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1. OBILASI XAPAKTEPUCTUKA PABOYEN TPOrPAMMbI YUEBHOIA
JUCHUIINHBI
OI1.06 TOKYMEHTALIMOHHOE OBECIIEYEHUE YIIPABJIEHUS

1.1. MecTo ucuMIVIMHBI B CTPYKTYPe OCHOBHOMH 00pa30BaTe/IbHOM NPOrpaMMbl

VYyeOnass aucuumuiiHa «J{OKyMEHTallMOHHOE OOecleueHHe YIpaBiICHUs» SBISETCS
oOs3atenpHOM  yacThio  OOmienpodeccuoHAIbHOTO LHMKJIA MPUMEpPHOM 00pa3oBaTeiabHON
nporpammsl B cootBeTcTBUU ¢ @PI'OC CIIO no crennaibHOCTH.

Oco0oe 3HaueHWEe [UCUUIUIMHA HMeeT Npu (OPMUPOBAHMM U PA3BUTHH OOIIKX
xomnereHuuit OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 07, OK 08, OK 09.

1.2. Heas 1 niIaHupyeMble pPe3yJbTAaThl 0CBOCHUS JUCIHUIJIMHBI:
B pamkax mporpammbl y4eOHOM MUCHHUILIUHBI OOYYaAIOIIUMKCS OCBAMBAIOTCS YMEHUS

U 3HaHUsA
Kon YMmenust 3HaHHuA
IIK, OK
OK 01, [IpumensaTh Ha npaktuke | TepMuHOIOTHIO B obnacTu
OK 02, roCyJapCTBEHHBIE CTaHAAPTHI, | JOKYMEHTALMOHHOTO obecriedeHus
OK 03, JIpyrue HOPMATHUBHO-METOJMYECKHE | YIPABIICHUS,
OK 04, JIOKYMEHTBI,  pernameHTupyromue | HopmarusHbie JOKYMEHTHI,
OK 05, OpraHu3alMI0 JOKYMEHTAL[MOHHOIO | PETJIAMEHTUPYIOLIHE  COCTaBJICHUE U
OK 06, o0ecrieueHus yrpaBIeHUS; opopmiIeHHE JOKYMEHTAMH U TMOPAI0K
OK 07, CocraBnsaTh u MpaBUJILHO | €e 00paboTKH;
OK 08, oopMIATH OCHOBHBIE Buzbl | [IpaBuna cocraBieHus U oQOpMIICHHS
OK 09, OpraHU3alMOHHO- OpraHU3alMOHHO-PACTIOPAIUTENBHBIX
IIK 1.2, pacnopsIUTENBHBIX TOKYMEHTOB; JIOKYMEHTOB, BXOISIIIINX B
I1K 1.3. OdopmnsaTe MH(GOPMAIIMOHHO- | YHU(ULIUPOBAHHYIO CUCTEMY
CIPAaBOYHYIO JOKYMEHTALUIO; OpraHU3alMOHHO-PACIOPAIUTENBHBIX
OdopmnsaTe KaJIpOBYIO | TOKYMEHTOB, YHUGUIUPOBAHHYIO
JIOKYMEHTAIUIO; CUCTEMY NIEPBUYHON YUETHOU
OdopmisaTe IIPETEH3UOHHO- | JOKYMEHTAallul B YacTH JOKYMEHTaluu
HCKOBYIO IOKYMEHTALIHIO. 10 Y4ETy TPpY/a;
[lopsamox  mpoBeneHUs  DKCIEPTU3bI

[IEHHOCTH JIOKYMEHTOB M IOJTOTOBKH
JIeIT K apXHBHOMY XPaHEHHIO.

TexHomoruro OpraHu3auu
JIOKYMEHTOO0OpOTa B  OpraHU3AIHUIX

(YupexneHusx).




2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIUILIAHBI
2.1. O0beM yueOHOI IMCUMIIMHBI M BUABI Y4eOHO0#l padoThI

Buna yueOHoii padoThl O0Bem B yacax

O0bem o0pa3oBaTeIbHOI NPOrpaMMbl Y4eOHOM JMCIHUIITHHBI 36
B T.4. B opMe NPAKTHYECKOH MOATOTOBKH 18
BT. 4.:

TEOpETHYECKOe 00yUeHne 18
IPAKTUYECKHE 3aHSITUS 18
CamocrosTenpHas pabora 2
IIpomeskyTounas arrectauus JudpdepeHIMPOBAHHDBIN 3a4eT 2




2.2. TeMaTH4yeCKMil IJIAH U COAEPKAHME YUeOHOM JUCHMIIIIHHBI

O0beM, akaj. 4

/ Koanl kommeTeHIui,
HaunmenoBanmue Conep:kanue yuyeOHOro Mmarepuasa u GopMbl OpraHu3auuu B ToM HHeIe B ¢dopmupoBanuio
pa3aesioB U TeM AesITeJIbHOCTH 00y4aI0IIMXCH (bopme . | KOTOPBIX COCOOCTBYET
NMPaKTHYECKOi
3JIEeMeHT NMPOrpaMMblI
MOAr0OTOBKH,
akaja. 4
1 2 3 4
Pa3znen 1 OcHOBBI JOKYMEHTHPOBAHMS YIIPABJIEHYECKOI 1eATeTbHOCTH 6/2
Tema 1.1 IlonsTHe o Coaep:xxanue yueOHOro MaTepuaJia 2 OK 01, OK 02, OK 05,
AOKYMEHTAIlHOHHOM OcCHOBHBIE CBOWCTBAa JIOKyMEHTOB U HUX (YHKIMH B CHCTEME OK 09
o0ecnmeyeHnNn ynpaenenusi. llonsarue  noxkymenta. UWHdopmanmss U JOKYMEHT. IIK 1.2, 11K 1.3
ylpaBJ/ieHHus, Knaccugukarus 10KyMEHTOB: 1O BHIy OQOPMIICHHS; 10 COACPIKaHUIO; IO
AOKYMEHTEe 1 dopMe; TO TMPOHMCXOXKICHHWIO; MO CpeacTBaM (DHUKCAMH, 10 CpOKaM
cnocodax XPaHCHUS. MarepuanbHbie HOCHUTEIIN uHpOpMAIUH. [Tonstue
JOKYMEHTHPOBaHUsl. | TOKyMeHTHpoBaHHs. OCHOBHBIE CIOCOOBI JOKyMeHTHpoBaHMS. OCHOBHBIE
HopmatuBHo- COBPEMEHHBbIE TEXHOJOTHH, NMPUMEHSEMbIe MPH OpraHu3aluu pPadoTHI C
npasoBasi 6aza TOKYMEHTAaMU B OpraHm3aiusx (ydpexaeHusix). HopmaTuBHO-TIpaBOBbBIE
JOKYMEHTAllMOHHOI0 | aKThl, PEryJIHpPYIONIMEe JOKYMEHTAI[MOHHOE OOecleueHne YIpaBlIeHUS.
o0ecrneyeHust Vuudukanmus ¥ cTaHJapTU3alMUsg KaK  OCHOBHBIE  HAmpaBICHHS
ynpaBJieHusl COBEPIIICHCTBOBAHUSI JIOKYMEHTOB U JOKYMEHTAIIMOHHOTO OOeCreyeHus
ynpasieHus. llepedyeHb OCHOBHBIX TOCYAApPCTBEHHBIX CTaHIApTOB Ha
YHU(UIIMPOBAHHBIE CHUCTEMBI JOKyMeHTauu. (OCHOBHBIE TOJIOKEHUS
rOCYJapCTBEHHOM CHCTEMBI JIOKYMEHTaIIMOHHOTO obecreueHus
ynpaBneHusi. CocTtaB  yHHU(PUIIMPOBAHHBIX  CHCTEM  JOKYMEHTAIUU:
OpTraHU3aIMOHHO-PACTIOPSANTENbHAS, OTYETHO-CTATUCTHYUECKAS,
¢duHaHCOBas U Ap.
Tema 1.2 Cnoco6bl 1 | Coaep:xanue y4eGHOro MaTepuajia 2 OK 01, OK 02, OK 03,

InpaBuJIa Co31aHusd

Xapakrtepuctuka, coctaB u cojepxkanue ['OCTa Ha cucremy

OK 04, OK 05, OK 06,




AOKYMEHTOB

OpraHU3alMOHHO-PACHIOPSAUTENIBHON JJOKYMEHTAlUH. Y HHU(PHUIUPOBAaHHAS
CUCTEMa OpPTaHHU3AI[MOHHO-PACTIOPSAUTEILHON JOKYMEHTAK. TpeOoBaHuMs
kK odopmieHuto jgokymeHToB. Dopmymsip-obpazeny OPJl.  IlpaBuna
oopmieHns PEeKBU3UTOB, periaMmeHTupoBaHHbIX ' OCTom.

OK 07, OK 08, OK 09
I[IK1.2,1IK' 1.3

IIpakTHYeckne 3aHATHA 2

1 OdopmiieHue peKBU3UTOB Ha TOKyMEHTaxX
Pa3nes 2 Opranusanus cMCTeMbl JOKYMEHTAllMOHHOT0 00ecreYeHust 20/14
Tema 2.1 Copaepxxanue yueOHOIro MaTepuasa 2 OK 01, OK 02, OK 03,
Odopmitenune XapakTepuCTUKa M COCTaB CIPaBOYHO-MH(POPMALMOHHBIX JTOKYMEHTOB OK 04, OK 05, OK 06,
uHGpOPMAIUOHHO- (cmy>keOHBIX MHCEM, CIIPaBOK, 3asBICHUI, aKTOB, MIPOTOKOJIOB, JOKJIAJIHBIX OK 07, OK 08, OK 09
CIIPABOYHOM U OOBACHUTENBHBIX 3alHUCOK), TpeOoBaHUS K HX OGOPMIICHHIO. K 1.2, TIIK 1.3
JAOKYMEHTALNH. JlokyMeHTUpOBaHHE JAEATEIbHOCTH KOJJIETHAIBHBIX OpraHoB. OCHOBHbIE
Odopmienne TPYIIIIBI OpraHU3alMOHHO-PACHOPSAUTEIBHBIX JIOKYMEHTOB.
OPraHHU3allOHHO- XapakTepucTUKa W COCTAaB OpPraHM3AalMOHHBIX JIOKYyMEHTOB (ycTaBa,
pacnopsiAuTebHON MOJIOKEHUS, WHCTPYKIMM, JODKHOCTHOW MHCTPYKIMM), TpeOOBaHUS K
JAOKYMEHTAINU oopmierno. XapaKTepuCTUKa U COCTaB PACHOPSIIUTENHEHBIX JTOKYMEHTOB

(mocTaHOBNIEGHUSI, TPHUKA3a, PELICHHUS, PACIOPSKCHHS,  YyKa3aHUs),

TpeboBaHus Kk ux odopmienuto. [loHATHE MOATMHHMKA, KOMUH, BBIUCKH,

ny6nukara. Bunael Konuii TOKyMEHTOB, OCOOCHHOCTH 3aBEpeHMs KON U

BBIMUCOK HOTapUalbHBIMH KOHTOPaMM M  JIOJDKHOCTHBIMM  JIMIIAMU

OpraHu3aluu.

IMpakTHyeckue 3aHATHSA 4

2 Odopmiienrne HHPOPMAITMOHHO-CIIPABOYHOMN TOKYMEHTAIIUH

3 OdopmiieHre opraHU3aluOHHO-PACTIOPAAUTENBHON TOKYMEHTAUU
Tema 2.2 Copnepxanue yueOHOro MmaTepmuasa 2 OK 01, OK 02, OK 03,
Odopmitenne 3asBNeHMs U NMPHUKaA3bl M0 JIUYHOMY cocTaBy. JInyHas kapTouka GopMbl OK 04, OK 05, OK 06
KaJpoBoil T-2 n nmuunble nena. [lonstue noroBopa. OCHOBHBIE Pa3feibl JOTMOBOPOB. I[IK1.2,1IK' 1.3
JAOKYMEHTAIHH. [Mopsimox opopmIIeHHS TPYAOBOTO JOTOBOPA, JOTOBOPA TIOCTABKH, IOTOBOPA
JloroBopHo- KYIUTA-TIPOJIAXKH.




npasoBasi IIpakTHuyecKkue 3aHATHS 6
JAOKYyMeHTaIus 4 OopmieHne KapoBOil TOKYMEHTALIUU
5 OdopmiieHne KaapoBO JOKYMEHTAITUN
6 OdopmieHue 10roBOpoB
Tema 2.3 Conep:kanue y4eOHOT0 MaTepuaJia 2 OK 01, OK 02, OK 03,
IIperen3uonHo- OcCHOBHBIEC PEKBHU3HUTHI U MOPSAI0K 0OPMIICHHS MTPETEH3UH, OTBETOB Ha OK 04, OK 05, OK 06,
HCKOBasi nperen3uto. FOpuamueckass cimyx0a, BBIIONHAIONIAS —IPETEH3UOHHO- OK 07, OK 08, OK 09
AOKYMeHTalus UCKOBYIO paboTy Ha mnpeanpustud. JKypHaln perucTpanul HpeTEH3U. I[IK1.2,1IK' 1.3
[Topsimok odopmIleHUsT WCKOBBIX 3asBIICHUH U TPEACTABICHUE WX B
ApOUTpaKHBIH Cy/.
IIpakTH4eckne 3aHATHA 4
7 OdopmiieHue NpeTeH3MOHHO-UCKOBOM TOKyMEHTAIIUU
8 OdopmiieHue MpeTeH3MOHHO-UCKOBOM JOKYMEHTAITUU
Pa3znen 3 Opranuszanus padoThl ¢ JOKYMEHTAMHU B OPraHu3anusx (yupexaeHusax) 8/2
Tema 3.1 TexnoJsiorus | Coaep:kanue y4eOHOro Mmarepuajia 2 OK 01, OK 02, OK 03,
OpraHM3anuu YnopaBneHue ©  Jenonpou3BoAcTBO.  OpraHuzanuoHHble  (HOpMbI OK 04, OK 05, OK 06,
AOKYMEHTO0000pOTAa B | JICIONPOU3BOICTRBA. Cnyx6a JOKYMEHTAllMOHHOT O obecneueHus OK 07, OK 08, OK 09
OpraHM3anusax yIOpaBieHUs, OCHOBHAs 3ajaya, (QYHKIMM, TUIOBBIE CTPYKTYpHI, I[IK1.2,1IK' 1.3
(YupexaeHusix). JIOJDKHOCTHOM cocTaB. Permamenrtanust padotsl ciyx0b1 JIOY. Tlpumepnoe
OcobeHHOCTH MIOJIOKEHHE O CITy)KOE€ JOKYMEHTAIlMOHHOTO OOECTICUSHHs YIPaBJICHUS H
J1eJI0NPOU3BOICTBA JOJKHOCTHBIC HHCTPYKIMH. [TOHSITHS Tpe/IOKEeHHSI, 3aSBICHUS U KATOObI.
o o0paleHus M [Ipuem wu perucTpainus muceM rpaxiaaH. PaccMoTpeHune u pasperieHue
rpaxIaH u MUCEM, CPOK paccMOTpeHHs. AHanu3 muceMm rpaxaad. Kondunennuanbaoe
KOH(MUICHIUATBHOIO | MEIONPOU3BOACTBO. [pud orpaHuueHuss JocTyma K  JOKYMEHTY.
JeJI0NPOU3BO/ICTBA ABTOMaTH3UPOBAaHHBIE CHCTEMBI pPal0OTHl ¢ JoKkymeHTamMu. Cpenctsa
W3TOTOBJICHHSI, KOIMPOBAHUSI M PAa3MHOXKEHHS JTOKYMEHTOB. OpraHuzanus
pabouux MecT.
IIpakTUyeckune 3aHATHSA 2

9 Odopmiienne oOpaleHu rpakJaH




Tema 3.2 Conep:xaHue yueOHOIro MaTepuasa 2 OK 01, OK 02, OK 03,
CucreMaruszanus [Tonsitme  moxkymeHtoobOopoTta. OOmIME NPUHIUNBI  OpraHU3alUuU OK 04, OK 09
JOKYMEHTOB, JOKYMEHTOO0O0pOTa, €ro OCHOBHBIE ATAIlbl: MIPHEM H MEepBHYHAs 00paboTka I[IK1.2,1IK' 1.3
(popMupoBaHHEe UX B | JOKYMEHTOB; pacIpelieJIeHHe IOCTYMUBIIUX JIOKYMEHTOB; PETrUCTpalUs
Aesia U nepenaya B JOKYMEHTOB M TMPEABAPUTEILHOE HX PACCMOTPEHHUE; PACCMOTpPEHUE
apXMB OPraHM3alliM | JOKYMEHTOB PYKOBOJICTBOM OpraHM3aliy (YUpeKICeHUs) U HAIIPaBIIEHUE UX
HA WCIOJHEHUE; UCIOJHEHHE M KOHTPOJIb 32 UCIOJIHEHHEM JIOKYMEHTOB;
TEKyllee XpaHeHue AoKyMeHToB. Homenkmartypa aen. OOpaboTka nmenm s
NOCHEAYIOMEr0  XpaHeHWs.  OJKCIepTh3a  LEHHOCTH  JOKYMEHTOB,
odopmiieHue nen, coctaBienue onuceil. Coava J1e1 B apXuB.
CamocrosiTesibHas padoTa 2
1 Odopmienue pa3nuyHON JOKYMEHTAIIUH
IIpome:xxyTounasi arrecranusi Au(¢epeHUMPOBAHHBIN 3a4ET 2
Bcero 36




3. YCJIOBHUA PEAJIN3AIIMU YYEBHOM JUCIUILIMHBI

3.1. lna peanu3zauuM NporpaMmMbl NPo(ecCHOHAIBLHOI0 MOAYJISL T0JKHBI ObITh
NpeayCMOTPEeHbI clienuaabHble IOMEIeHHs:
Kabuner «JloKyMeHTaIMOHHOTO 00ECTICYCHHS YIIPABICHUS».
Ne Haumenosanue o60pyaoBanus TexHu4eckoe ONnucanue
| Cneunanu3upoBanHasi MeOeJIb M CHCTEMbI XpPaHEHHUsI
OcHoBHOe 000pyI0BaHUE

YyebOHasa nocka Hocka aynutopHas

Pabouee mecTo npenogaBatens Croun g npenogasarens

[Tocanounble MecTa A1 00y4aroIUXCs Crou yueHn4eCKHit
JIBYXMECTHBIN

MeGenb U1 pa3MenieHus U XpaneHus yaeonoi mureparypel  Llkad n/mokymeHThI
Y HarJsIHOTO MaTepuaia

Il Texuuyeckue cpeacTaa
OcHoBHoOe 00opyr0oBaHue
KommnsroTep HoytOyku
MynpTUMeEaNA TPOEKTOP
WNHuTepakTuBHAas 10CKa MO0 SKpaH WNHTepakTuBHAsA JOCKa
Inter Write
OcHoBHOe 000py10BaHHE
Cpencrta ayinoBu3yaln3anyuu
Harasinaeie nocoOust Crenn MHPOPMALIMOHHBIN
— 8 mTyk

3.2. UndopmanuonHoe odecreyeHne peaau3auuu NporpaMmmbl

Jlnst peanuzarnu porpamMmbl  OuOIMOTeUHBbINH (OHI 00pa3oBaTENbHON OpraHU3AIuN
JIOJDKEH UMETh TIeYaTHbIC U/WJTU JIEKTPOHHBIE 00pa3oBaTesibHbIe U HHGOPMAIIMOHHBIE PECYPCHI
JUTSL KICTIOJIh30BaHUs B 0Opa3oBaTenbHOM mporiecce. [Ipu popmupoBanun 6ubiarorednoro Gouga
o0pa3oBaTenbHO OpraHu3amuell BHIOMpAETCs HE MEHEe OJIHOTO U3JaHUS U3 MepeUHCICHHBIX
HUKE TeUaTHBIX U3JaHUM M (WJIM) DIEKTPOHHBIX W3/IaHUH B KayeCTBE OCHOBHOTO, MPH 3TOM
CIIUCOK MOXET OBITh JJOTIOJIHEH APYTUMHU U3aHUSMHU.

3.2.1. OcHOBHbIE NTeYATHBIE U3TAHUSA

1. 1. KysuenoB, W.H. [lokymeHTtanmoHHoe oOecrieueHrne  yIpaBJICHUS.
JIOKyMEeHTOOOOpOT W  JETONPOM3BOJACTBO : Y4YEOHHK U HPAKTHUKYM Ui CPEIHEro
npodeccuonansHoro oopaszosanus / M. H. Ky3nenos. — 4-e u3z., nepepab. u gomn. — Mocksa :
UznarensctBo FOpaiit, 2023. — 545 c. — (IIpodeccuonansnoe obpasosanue). — ISBN 978-5-
534-16004-8.

2. BacakoB, M. U., JlokymeHTallMOHHOE OOecrevYeHue ympaBieHHUs (C OCHOBAMH
apxuBOBeJeHHs) : yueOHoe mocodue / M. U. bacakoB. — Mocksa : KnoPyc, 2023. — 216 ¢. —
ISBN 978-5-406-11367-7. — URL: https://book.ru/book/948724 (nmara oOpameHus:

26.06.2023). — TeKcT : 3JeKTPOHHBIA.



3.2.2. OcHOBHbIE 3JIEKTPOHHBIE U3IaHUS

1. Bapmynn, B. B., JlokymeHTanmonHOe obecriedeHne yrpapieHus : yaeOnuk / B. B.
Bapmynn. — Mocksa : KOctunus, 2022. — 271 c¢. — ISBN 978-5-4365-8902-2. — URL:
https://book.ru/book/942707 (nata ob6pamenus: 26.06.2023). — TeKCT : 3MEKTPOHHBIH.

2. Kopuee, U. K. JlokyMeHTallMOHHOE OOECIICUCHHME YIPABICHUS : y4YEOHUK M
MpaKTUKyM 11 cpeanero nmpodeccuonanbHoro odpazosanus / U. K. Kopuees, A. B. ITmenko,
B. A. Mamypues. — 3-¢ usn., nepepad. u mon. — Mocksa : M3natenscTBo FOpaiit, 2023. —

438 c. — (Ilpodeccuonanbroe o6Opazoanue). — ISBN 978-5-534-16002-4. — Tekcr
amekTpoHHBIH  //  OOpaszoBarenpHass ~ mmatdpopma  FOpaiit  [caiit] —  URL:
https://urait.ru/bcode/523611 (nara obpamenus: 26.06.2023).

3. Ky3nenos, n. H. JlokymeHTalmoHHOE obecrieueHue YIIPABJICHHUS].

JIOKyMEHTOOOOpOT W  JICTIONPOWM3BOJCTBO : YYCOHWK W  TPAKTHKYM JUIS  CPEIHETrO
npodeccuonansHoro oopaszoBanus / M. H. Ky3nenos. — 4-e u3z., nepepab. u gomn. — Mocksa :
UznatenbcrBo FOpaiit, 2023. — 545 ¢. — (IIpodeccuonansuoe odbpazopanue). — ISBN 978-5-
534-16004-8. — Tekct : anexktponHsblii // Obpa3oBatenbHas miargopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/523613 (mara obpamenus: 26.06.2023).

4, Kysznernora, . B. JlokymMeHTanmoOHHOE OOECIEeYCHHE YIpaBICHHS : ydeOHOe
nocobue s CIIO / WU. B. Kysnemoma, I'. A. Xawarpsn. — 2-e u3g. — CaparoB :
[Tpodobpazosanue, Aii [Tu Dp Menua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-
4488-0216-4. — TekcT : 3IEKTPOHHBINA // DIEKTPOHHBIN pecypc nuppoBoil 00pa3oBaTeNIbHON
cpenst CITO PROFo6pazoBanue : [caiit]. — URL: https://profspo.ru/books/80326

5. [ysanosa, H. H. [okymMmeHTanmoHnHoe obecriedeHHe yMpaBiIeHHs : Y4eOHUK U
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4. KOHTPOJIb U OHEHKA PE3YJIbTATOB OCBOEHMUAA

YYEBHOM JUCLUAILIUHBI

Pe3yabTarsl 00yyeHus \

Kpurepum oneHku \

MeToabI OIIeHKH

HepequL 3HaHPII>i, OCBaMBACMBIX B paMKaxX JUCHUIIIMHBI

Tepmunomorus
obnactu

B

JTOKYMEHTAIlMOHHOTO
obecrnieueHus
yIIpaBICHUS;
HopmatusHbIe
JIOKYMEHTHI,
periiaMeHTHPYIOIIHE
COCTaBIICHUE
obopmiieHHE
JIOKYMEHTaIu!
MOPSIIOK €€ 00padOTKH;

)51

[IpaBuna cocraBieHus: U
odopmIteHUs
OpraHU3alMOHHO-
PpacopsIANTEIBHBIX
JOKYMEHTOB, BXOJSALIMX
B YHU(UIMPOBAHHYIO
CUCTEMY
OpraHU3alMOHHO-
pacopsiAUTEIbHBIX
JIOKYMEHTOB,
YHUPUIIMPOBAHHYIO
CUCTEMY NEPBUYHOU
YYETHOU JOKYMEHTaluu
B 4acTU JOKYMEHTalluu

0 y4eTy Tpy/a;
[lopsigok  mpoBenenus
AKCIEPTU3bl  LEHHOCTH
JIOKYMEHTOB "
MOATOTOBKA  JeIT K
APXUBHOMY XPaHECHHIO.
TexHonorus
OpraHu3aIu
JOKYMEHTOOOOpoTa B
OpraHU3aIMIX
(Y4peKIeHUsX).

- oopMIICHHE JIOKYMEHTOB U PEIICHUE
MPAKTUYCCKUX CUTYyaIui c
HOPMAaTHBHBIM IIPABOBBIM
000CHOBAHHEM;

- UCTIOJIb30BaHUE pa3IMYHbBIX
WCTOYHHUKOB, BKJIIOYAsl 3JCKTPOHHBIC
pecypchl, Menua pecypesl, MHTepHerT-
pecypchl, MEepHOAMYECKUE H3AAHUS 10
CICIUATBHOCTH TSt peuieHus
npoeCCHOHATBHBIX 3314

- JeMOHCTpalus OTBETCTBEHHOCTH 32
MPUHATBIE pEIIEHUs,, 00O0CHOBAHHOCTH
caMmoaHajmn3a u KOPPEKIHSA
pe3yJIbTaTOB COOCTBEHHON pabOTHI;

- UCMOJIb30BAHUE 3aKOHOJATCIBHBIX U
HOPMAaTHUBHO-TIPABOBBIX npu
TUTAHUPOBAHUH TPEANIPUHAMATEIHCKON
JESITeIbHOCTH B MPO(ECCHOHATBLHOU
cdepe;

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

- KOHCTPYKTHBHOCTH B3aUMOJICHCTBUS

adKTOB

¢ 00y4JarIUMuUCs, PEnoJaBaTeNIIMU B
xoje  oOyueHwus,
yueOHOU

PYKOBOAMTEISAMH

U MIPOU3BOJCTBEHHON

MPaKTHUK.
-cobmroieHue
npodeccHoHaNbHON STUKY;
MOCTpOeHHE  TMPO(ecCHOHATEHOTO
OOIIEHUS C y4eTOM  COLHAJIBHO-
poheCCHOHATHFHOTO craryca,
CUTyallun OOIIeHHs, OCOOEHHOCTEH
TPYIIITBI u WHIUBUTYaTbHBIX
ocoOeHHoCTeH YYaCTHHUKOB
KOMMYHHUKAIHH;

- TPaMOTHOCTb YCTHOM W NHCbMEHHOMN

HOpM

peuu;
- odopmieHHE  JIOKYMEHTOB B
cootBeTcTBUH ¢ 'OCToM;
- sicHOCTh  (hopMyIHpOBaHUS
HU3JI0KECHUST MBICJICH;

- TPOSBICHHE  TOJEPAHTHOCTH
TpoIiecce OOIICHNS;

- OKCIIEPTHOC Ha6J'IIOI[CHI/IC
BBITIOJIHEHU
MPAKTUYICCKUX 3a,I[aHI/II>'I,

- OIEHKAa IO HWTOraMm
YCTHOTO orpoca
CTY/ICHTOB,

- HaAOJIOJEHHUE II0 HMTOraM
TECTHPOBAHUS,
- OIEHKa B
[IPOBEICHUS
IIPOMEKYTOUYHON
aTTeCTalluH.

nporecce




- coONIoIcHHEe HOPM TIOBEIEHHUS BO
BpeMs yUeOHBIX 3aHSATHIA;

- coOnrofeHue CTaHJapTOB
AHTUKOPPYIILIMOHHOTO TTOBEJICHHUS;
- CcOOJIIOJTaeT HOPMBI IKOJIOTUYECKON

0e30IMacHOCTH;
— orpeenser HaIpaBJICHUS
pecypcocoepexeHHs B pamKax

npodeccHoHAbHON JIeATEeIbHOCTH TI0
CTCIUATBHOCTH;

- 3¢p¢deKTUBHOCTh  HCIOJIb30BAHUS
CpeAcTB (PHU3UYECKOW KYyIbTYPBI ISt
COXPAHEHUS U YKPEIICHUS 37J0POBBS B
nporecce npoeCCHOHATTLHON
NEeSATSIIEHOCTH " MO IICPIKAHUS
HEO0OXOIMMOTO  YPOBHSI  (pU3UYECKOM
MTOATOTOBJICHHOCTH;

- 2] QEeKTUBHOCTh HCIOIH30BAHUSI B
npodeccCHOHATLHON JeSITeIbHOCTH
HEOOXOUMOW JTOKYMEHTALlUH, B TOM
YHCJIC HA HHOCTPAHHOM SI3BIKE

HepequL YMeHHﬁ, OCBAMBACMBIX B paMKaX TUCIHUIIIIMHBI

[IpumensaTs Ha
NPaKTUKE
rocy/1apCTBEHHbBIE
CTaHJAPTHI, apyrue
HOPMAaTHUBHO-
METOANYECKHE
JIOKYMEHTHI,
periiaMeHTHpYIOLIHe
OpraHH3aIIIo
JOKYMEHTAIHOHHOTO
obecrnieueHus
yIIpaBJICHUS;
CocraBnATh u
NpaBUIBHO O(GOPMIISATH
OCHOBHBIE BU/IBI
OpraHu3aIMOHHO-
pacropsaAnTeIbHBIX
JIOKYMEHTOB;
OdopmnsaTs
MH(OpPMaLMOHHO-
CIPaBOYHYIO
JIOKYMEHTALHUIO;
OdopmIATh  KaJpOBYIO
JIOKYMEHTALHUIO;
Odopmisate

- oopMIICHHE JIOKYMEHTOB U PEIICHUE
HpaKTI/IqGCKI/IX CI/ITyaIII/If/'I C
HOpMaTI/IBHBIM HpaBOBI)IM
000CHOBaAHHEM;

- HCIIOJTb30BaHUE Pa3TUYHBIX
WCTOYHUKOB, BKIIOYasl OJIEKTPOHHBIE
pecypcel, Meaua pecypcbl, MHTEpHET-
pecypchl, MEepHOIUYECKHe H3JaHHs MO
CHCIIHATEHOCTH TUTS pelieHus
npodeccnoHaNbHBIX 3a7a4

- JIEMOHCTpAIlisl OTBETCTBEHHOCTH 3a
MIPUHSATHIE pEIIeHUs, 00OCHOBAaHHOCTH
camoaHaiIn3a u KOppeKIUs
pE3yNbTaTOB COOCTBEHHOMN pabOTHI;

- HWCIIOJIb30BAaHHUE 3aKOHOJATEIbHBIX U
HOPMATHUBHO-TIPABOBBIX ~ aKTOB  TIPH
TUTAHUPOBAHUH TIPEIITPHHUMATETHCKOM
NEATCIbHOCTH B TPO(ECCHOHATLHOM
cdepe;

- JEMOHCTpanus 3HaHWK B 00JIaCTH
(hMHAHCOBOM TPaMOTHOCTH;

- KOHCTPYKTHUBHOCTH B3aWMOJICUCTBUSA

C O6y‘{aIOH_II/IMI/IC$I, nmpenoaaBaTejisiMu B

xofe  OOy4yeHMs, PYKOBOIHUTEISIMU
yaeOHo u MIPOU3BOJCTBEHHOMN
IIPAKTHUK.

- OKCIICPTHOC Ha6J'IIO,I[CHI/Ie
BBIINOJIHCHH A
MMPAaKTUICCKUX SaﬂaHHﬁ,

- OUEHKa TII0 HWTOraMm
YCTHOTO orpoca
CTYICHTOB,

- HaOJNIOJIEHUE II0 HMTOraM
TECTUPOBAHUS,
- OIlEGHKa B
MIPOBEICHUS
IIPOMEKYTOUYHON
aTTeCTaIluH.

nporecce




IIPETEH3MOHHO-UCKOBYIO
JIOKYMEHTALUIO.

-cobmroenue HOPM
npodecCHOHATLHOM ATUKY;

— IOCTpoeHHe MpOodhecCHOHATIBLHOTO
OOIIEHUS C  y4eTOM  COIHAIBHO-

podeCcCHOHATLHOTO craryca,
CUTyaluu  OOIIeHHUs, OCOOeHHOCTEH
TPYIIIIBI u WHIUBHyaJIbHBIX
ocoOeHHoCTeH YYaCTHHUKOB
KOMMYHHUKAIHH;

- TPAaMOTHOCTh YCTHOM M THUCbMEHHOMH
peuu;

- odopmiieHHE  JIOKYMEHTOB B
coorBeTcTBUH ¢ I'OCToM;

- scHOCTh  (OpMYJIUpOBaHUS U
HU3JI0KCHHS MBICIICH;

- TPOSIBJICHUE  TOJIPAHTHOCTH B
Mpo1iecce OOIICHHUS;

- CcoOJo/IeHHe HOPM TIOBEACHUSI BO
BpeMs y4EOHBIX 3aHSITHIA;

- coOnrofieHue CTaH/1apTOB
AHTUKOPPYIIIUOHHOTO TTOBE/ICHUS;

- COONIOJAaeT HOPMBI 3KOJOTUYECKOU

0€30I1aCHOCTH;
— oTpeeIseT HaTPaBIICHUS
pecypcocOepexeHus B pamKax

popeCCUOHAIBHONU JIEATEILHOCTH 10
CHEIHAbHOCTH;

- 3(}QexkTUBHOCTh  HCIOIB30BAHUS
cpencTB (pusmveckord KyabTyphl MAIs
COXpaHEHHSI U YKPEIUICHUS 370POBbS B
poruecce npodeccuoHaIbHON
JEeSITeTbHOCTH " IO IICPIKAHUS
HE0O0XOAUMOro ypoBHs  (pusnueckoin
MOJITOTOBJICHHOCTH;

- 2(QpEeKTUBHOCTh HCMOIB30BAHUSI B
npogecCuoHaNTbHON NeSTeTbHOCTH
HE0OXOIMMOM JOKYMEHTAIlMH, B TOM
qrcIie HA HHOCTPAHHOM SI3BIKE




