTBEHHOH pabOTHI;

- HUCIIOJIb30BaHUE 3aKOHOJATEIbHBIX U
HOPMATHBHO-TIPABOBBIX ~ aKTOB  IPH
TUTAHUPOBAHUM TIPEATNPHHUMATEIBCKOM
NEATCIbHOCTH B TPO(EeCCHOHATLHOM
cdepe;

- JEMOHCTpalus 3HaHWK B 00JIaCTH
(bMHAHCOBOM TPaMOTHOCTH;

- KOHCTPYKTHBHOCTH B3aWMOJICUCTBUSA

¢ 00yyaromuMucs, IpenoaBaTeIsiMi B
xoZie  OOy4yeHMs, PYKOBOAMTEISIMU
yueOHOi u IIPOU3BOJICTBEHHOU
IIPAKTHUK.

-cobmroenue

po¢eCCUOHAIBHON ITUKH,
— TIOCTpOeHHE MpPOo(hecCHOHAIBHOTO
oOlmeHnssT C  y4eToM  COIHAaJIbHO-
poheCCHOHATHLHOTO cTaryca,

HOPM

- JKCIIEPTHOE HAOJIIO/ICHUE
BBITIOJTHEHUS
MPAKTUYECKUX 3aJJaHH,

- OIIEHKa [0 UTOram
YCTHOTO orpoca
CTYJIEHTOB,

- HaOJIIOJICHHE TI0 WTOraM
TECTUPOBAHUS,
- OLIEHKa B
MIPOBEACHUS
IIPOMEKYTOUYHON
aTTeCTalUu.

nporiecce




CUTyallil  OOIIEHUs, OCOOCHHOCTEH

TPYIIIBI u WHIUBUTYAJIbHBIX
0COOEHHOCTEMH YYaCTHUKOB
KOMMYHUKAIUH;

- TPAaMOTHOCTh YCTHOM M TUCbMEHHOMH
peuu;

- odopmiieHHE  JOKYMEHTOB B
coorBeTcTBUH ¢ I'OCToM;

- scHOCTh  (OPMYJIHPOBAaHHUA U
HU3JI0KEHHS MBICTICH;

- TPOsIBICHHE  TOJEPAHTHOCTH B
rpoiiecce OOIICHHUS;

- COOJIOZICHHE HOPM TIOBEICHHUS BO
BpeMs yUeOHBIX 3aHSTHIA;

- coOuroIeHHe CTaHJapTOB
AHTUKOPPYIIIMOHHOTO TTOBEICHUS;

- COOJIIOJIaeT HOPMBI IKOJIOTHYECKON
0e30I1aCHOCTH;

— orpenenser HaTPaBIICHUS
pecypcocOepexeHus B paMKkax
npodeccCHOHATBHON JIEeATEeILHOCTH TI0
CICIUATBHOCTH;

- 3(p¢dEKTUBHOCTh  WCIOJb30BaAHUS
CpeAcTB (PU3UYECKON KYJIBTYPBI ISt
COXPAaHCHHUS U YKPEIUICHUS 37J0POBBS B
nporecce npodeccuoHanbHOI
NeSATSIIEHOCTH " IO IICPIKAHUS
HEO0OXOIMMOTO  YPOBHSI  (PU3UYECKOM
MTOITOTOBJICHHOCTH;

- 2(QpEeKTUBHOCTh HCMOIB30BAHUSI B
npogecCuoHaNIbHON NeSATeTbHOCTH
HEO0OXOIMMOM JTOKYMEHTAIlMH, B TOM
YHCJIe HA HHOCTPAHHOM SI3bIKE
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