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1. OBILASI XAPAKTEPUCTUKA PABOYEN TPOrPAMMbI YUEBHOIA
JUCHUIINHBI
«OI1.06 JOKYMEHTALIIMOHHOE OBECIIEYEHUE YIIPABJIEHUSI»

1.1. MecTO AUCHUIJIMHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/ibHOM MPOrpaMMbl

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

Oco0oe 3HaueHue [UCLUUIUIMHA HMeeT Npu (OPMUPOBAHMM U PA3BUTUU OOIIMX
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 obecrieyeHus
OK 03, JIpyrue HOPMATHUBHO-METOJMYECKHE | YIIPABIICHUS,
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 | €€ 00pabOTKH;
OK 08, oopMIATH OCHOBHBIE Buzbl | [IpaBuna cocraBineHus u odopmieHus
OK 09, OpraHU3alMOHHO- OpraHU3alMOHHO-PACTIOPATUTENBHBIX
[IK 1.2, paclopsAIUTENIbHBIX JOKYMEHTOB; JIOKYMEHTOB, BXOJALINX B
I1K 1.3. OdopmnsaTe MH(GOPMAIIMOHHO- | YHU(ULIUPOBAHHYIO CUCTEMY
CIPAaBOYHYIO JOKYMEHTALUIO; OpraHU3alMOHHO-PACIOPSAIUTENBHBIX
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 14
IPAKTUYECKHE 3aHSITUS 18
Camocmosmenvuasn paboma 4
IIpomeskyTouHas aTTecTaUMS




2.2. TeMaTH4yeCKMil IJIAH U COAEPKAHME YUeOHOM JUCHMIIIIHHBI

O0beM, akaj.
g/
B TOM 4YHCJIE B

Koanl komneTeHIuid,

HaumenoBanmue Conep:kanue yueOHOro marepuasa u GopmMbl OpraHu3amum ¢dopmupoBanuio
pa3/iesioB M TeM AeATeTbHOCTH 00y4YarouXCs (bopme ., | KOTOPBIX CIIOCOOCTBYET
NPAKTHYeCKOMH
3J1eMEHT POrpPaMMBbl
MOAr0TOBKH,
akaji. 4
1 2 3 4

Paznea 1. OCHOBBI JOKYMEHTHUPOBAHUS YIIPABJIEHYECKOM JEATEJIBHOCTH 5/2
Tema 1.1 IlonsaTne o | Cogep:xanue yueOHOro MaTepuaJia 1 OK 01, OK 02, OK 05,
JOKYMEHTAallMOHHOM | OCHOBHBIE CBOWCTBA JOKYMEHTOB U MX (PYHKIIHMU B CHUCTEME YIpPaBICHUS. OK 09
o0ecnmeyeHnNn [Tonstue nmoxkymentra. HWudopmamus u  gokymeHT. Krnaccudukarus IIK 1.2, 11K 1.3
ylpaBJ/ieHHus, JOKYMEHTOB: MO0 BHIY O(OPMIICHHUS; IO COAEp)KaHUIO; MO ¢opme; T0
JAOKyYMeHTe u NPOMCXOXKACHUIO; IO CpeAcTBaM (UKCAIlMHM;, 10 CpPOKaM XpaHEHHUSI. 1
cnocodax MarepuanbHble HOCUTEIN UH(DOPMALIUH.
noxkymenrupoanusi | [lonarue noxymentupoBaHusi. OCHOBHBIE CHOCOOBI JIOKYMEHTHPOBAHHUS.

OCHOBHBIE COBPEMEHHBIE TEXHOJIOTMH, NPHUMEHSEMBIE IPU OpraHU3aLnn

paboThI ¢ JOKYMEHTaMH B OpraHu3alusaX (YUpekIeHHIX).
Tema 1.2 Copepxanue yueOHOro MaTepuasa 1
HopmatusHo- HopmatuBHO-IpaBOBbIE  aKThl,  pEryJupyOLIUe  JIOKYMEHTAllMOHHOE OK 01, OK 02, OK 05,
npasosas 6aza oOecnieueHre ynpasiieHUs. YHUUKALMS U CTaHIapTU3AlMs KaK OCHOBHBIE OK 09
AOKYMEHTAIHOHHOI'0 | HAlPABJICHUSA COBEPILICHCTBOBAHMUS JIOKYMEHTOB U JOKYMEHTAILMOHHOIO [IK 1.3
odecreyeHust obecrieueHus ympaBicHUsI.
ynpaBJieHUS [TepeueHb OCHOBHBIX TOCYAAPCTBEHHBIX CTaHAAPTOB Ha YHU(PHUIIMPOBAHHBIC 1

CUCTEMBl  JOKyMeHTanuu. OCHOBHBIE TIOJOKEHHUS TIOCYIapCTBEHHOMU

CHUCTEMBl  JIOKyMEHTallUOHHOTO  oOecrmeueHus ynpaieHus. CocTas

YHU(DUIIPOBAHHBIX CUCTEM JIOKYMEHTAIUU: OpraHU3alMOHHO-

pacrnopsiAuTeabHasi, OTYETHO-CTaTUCTHYECKasl, PUHAHCOBAs U 1.
Tema 1.3 Cnocodbl 1 | Conep:kanue y4eOHOro MaTepuasia 32 OK 01, OK 02, OK 03,




nmpasBuJjia Co31aHusl

Xapakrepuctuka, cocraB u  coxepkanne I'OCTa Ha  cucremy

OK 04, OK 05, OK 06,

JOKYMEHTOB OpPTraHU3AIMOHHO-PACTIOPSAIUTEILHON JTOKYMEHTAIUU. Y HUDUIIUPOBAHHAS OK 07, OK 08, OK 09

cHCTeMa OpPraHU3aIOHHO-PACHIOPSIAUTEIBHON TOKyMeHTauuu. TpeGoBanus 1 I[IK1.2,1IK' 1.3

K odopMicHHIO JOKyMEeHTOB. Dopmymsip-obpasery OPJI. Ilpasuia

odopMIIeHUS PEKBU3HUTOB, perjaMmeHTupoBaHHbIX [[OCTom.

B ToM umciie npakTHYeCKUX 3aHATHI 2

[TpakTrueckoe 3ansatue Nel. OdopmiieHre peKBU3UTOB HA IOKYMEHTaX. 2
Paznen 2. OPTAHU3ALIUA CUCTEMbBI JOKYMEHTAIIMOHHOI'O OBECIIEYEHUSA 26/14
Tema 2.1 Coaep:xanue yueOHOro MaTepuaJia 4/2 OK 01, OK 02, OK 03,
Odopmienue XapakTepucTuka M COCTaB CIPABOYHO-MH(POPMAIIMOHHBIX JIOKYMEHTOB OK 04, OK 05, OK 06
HMH(OPMAIITUOHHO- (cmy>keOHBIX MHCEM, CIIPABOK, 3asBIICHUH, aKTOB, TPOTOKOJIOB, TOKJIAAHBIX U 1 IIK1.2,1IK 1.3
CIIPABOYHOM OOBSCHUTCIIBHBIX  3aIlMCOK), TpeOoBaHUSA K  HX  OGOPMIICHHUIO.
JAOKYMEHTAINU JlokyMeHTupOBaHuE ACSITENbHOCTH KOJIETHAbHBIX OPTaHOB.

CamocrosiTesibHas padoTa 1

B TOM 4Hc/Ie IPAKTHYECKUX 3aHATHH 2

[Tpaktuyeckoe 3anstue Ne2. Odopmiienue nHHOpMAIIMOHHO-CIIPABOYHON 5

JIOKYMEHTAIUH.
Tema 2.2 Copepxanue yueOHOro MmaTepuasa 6/2 OK 01, OK 02, OK 03,
Odopmitenne OcHOBHBIE TpYMNIBl OPraHU3ALMOHHO-PACHIOPSAUTENBHBIX JOKYMEHTOB. OK 04, OK 05, OK 06,
OPraHu3anoOHHO- XapakTepucTUKa W COCTaB OpraHM3aI[MOHHBIX JOKYMEHTOB (ycTaBa, OK 07, OK 08, OK 09
PACHOPAIMTEBLHOM | MMOJOXKEHUS,, WHCTPYKLIMH, JOHDKHOCTHOW WHCTPYKLMHU), TpeOOBaHUS K K 1.2, 11K 1.3
JAOKYMEHTAINU oopmiIeHNI0. XapaKTepUCTHKA U COCTaB PaCHOPSAUTEIbHBIX JTOKYMEHTOB

(mocTaHOBNEHUS, TpUKa3a, pEHICHHs, PACHOPSHKCHUS,  YKa3aHU), 1

TpeGoBaHuUs K UX 0(POPMIICHHUIO.

[TonsiTHe TO/UIMHHUKA, KOIMWHW, BBIMUCKH, AyOnukata. Buabl komuid

JIOKYMEHTOB, OCOOCHHOCTH 3aBEpEHHs] KONHUI M BBIMMCOK HOTapHabHBIMU

KOHTOPaMH | JIOJDKHOCTHBIMU JIMIIAMU OpPTaHU3aIHH.

CamocrosiTeibHasi pa6oTa 3

B ToM 4nciie NpaKTHYECKUX 3aHATHH 2




[TpakTraeckoe 3austue Ne3. OdopmiieHne opraHu3auoHHO-

pacnopsiANTEIbHON JOKYMEHTALMH. 2
Tema 2.3 | Coanep:xkanue yueOHOro MaTepuajia 6/4 OK 01, OK 02, OK 03,
Od¢opmienue 3asBieHUS U MPUKA3bI 110 JIMYHOMY cocTaBy. JlnuHas kaptouka popmer T-2 5 OK 04, OK 05, OK 06,09
KaJpoBoii U JJUYHEIE JIea IIK 1.3
AOKYMEHTallu1 B ToM unciie npaKTHYECKHUX 3aHATHH 4

[Tpaktuyeckoe 3anstue Ne4. OdopmiieHre KaIpoBOi JOKYMEHTAIMH. 4
Tema 2.4 loroBopHo- | Coagep:kanue yueOHOro MaTepuaJia 4/2 OK 01, OK 02, OK 03,
npasoBast [Tonsitue poroBopa. OcHOBHBIE pa3zaensl JoroBopoB. [lopsaok odopmieHus 5 OK 04, OK 05, OK 06
AOKYMEHTalus TPYZIOBOTO JOTOBOPA, JOTOBOPA MOCTABKH, 10IOBOPA KYILUIU-TIPOJAXKH. K 1.2, IIK 1.3

B ToM Yuc/ie NpaKTHYeCKUX 3aHATHI 2

[TpakTiaeckoe 3ansTue Ne5. OdopmiieHre J0roBOPOB. 2
Tema 2.5 | Conep:xkanue y4eOHOro MaTepuajia 6/4 OK 01, OK 02, OK 03,
IIperen3uonHo- OcHOBHbBIE PEKBU3UTHI U MOPSIOK O(OPMIIEHUS IMPETEH3UM, OTBETOB Ha OK 04, OK 05, OK 06,
HCKOBasi nperensuto. HOpuandeckass ciyx0a, BBINIONHSIIONAS MPETEH3HOHHO- OK 07, OK 08, OK 09
AOKYMeHTalus HCKOBYIO paboTy Ha npeanpusatuu. KypHai peructpaiuy NpeTeH3uil. 2 I[IK1.2,1IK' 1.3

[Topsimok odopMieHHS HCKOBBIX 3asBICHUIl M TpeJCTaBICeHHE HX B

ApOuTpaxHslIii cyn.

B ToM 4uc/ie NpaKkTHYeCKUX 3aHATHI 4

[Tpaktueckoe 3anstue Ne6. OdopmiieHue MNPETEH3MOHHO-UCKOBON 4

JIOKYMEHTaI1H.
Paznen 3 OPTAHU3AIIUA PABOTHI C JOKYMEHTAMMU B OPI'AHU3ALIUAX 5/
(YYPEXKIEHUSX)
Tema 3.1 Copaepxxanue yqyeOHOIro MaTepuasa 1 OK 01, OK 02, OK 03,
TexHosorus VYropaBnenne u  JenonpousBoACTBO.  OpraHusaiMoHHbIE  (OPMBI OK 04, OK 09
OpraHM3anuu JIETIONIPOU3BO/ICTBA. Cnyxba JTOKYMEHTallHOHHOT O o0ecrnieueHus K 1.2, TIK 1.3
JOKYMEHTO000pOTA B | YIIpaBJIeHHs, OCHOBHas 3ajaya, (YHKIUH, THUIOBBIE CTPYKTYpHI, 1

OpraHu3anusx
(YupeKkaeHHusX)

JIOJDKHOCTHOM cocTaB. PermamenTarust pabotsl ciayxO0bl JIOY. IIpumepHoe
HOJIOKEHHE O ClIyk0e JTOKYMEHTAI[MOHHOTO OOeCreyeHHs YNIpaBJICHUS M




JIOJKHOCTHBIE HHCTPYKLIUH.

Tema 3.2 Conep:xaHue yueOHOro MaTepuasa 3/2 OK 01, OK 02, OK 03,
OcobGennoctu [TonsTus mpeanoxeHus, 3asBiIeHUs U >kanoObl. [Ipumem u perucrpanus OK 04, OK 05, OK 06,
AeJIONPOU3BOACTBA nuceM rpaxzaad. PaccMorpenue u pazpenieHue nuceM, CpoK pacCMOTPEHHUS. OK 07, OK 08, OK 09
10 o0paleHusIM AHanu3 nuceM rpaxjaaH. I[IK1.2,1IK' 1.3
rpakaaH u Kondunennuanpaoe nenonpousBoicTtso. ['pud orpanuueHust gocryna K 1
KOH(HUACHIHATBHOIO | TOKYMEHTY. ABTOMAaTU3UPOBAHHBIE CHCTEMbl pPadOThl C JIOKYMEHTAMH.
JeJI0NPOU3BOACTBA CpenctBa H3roTOBJIEHUS, KONMMPOBAaHUS M Pa3MHOXKEHMSI JIOKYMEHTOB.

Opranuzanus pabo4ux MecT.

B TOM 4Hc/Ie IPAKTHYECKUX 3aHATHH 2

[Tpaktuyeckoe 3anstue Ne7. OdopmiieHne oOpaleH’i rpax/iaH. 2
Tema 3.3 Coaep:xxanue yueOHOro MaTepuaJia 1 OK 01, OK 02, OK 03,
Cucremarusanus [TonsiTue  nokymeHToobopora.  OOmMe  HOPUHLMIBI  OpPraHU3aLUU OK 04, OK 09
JOKYMEHTOB, JOKYMEHTO000pOTa, €r0 OCHOBHBIE 3TAllbl: IPUEM M IEepBUYHAS 00paboTKa I[K 1.2, 11K 1.3
(popMHpoBaHUE UX B | JOKYMEHTOB; pacHpeesIeHne IOCTYIUBIINX JIOKYMEHTOB; pErucTpanus
JeJia M nepeaya B JOKYMEHTOB U IPEABAPUTEIIBHOE HUX PAaCCMOTPEHHUE; PacCMOTpPEHUE
apXMB OPraHM3alMHM | JOKYMEHTOB PYKOBOJCTBOM OpraHM3alMU (YU4peXKJeHUs) U HalpaBiIeHHE UX 1

Ha HUCIOJIHEHUE; UCIOJHEHHE M KOHTPOJb 32 HCIOJIHEHHEM JOKYMEHTOB;
TEKyIlee XpaHEeHHE JOKYMEHTOB.

Howmenknarypa nen. O6paboTka e A MOCIeAYIOUIeT0 XpaHeHHUs.
DKcrnepTr3a HEHHOCTH J0KYMEHTOB, 0(hopMIIeHHE J1e]1, COCTaBICHUE
onucei. Cnaya Jen B apXuB.

[IpomexxyTouHas arrectanus

Bcero:

36




3. YCJIOBHUA PEAJIN3AIIMU YYEBHOM JUCIUILIMHBI

3.1. lna peanu3zanuM NpPorpaMmbl NPo(eCcCHOHAJBLHOIO MOAYJSI JOJLKHBI ObITh
NpeayCMOTPEeHbI clienuaabHble IOMEIeHHs:

Kabuner  «JloKyMEHTallMOHHOTO obecriedeHUsT  YIpPaBICHUY, OCHAILICHHBIN
B COOTBETCTBUHU C 1. 6.1.2.1 oOpa3oBaTeIbHON MPOrpaMMBbl IO CHICITUATBHOCTH.

3.2. UndopmanmonHoe odecneyeHne peaau3anun NporpaMmmbl

Jiga peanuzanuu MporpaMMbl OUOIHOTEUHBIH (GOHI 00pa3oBaTeNbHON OpraHu3aliu
JIOJDKEH MMETh MeYaTHbIe W/UIIH AJIEKTPOHHBIE 00pa3oBaTebHble U HH(OPMAIIMOHHBIE PECYPCHI
JUIS ICTIOJIb30BaHus B 0Opa3oBarenbHOM npouecce. [Ipu ¢popmupoBanun 6ubimorednoro ¢ponga
00pa3oBaTesbHOM OpraHu3alueld BhIOMPAETCS HE MEHEE OJHOr0 M3JIaHUS U3 MEePEeUUCICHHBIX
HMXXE II€YaTHBIX I/IBIIaHI/Iﬁ n (I/IJII/I) SJICKTPOHHBIX I/ISI[aHI/II\/JI B Ka4€CTBC OCHOBHOIO, IIpHU 3TOM
CIIUCOK MOXET OBITh JJOTIOJIHEH APYTUMHU U3JaHUSMHU.

3.2.1. OcHOBHBIE T€YATHDBIE H3TAHUS

1. 1. Ky3neuo, W.H. JlokymeHTannoHHOE oOOecleyeHHe  YyIpaBICHHUS.
JIoKyMeHTOOOOPOT U JCJIONPOM3BOACTBO : YYEOHHMK M MPAKTHKYM IS CPEIHEro
npodeccuonansHoro oopaszosanus / M. H. Ky3nenos. — 4-e u3a., nepepad. u gomn. — Mocksa :
WznatenberBo FOpaiit, 2023. — 545 ¢. — (IIpodeccnonanbaoe oopazoBanue). — ISBN 978-5-
534-16004-8.

2. bacakoB, M. U., JlokyMeHTalMoHHOE OOECIeUYeHHe yImpaBieHHs (C OCHOBAMHU
apxuBoBeeHus) : yuebnoe nmocobue / M. U. bacakoB. — Mocksa : KnoPyc, 2023. — 216 ¢. —
ISBN 978-5-406-11367-7. — URL: https://book.ru/book/948724 (mara oOpamieHus:

26.06.2023). — TeKCT : 3JeKTPOHHBIIA.

3.2.2. OcHOBHbIE 3JIEKTPOHHbIE U3IaHHUS

1. Bapmynn, B. B., lokymenTanimonHoe ooecnieyeHue yrpasieHus ;: yaeOuuk / B. B.
Bapmyan. — Mocksa : FOctunms, 2022. — 271 c¢. — ISBN 978-5-4365-8902-2. — URL:
https://book.ru/book/942707 (nata obpammenus: 26.06.2023). — TekcT : 371€KTPOHHBIH.

2. Kopnees, U. K. JlokyMeHTaMOHHOE oOecreueHUe YNpaBI€HUS : Yy4eOHUK U
NOPaKTUKYyM Ui cpegHero npogeccuoHanbHoro obpazoBanus / U. K. Kopuees, A. B. ITmenko,
B. A. Mamypues. — 3-e u3n., nepepa0d. u gon. — Mocksa : U3narensctBo Opaiit, 2023. —

438 c. — (IlpodeccumonansHoe oOpazoBanue). — ISBN 978-5-534-16002-4. — Tekcr
anekTpoHHbld  //  OOpazomatenpHass  miatdpopma  IOpaitr  [caiit]. —  URL:
https://urait.ru/bcode/523611 (mara obpamenus: 26.06.2023).

3. Ky3nenos, n. H. JlokymeHTanmonHoe o0ecrnieueHue YIIPaBJICHUS.

JIOKyMEHTOOOOpPOT W JIENONPOM3BOJACTBO : YUYEOHMK U  MPaKTHUKYM JUIL  CPEIHEro
npodeccuonansHoro oobpazosanus / M. H. Ky3nenos. — 4-e u3z., nepepab. u gomn. — Mockasa :
NznarensctBo FOpaiit, 2023. — 545 c. — (IIpodeccuonansnoe obpasosanue). — ISBN 978-5-
534-16004-8. — TekcT : anexkTpoHHbIi // Obpa3oBarenbHas miatdopma FOpaiir [caiit]. — URL:
https://urait.ru/bcode/523613 (mara obpamienus: 26.06.2023).

4, KysnemnoBa, . B. JlokymeHTannonHoe oOecredeHue yrpaBlieHUs : y4eOHOe
nocobue s CIIO / W. B. Kysnemoma, I'. A. XawarpsH. — 2-e u3ng. — CaparoB :
[TpodobpazoBanne, Aii [lu Op Memma, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-



4488-0216-4. — TekcT : 2JIEKTPOHHBIN // DNEKTPOHHBIA pecypc mu¢poBOi 00pa3oBaTeIbHON
cpeabt CITO PROFo6pazosanue : [caiit]. — URL: https://profspo.ru/books/80326

S. IlyBanosa, H. H. JlokymMeHTanmoHHOEe OOECleYeHHEe YNPABICHUS : YUCOHUK U
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4. KOHTPOJIb U OHEHKA PE3YJIbTATOB OCBOEHMUAA

YYEBHOM JUCLUAILIUHBI

Pe3yabTarsl 00yyeHus \

Kpurepum oneHku \

MeToabI OLIeHKH

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
OpraHU3aIMOHHO-
pacropsauTeabHbIX
JIOKYMEHTOB, BXOJSIINX
YHUPHUITTPOBAHHYIO
CUCTEMY

B

OpraHU3alMOHHO-
pacropsIUTEIbHBIX
JIOKYMEHTOB,
YHUPUIIMPOBAHHYIO
CUCTEMY NEPBUYHOU
YYETHOU JOKYMEHTaluu
B 4aCTH JOKYMEHTALUU

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, MEepHOANYECKHE H3AAHUS 10
CICIUATBHOCTH TSt peuieHus
npoeCCHOHATBHBIX 3314

- JeMOHCTpalus OTBETCTBEHHOCTH 32
MPUHATBIE pEIIEHUs,, 00O0CHOBAHHOCTH
caMmoaHajmn3a u KOPPEKIIHS
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

MPaKTHK.
-cobmroieHue
npodeccHoHaNbHON STUKY;
MOCTpOeHHE  TMPO(ecCHOHATEHOTO
OOIIEHUS C y4eTOM  COLHAJIBHO-
poheCCHOHATHFHOTO craryca,
CUTyallud OOILIEHHs, OCOOCHHOCTEH
TPYIIITBI u WHIUBUTYaTbHBIX
ocoOeHHoCTeH YYaCTHHUKOB
KOMMYHHUKAIHH;

- TPaMOTHOCTh YCTHOM M NHCbMEHHOU

HOPM

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

- TPOSBICHHE  TOJEPAHTHOCTH
TpoIiecce OOIICHNS;

- OKCIIEPTHOC Ha6J'IIO,I[eHI/I€
BBIIIOJIHCHH A
IMPAKTUYCCKUX SaﬂaHHﬁ,

- OIEHKAa [0 HWTOraM
YCTHOTO orpoca
CTY/ICHTOB,

- HaOJIOJEHUE II0 HMTOraM
TECTUPOBAHUS,

- OIIEHKa
IIPOBEICHUS
IIPOMEKYTOUYHON
aTTeCTalNH.

B IIpolecce




- coONIoIcHHEe HOPM TIOBEIEHHUS BO
BpeMs yUeOHBIX 3aHSATHIA;

- coOnrofeHue CTaHJapTOB
AHTUKOPPYIILIMOHHOTO TTOBEJICHHUS;
- CcOOJIIOJTaeT HOPMBI IKOJIOTUYECKON

0e30IMacHOCTH;
— orpeenser HaIpaBJICHUS
pecypcocoepexeHHs B pamKax

npodeccHoHAbHON JIeATEeIbHOCTH TI0
CTCIUATBHOCTH;

- 23¢¢deKTUBHOCTh  HCIOJIb30BAHUS
CpeAcTB (PHU3UYECKOW KYyIbTYPBI ISt
COXPAHEHUS U YKPEIICHUS 37J0POBBS B
nporecce npoeCCUOHATHLHON
NEeSATSIIEHOCTH " MO IICPIKAHUS
HEO0OXOIMMOTO  YPOBHSI  (pU3UYECKOM
MTOATOTOBJICHHOCTH;

- 2] QEeKTUBHOCTh HCIOIH30BAHUSI B
npodeccCHOHATLHON JeSITeIIbHOCTH
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
CUTyauuu c
IPaBOBBIM

Hp AKTHUYCCKUX
HOpMaTI/IBHI)IM
000CHOBaAHHEM;

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

- JIEMOHCTpAIlisl OTBETCTBEHHOCTH 3a
MPUHSATHIE pEHIeHUs, 00OCHOBAHHOCTH
camoaHaiIn3a u KOppeKIUs
pE3yNbTaTOB COOCTBEHHOMN pabOTHI;

- WCIIOJIb30BaHHWE 3aKOHOJATEIbHBIX U
HOPMATHUBHO-TIPABOBBIX ~ aKTOB  TIPH
TUTAHUPOBAHUH TIPEIITPHHUMATETHCKOM
NEATCIbHOCTH B TPO(ECCHOHATLHOM
cdepe;

- JEMOHCTpanus 3HaHWK B 00JIaCTH
(bMHAHCOBOM TPaMOTHOCTH;

- KOHCTPYKTHUBHOCTH B3aWMOJICUCTBUSA

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

xoze  OOy4yeHMs, PYKOBOAMTEISIMU
yaeOHo u MIPOU3BOJCTBEHHOMN
IIPAKTHUK.

- OKCIICPTHOC Ha6J'IIO,I[eHI/Ie
BBIIIOJIHCHH A
MMPAaKTUICCKUX 3a,I[aHPII>i,

- OLEHKa II0 HWTOoram
YCTHOTO orpoca
CTY/ICHTOB,

- HaOJNIOJEHUE II0 HTOraM
TECTUPOBAHUS,
- OICGHKa B
MPOBEACHUS
IIPOMEKYTOUHON
aTTeCTaIluH.

nporecce




IIPETEH3MOHHO-UCKOBYIO
JIOKYMEHTALUIO.

-cobmroenue HOPM
npodecCHOHATLHOM ATUKY;

— IOCTpoeHHe MpOodhecCHOHATIBLHOTO
OOIIEHUS C  y4eTOM  COIHAIBHO-

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

- TPAaMOTHOCTh YCTHOM M THUCbMEHHOMH
peuu;

- odopmiieHHE  JIOKYMEHTOB B
coorBeTcTBUH ¢ I'OCToM;

- scHOCTh  (OpMYJIUpOBaHUS U
HU3JI0KCHHS MBICIICH;

- TPOSIBJICHHWE  TOJICPAHTHOCTH 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

popeCCUOHATBHONU JIEATEILHOCTH 10
CHEIHAbHOCTH;

- 3(}QexkTUBHOCTh  HCIOIB30BAHUS
cpencTB (pu3Mveckord KyabTyphl s
COXpaHEHHSI U YKPEIUICHUS 370POBbS B
poruecce npodeccuoHaIbHON
JEeSITeTbHOCTH " IO IICPIKAHUS
HE0O0XOAUMOro ypoBHs  (pusnueckoin
MOJITOTOBJICHHOCTH;

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




