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1. O6mas xapakTepucTHKa padoyeil MporpaMmbl U CHUTITHHBI

1.1. MecTO TMCUHMIJIMHBI B CTPYKTYPe OCHOBHOM 00pa30BaTe/ibHOI MPOrpamMMbl
YyeOHass aucnuIuiiHa «J/[oKyMeHTalMOHHOE OOECIICUCHHE YIPABJICHUS» SBISETCS 00sA3aTeIbHOM
yacTbto OO1IenpogeccuoHaNbHOrO IUKIa MPUMEPHOM 00pa3oBaTebHOI MPOrpaMMbl B COOTBETCTBUU

¢ ®I'OC CIIO 1o cnenuaibHOCTH.

Ocoboe 3HaueHHE AUCHUILIMHA UMEET MpU (popMUpOBaHUH U pa3BuTHH 00ImuX KommereHnuii OK 01,

OK 02, OK 03, OK 04, OK 05, OK 06, OK 09.

1.2. Heab ¥ muiaHupyemble pe3yJbTaThl 0CBOEHM S TUCUUIIJIMHBI:

B pamkxax mporpammbl  y4yeOHOW  IUCHMIUIMHBI  OOYYAIOIIMMHCS  OCBaMBAIOTCA  YMEHUS
Y 3HaHUs
Kon Ymenust 3nanus
IIK, OK
OK 01, [IpumensaTh Ha npakTuke | TepMUHOJOTHIO B OOJIACTH JAOKYMEHTAI[HOHHOTO
OK 02, rOCyIapCTBEHHbIE  CTaHIApTHI, | OOECTIeUeHUs YIIPaBICHHUS,
OK 03, Ipyrue HOpMAaTUBHO- | HopMaTHBHBIE TOKYMEHTHI, periiaMEeHTUPYIOIIIe
OK 04, METOINYECKUE JIOKYMEHTBI, | COCTaBlIeHHE U O(OpMIIEHUE JOKYMEHTAlUU U
OK 05, perlaMeHTUPYIOLIHE MOPSIJIOK €€ 00pabOTKU;
OK 06, OpraHu3aLHUIo [IpaBuna COCTaBJICHUSA u odopMIICHUS
OK 09, JOKYMEHTAllMOHHOT'O OpraHU3aLMOHHO-PACIOPSAUTENbHBIX
[IK 1.2, o0ecrieueHus yrpaBIeHUS; JOKYMEHTOB, BXOJAIIUX B YHU(PUIIMPOBAHHYIO
I1K 1.3. CocraBiATh U IIPABWJIBHO | CUCTEMY  OpPraHU3alMOHHO-PACIOPSAIUTENBHBIX
OQOpMIISITH  OCHOBHBIE  BHUJbI | JOKYMEHTOB, YHUPHUIIMPOBAHHYIO CUCTEMY
OpraHU3alMOHHO- HNepBUYHON y4YETHOM JOKyMEHTallMM B 4YacTu
pacropsAUTENbHBIX TIOKYMEHTOB; | TOKYMEHTALlUU 110 YYETy TPY/a;
Odopmisate  unpopManuonHo- | [Topsaok mpoBeneHUs SKCHEPTU3BI  [IEHHOCTU
CIIPABOYHYIO JOKYMEHTALUIO; JOKYMEHTOB W TOATOTOBKM JI€]1 K apXUBHOMY
Odopmisate KaJpOBYIO | XPAaHEHUIO.
JOKYMEHTAIHUIO; TexHonoruo OpraHu3aluu JOKYMEHTO00O0poTa B
OdopmisaTe IPETEeH3UOHHO- | OPraHU3aIMSIX (YUPEKACHUSAX ).
HCKOBYIO IOKYMEHTALIHIO.
2. CTPYKTYPA U COAEPKAHUE JUCIHUIIJINHbI
2.1. O0bem IMCHMILUIMHBI H BHABI Y4e0HOH padoThl
Bun yae6HO#H paboThI KomnuuectBo yacos
MakcumasnbHas ydyeOHasi Harpy3ka (Bcero) 58
Oos3aTesbHAsI Ay IUTOPHAs YueOHasi Harpy3Ka (Bcero) 54
B TOM YHCJIE:
Teopetnueckoe o0yueHue 18
n1a6opaTOPHBIE U MPAKTUUECKUE 3AHATHS 36
MpaKTH4ecKasi MOAr0TOBKa 34
CamocrosiTesibHasi padoTa o0yuyaromerocs (Bcero) 2
KouncyabTanuu 2
Wrorosas arrectanus B hopme nuddepeHIIMpoBaHHOTO 3a4eTa




2.2. TeMaTH4eCKMii IL1aH U coepKAHNE TUCIHUILIHHBI

OobeMm, akaja. 1/
B TOM 4YHCJIE B

Koapl koMneTeHI i,

HaumenoBanue dopme ¢dopmuposanuio
Copaepxxanne yueOHOro MaTepuaja i (popMbl OPraHU3ALUH AeATETbHOCTH 00y4aI0IIUXCS .
pa3aenoB U TeM NPaKTHYeCKOH KOTOPBIX COCOOCTBYET
MOArOTOBKH, 3J1eMeHT NPOrpaMMbl
aKaj. 4
1 2 3 4
Paznen 1. OCHOBBI JOKYMEHTUPOBAHUS YIIPABJAEHUECKOM JESTEJIbHOCTH
Tema 1.1 IlonsiTHe 0 Coaep:xanue y4eOHOro MaTepuaJia 1 OK 01, OK 02, OK 05,
JAOKYMEHTAllUOHHOM OcCHOBHBIE CBOICTBa JOKYMEHTOB W WX (QYHKIHH B cHUCTeMe ympaBieHus. llorsTue OK 09
ol0ecrieyeHN nokymenra. Madopmanus u noxkyment. Kinaccudukanus 1OKyMEHTOB: TIO BUAY OQOPMIICHNS; K 1.2,TIK 1.3
ylpaBJeHHus, Mo cojepXaHuio; 1Mo (opme; MO0 MPOMCXOKICHHIO; TIO0 CPeACTBaM (HUKCAIMU; MO0 CPOKaM
JOKYMEHTE H c1ocodax | xpaHeHus. MarepuaibHble HOCUTENN HH(OpMAaLHY.
JOKYMEHTHPOBAHMSA [lonstne noxymentupoBaHus. OCHOBHBIE CIOCOOBI JOKyMeHTHpOBaHHA. (OCHOBHBIE
COBpPEMEHHBIC TEXHOJIOTHH, IMPHMEHSIEMble NpPH OpraHu3aliu padoThl C JOKyMEHTaMH B
OpraHM3aluax (YUpeKISHUIX).
Tema 1.2 Copaepxanne yueOHOr0 MaTepHaJia 1
HopmatusHo- HopmatuBHO-IpaBOBBIE ~ aKThl,  pEryjavpylolMe  JOKYMEHTalMOHHOEe  oOecreueHue OK 01, OK 02, OK 05,
npasosas 0a3a yhnpasieHus.  YHUQUKANWS W CTaHAapTU3alds  KaK  OCHOBHBIE  HaIpaBIICHUS OK 09
JOKYMEHTALMOHHOI' 0 COBEpIIIEHCTBOBAHMSI JOKYMEHTOB U JIOKYMEHTAIIMOHHOTO 00eCTIeYeHHs YIIPaBICHNUS. K 1.3
ol0ecneyeHnst [lepeueHbr OCHOBHBIX TOCYIAPCTBEHHBIX CTaHIAPTOB Ha YHU(PHUUHUPOBAHHBIE CHCTEMBI
ynpasJieHHsl nokymMeHTanuu. OCHOBHBIE TOJIOXKEHHUsSI TOCYIApPCTBEHHOM CHCTEMBI JIOKYMEHTALHOHHOTO
obecriedenusi  ynpasineHus. CoctaB  yHU(QHUUUPOBAaHHBIX  CHCTEM  JOKYMEHTALUH:
OpTaHU3aIMOHHO-PACTIOPSIUTEIbHAS, OTYETHO-CTATHCTHYECKAs!, (PUHAHCOBAS U JIp.
Tema 1.3 Cnoco0b1 u Conep:xanue yueOHOro MaTepuasia 1 OK 01, OK 02, OK 03,
NMpaBuWJIa CO3JAHUSA Xapakrtepuctuka, cocraB Hu coxepkanue ['OCTa Ha cucteMy OpraHu3alliOHHO- OK 04, OK 05, OK 06,
JOKYMEHTOB pacrlopsAuTeNIbHOW — JTOKYMEHTalMd.  YHU(PUUIUpOBaHHAs  CUCTEMa  OpraHU3allMOHHO- OK 09
pacnopsiAuTeNnbHON AoKyMeHTauuu. TpeboBaHus K odopmiieHHIO JOKYMEHTOB. Popmyrsp- K 1.2, T1IK 1.3
obpazerr OP/I. [IpaBmita odopmiteHUs peKBU3UTOB, periiaMmeHTHpoBaHHBIX ['OCTom.
B ToM 4mciie npakTHYeCKHX 3aHATHIA 6

[Ipaxtrueckoe 3aaaTue Nel. OdopmiteHre PeKBU3UTOB HAa TOKyMEHTAX.

Paznen 2. OPTAHU3ALIUA CUCTEMBI JOKYMEHTAIIMOHHOI'O OBECIIEYEHU A




Tema 2.1 Odopmiaenne

Conep:xanue yueOHOro MaTepuaJia

OK 01, OK 02, OK 03,

HH(OPMALTHOHHO- XapaKTepHCTHKa U COCTaB CIPaBOYHO-WHPOPMAIIMOHHBIX JOKYMEHTOB (CIIy>KEOHBIX THCEM, OK 04, OK 05, OK 06
CIIPABOYHOM CIIPaBOK, 3asABJICHUH, aKTOB, IIPOTOKOJIOB, NOKJIATHBIX W OOBSICHUTEIHHBIX 3aITHCOK), MK 1.2, 11K 1.3
JOKYMEHTALUH TpeOoBaHUs K UX 0QopMiIeHUI0. [JOKyMEHTHPOBaHUE AESITENbHOCTH KOJJIETHAIbHBIX OPTaHOB.

B Tom unciIe IPaKTHYECKUX 3aHATHI

[Ipaktuueckoe 3ausiTre No2. Ogopmienre HHPOPMALUOHHO-CIIPABOYHOM JOKYMEHTAIINH.
Tema 2.2 Odopmiaenue | Coaep:kanue yueGHOro Mmarepuasa OK 01, OK 02, OK 03,
OPraHu3anMOHHO- OCHOBHbIE TPYIIBl OPraHU3alMOHHO-PACIOPAIUTEIbHBIX JTOKYMEHTOB. XapaKTEpUCTUKA U OK 04, OK 05, OK 06,
pacnopsiauTeIbHO’ COCTaB OPraHU3allMOHHBIX JOKYMEHTOB (yCTaBa, MOJOXKEHHS, MHCTPYKIMH, TOJKHOCTHOMH OK 09
JOKYMEHTALlUH WHCTPYKLUH), TpeOoBaHUs K OPOPMIICHUIO. XapaKTePUCTHKA M COCTaB PACTIOPSIUTENBHBIX K 1.2,TIK 1.3

JOKYMEHTOB (IIOCTaHOBJICHHS, NIPUKa3a, PEIICHUs, PacloOpsDKEHUs, YKa3aHus), TpeOOBaHUS K
1X 0(hOpPMIICHHUIO.

[TonsiTHe MOIMHHYKA, KOIIMH, BBIITMCKH, 1yOnuKaTa. Buapl KOMUi JOKYMEHTOB, 0COOCHHOCTH
3aBCPCHUA KONUM M BBIIIHCOK HOTapHUaJJbHbIMHK KOHTOpaMMW MW OOJDKHOCTHBIMH JIMIIAMU
OpraHu3aLNM.

B ToM umciie npaKkTHYECKUX 3aHATHIA

[paktuueckoe 3ansTre Ne3. OdopmieHre OpraHn3alHOHHO-PACTIOPSAUTEILHON
JIOKYMEHTAaLUU.

Tema 2.3 Odopmiienne
Ka/JpoBoii
JOKYMEHTAM U

Copaepxanne yueOHOr0 MaTepHaJia

3asiBNEHMS U IIPUKA3bI 110 TMYHOMY cocTaBy. JInunas kaprouka ¢popmsl T-2 u nudHbIEe Aena

B ToMm umcie MPAKTUYC€CKUX 3aHATHH

IIpaktuueckoe 3anstre Ne4. OdopmieHne KaIpoBoi JOKYMEHTALIUH.

OK 01, OK 02, OK 03,
OK 04, OK 05, OK 06,
OK 09
K 1.3

Tema 2.4 /loroBopHo-

Copaepxanne yueOHOro MaTepHuaJia

OK 01, OK 02, OK 03,

npaBoBast [onsitne nmoroopa. OCHOBHBIE pazfenbl OroBOpoB. [lopsmok odopMieHHsS TPYAOBOTO OK 04, OK 05, OK 06
JOKYMEHTalust JIOTOBOPA, JOrOBOPA IOCTABKH, I0I0OBOpa KYIUIA-IIPOJAXKH. K 1.2, T1IK 1.3

B ToM 4mciie npakTHYeCKHX 3aHATHI

[IpakTuaeckoe 3ansarue Ne5. OdopmiieHre 10rOBOPOB.
Tema 2.5 | ConepxxaHue yueOHOro MaTepuasia OK 01, OK 02, OK 03,
IIperen3nonno- OCHOBHBIE DPEKBH3UTHI W TMOPSAOK OQOPMIICHHS TMPETEH3Ui, OTBETOB Ha MPETEH3UIO. OK 04, OK 05, OK 06,
HCKOBast IOpunnueckas cmyx0a, BBIMOJIHSIONIAS NPETEH3MOHHO-UCKOBYIO paboTy Ha NpEANPHATHH. OK 09
JOKYMeHTalus KypHan perucrpaiuu npeTeH3nuu. K 1.2,TIK 1.3

[Nopsnox odopmMieHns NCKOBBIX 3asBICHUN U MPEACTABICHNE UX B APOUTPaXHBIN Cy/.

B ToM 4mciie npaKTHYeCKHX 3aHATHI

[Ipaktuueckoe 3ausTre Ne6. OgopmieHre NPeTeH3HOHHO-UCKOBON TOKYMEHTAIUH.




Pasznea 3 OPTAHU3AIIUA PABOTBI C JOKYMEHTAMM B OPTAHU3ALUAX (YUPEXIEHUAX)

Tema 3.1 Texnosorus | Copep:kanue y4eOHOro MaTepuasia 2 OK 01, OK 02, OK 03,
OpraHu3anuu YmupasneHue u 1eI0Mpon3BoaAcTBO. OpraHu3anuonHbsie GopMbl aenonponsBoacTea. Ciyxoa OK 04, OK 09
JOKYMEHT0000p0Ta B JNOKYMEHTAllUOHHOTO O0ECIeueHHs YNpaBlICHHUs, OCHOBHAs 3a1ada, (QYHKIHUH, THUIIOBbIC MK 1.2,IIK 1.3
OopraHu3anMsx CTPYKTYpHBI, JOJDKHOCTHOM cocTaB. Pernmamenramms pabotel cnyxObr JJOVY. Ilpumepnoe
(yupexaeHHsIX) MOJIOKEHNE O CIyk0e IOKyMEHTallMOHHOTO OOECHeYeHUsl YNpaBleHUS M JOJDKHOCTHBIE

HHCTPYKLIUH.
Tema 3.2 Ocodennoctu | Comep:kanue yueOHOro Mmarepuasa 2 OK 01, OK 02, OK 03,
Agenonpou3BoiacTsa no | [loHsaTtus mpeiokeHus, 3asBlICHUS W XKanoObl. IlpueM W perucTpamus MUCEM TpaxKIaH. OK 04, OK 05, OK 06,
oOpaleHusiM rpaxigal | PaccmoTpenne u pa3penieHue miceM, CpoK pacCMOTpeHHs. AHAIHU3 MTUCEM TpasKaaH. OK 09
1 KOHpuAeHIHAJIBHOr0 | KoHumeHnmansHoe Ienmonpon3BoacTBO. ['pud orpaHnmyeHwss moctynma K JIOKYMEHTY. K 1.2, TIK 1.3
JeJI0TPOU3BOACTBA ABTOMaTH3UPOBAaHHbIE CHUCTEMBI pabOTBl ¢ JoKymMeHTamu. CpencTBa H3rOTOBJIEHUS,

KOIMPOBaHUS U Pa3MHOXEHHUS TOKYMeHTOB. Opranuzaius pabouux MecT.

B ToM yHc/Ie MpaKTHYECKUX 3aHATHIA 2

[IpakTidaeckoe 3anstue Ne7. Odopmienne odpaiieHuit rpaKaaH.
Tema 3.3 Coaep:xanue y4eOHOro MaTepuaJia 2 OK 01, OK 02, OK 03,
Cucremaruzanms [onsitne mokymentroobopora. OOmIMe NPHHIMUIB OPraHU3aluh JTOKYMEHTOO0OPOTa, €ro OK 04, OK 09
JIOKYMEHTOB, OCHOBHBIE DJTamlbl: TMpUEeM U TMepBUYHAs O0OpabOTKa JIOKYMEHTOB; pacIpeeleHne K 1.2, 11K 1.3
(popmupoBanue ux B MOCTYMUBIIUX JOKYMEHTOB; PErHCTPALUsl JOKYMEHTOB U IPEIBAPUTEILHOE UX PACCMOTPEHHE;
Jeja U nepegaya B paccMOTpeHHne JOKYMEHTOB PYKOBOJICTBOM OpraHM3aluy (YUpeKIeHHs) U HalpaBJIeHHE UX Ha
apXuB OpPraHM3aluN WCTIOJIHEHNE; HCIIONHEHNE W KOHTPOJIb 3a HCIONHEHHWEM JOKYMEHTOB; TEKyIlee XpaHeHHE

JIOKYMEHTOB.

Howmenknarypa nen. O6pabotka aemn Ui HOCIEAyIOMEro XpaHeHus. DKCIepTH3a IEHHOCTH

JOKYMEHTOB, 0(hopMIIEHHE €], CocTaBleHne onucel. Crraua e B apXuB.

CamocrosiTenpHas pabora )

IMoaroroBka k mudpepeHIINPOBAHHOMY 3a4ETy
Koncynbranuu 2
[IpomesxyrouHast arrectauus B popme nudpepeHInpoBaHHOTO 3a4eTa
Bceero: 58




3. YCJIOBUA PEAJIM3ALUU TPOT'PAMMBI JTUCLHUIIJIMHBI

3.1. TpeboBanusi K MUHUMAJIBLHOMY MaTePUAJbHO-TEXHUYECKOMY 00ecredeHH 0
Jns peanuzanuu mporpamMMbl y4eOHOW TUCHMIUIMHBI JOJDKHO OBITH NMPETyCMOTPEHO CIIEAYIOIIee
cnenuanpHoe nomenieHre: Ka0umHeT [OKYMEHTALIMOHHOIO o0ecredeHUsl YIPaBJIEHHS.
[Tomemienne kaOuHETa JOJKHO COOTBETCTBOBATH TpeOoBaHMsAM CaHHTApHO-3MUAEMUOIOTHIECKUX
IpaBWJI U HOPMATHBOB, OCHAIIEHO TUIIOBBIM O0OpPYJOBaHMEM, B TOM YHCJIE CIELUATH3UPOBAHHOM
yueOHOI MeOenbl0 U CpelcTBaMU OOYYCHHS, HEOOXOIMMBIMU JUIsl BBIMIOJHEHUS TPEOOBAHUN K
YPOBHIO MOJATOTOBKH 00YYarOIIHUXCSI.
Ka0uner 10KyMEeHTAIIHOHHOTO 00ecreyeHusl YIpaBIeHUus
Obopyoosanue yuebHo2o kabunema:
— maptsl (2-xMecTHbIE) — 14 miT;
~ CTyJbs — 28 wir;
— CTOJ mpernonaaBareis — 1uT;
— CTyJ mpenojaBatens — 1 1mT;
— JocKa MejioBas — 11T;
— 9KpaH — | wr;
— mpoekrop — 1 mit;
— HOYTOYK -1 mmiT;
— ceteBoil punbTp — 11T,
— JWIeH3uoHHOe mporpammHoe obOecneuenue (I10), oOpa3oBarenbHBII KOHTEHT H CHCTEMA
3alUTHI OT BPEAOHOCHOW MH(POPMALINY;
~ HarJIsIHble IIAKaThl IO COOTBETCTBYIOLIMM TEMAaTHKaM
Bubauorexa, yuTaabHbINA 371 ¢ BbIX0A0M B UHTEepHeT
Mamepuanvroe ochawjenue, KOMnbIOMEPHOE U UHMEPAKMUBHOE 000PYO08aAHUE:
ABTOMaTH3MpOBaHHOE pabouee MecTo OMOIOTEKaps
ABTOMaTH3UPOBAHHOE paboyee MeCcTo yuTareneit
ABToMaTu3upoBaHHOe pabouee mecto A un ¢ OB3
ITpunTep
Ckanep
Crennaxu 1151 KHUT
Kagenpa
BricTaBouHBIN cTEMIAX
Karanoxxusiit mkada
[Tocamounbie MecTa (CTOJBI M CTYJIbS ISl CAMOCTOSATEIbHON PabOThI)
ITomemenne 1Jist CAMOCTOATEILHOMH PadOTHI
Mamepuanvrnoe ocnawjenue, KOMnbIOMEPHOE U UHMEPAKMUBHOE 000PYO08aAHUE:!
ABTOMaTH3MpOBaHHBIE paboune MecTa 00yJaronuXxcs
[TapThI (2-X MeCTHBIE)
Crynbg
ABTOMAaTH3WpOBaHHBIE paboune MecTa 00eCIeUeHbl JTOCTYIOM B JJEKTPOHHYIO HMH(GOPMAIIMOHHO-
00pa3oBaTeNbHYIO CPEy, C BEIXO/I0M B HH(OPMAIIMOHHO-KOMMYHUKALIMOHHYIO ceTh «HTepHET».
3.2 UndopmannonHoe odecrneyeHue 00yueHus
ITepeyenn y4eOHbIX n3aaHuil, UHTEpHET-pecypcoB, JONOJTHUTEILHOM JIUTEPATypPhbl
3.2.1. OcHoBHEBIE NEYATHLIE H3AAHUSA
1.  Ky3neno, U.H. JokymeHTtanmonHoe oOecrieueHne ympasieHus. J[okymeHTOOO0OpOT u
JICTTOTIPOU3BOICTBO : yYYCOHHUK M TMPAKTHKYM JUISI CPEAHEro MmpodecCHOHAIbHOro oOpa3oBaHus /
W. H. Ky3nenoB. — 4-¢ wu3zn., mepepad. u gom. — Mocksa : MznatensctBo HOpaiit, 2023. —

545 ¢. — (IIpodeccuonanbuoe oopazopanue). — ISBN 978-5-534-16004-8.



2.  bacakos, M. 1., JlokyMeHTalIMOHHOE 0OECTICUCHHE YITpaBIeHUs (C OCHOBAaMHU apXHUBOBEICHHS)
: yuebHoe mocodbue / M. U. bacakoB. — Mocksa : KnoPyc, 2023. — 216 ¢. — ISBN 978-5-406-
11367-7. — URL: https://book.ru/book/948724 (mara oOpamenus: 26.06.2023). — Tekct :
3JIEKTPOHHBIMN.

3.2.2. OcHOBHBIE JIEKTPOHHbIE U3AHUS

1.  Bapwmyng, B. B., JlokymeHTanimoHHoe obecrnieueHue ynpapieHus : yaeOnuk / B. B. Bapmynn.
— MockBa : Hcrtmmusg, 2022. — 271 c¢. — ISBN 978-5-4365-8902-2. — URL:
https://book.ru/book/942707 (nata obpamenus: 26.06.2023). — TeKcT : 37IeKTPOHHBIH.

2.  Kopuees, U. K. JlokymeHTanimoHHOE OOecliedeHHe yIpaBiIeHUs : yUeOHUK U MPAKTUKYM JJis
cpennero npodeccuonansHoro odpazosanus / M. K. Kopnees, A. B. ITmenko, B. A. Mamrypies. —
3-¢ wm3a., mepepadb. u gon. — MockBa: MWM3marenbctBo IOpaiit, 2023.— 438c.—
(ITpodeccronansuoe obpazoBanue). — ISBN 978-5-534-16002-4. — Tekct : 3MEeKTPOHHBIA //
OoOpazoBarenpHast 1wiatgopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/523611 (mara
obparmienus: 26.06.2023).

3. Kysuenos, U.H. [lokymMeHTanmoHHOE oOecredeHne ymnpaBiieHUs. JlOKyMEeHTOOOOpOT u
JICTIONIPOM3BOCTBO . YYCOHHK W TPAKTHKYM JJIsI CpemHero mnpoecCHOHAIbHOrO obOpa3oBaHus /
. H. Ky3neuoB. — 4-e u3a., mepepab. u gon. — Mocksa : WznatensctBo FOpaiit, 2023. —
545 c.— (IlpodeccuonanpHoe oOpa3zoBanue). — ISBN 978-5-534-16004-8. — Tekcr
3JIEKTPOHHBIN // O6pa3oBarenbHas wiardopma Opaiit [caiiT]. — URL:
https://urait.ru/bcode/523613 (nara obpamenus: 26.06.2023).

4.  Kysnenosa, 1. B. JlokymeHTanmonHoe oOecrieueHre yrpaBieHusi : ydeOHOe mocooue ist
CIIO / M. B. Ky3nenona, I'. A. XauarpsH. — 2-e uzn. — Caparos : [IpodoOpa3zoBanue, Aii [Tu Op
Memua, 2019. — 166 ¢. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — TeKCT : 2JIEKTPOHHBIN
// DnexTpoHHBIN pecypc nuppoBoit odpasosarenbHoi cpeasl CIIO PROFobpa3oBanue : [caift]. —
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1. KOHTPOJIb 1 OHEHKA PE3YJIbBTATOB OCBOEHMUS JUCHUIIJIMHbI

KOHTPOHL Hu OIlCHKAa PE3YyIbTATOB OCBOCHUA JUCIHUITIIMHBI OCYHICCTBJIACTCA
npenoaaBaTejIi€EM B IPOLECCEC MPOBEACHHUA INPaKTHUYCCKHUX 3aHATHH U J'Ia60paTOpHBIX pa60T,
TCCTUPOBAHHUA, a4 TAKIKC BBIIIOJHCHUSA 06y‘IaIOH_[I/IMI/IC$I WHAUBUAYAJIbHBIX 3a11aH1/1171, ITPOCKTOB,

HUCCIIEJOBAHUN.

Pe3yabTaThl 00yueHus

| Kputepun onenku

MeToabl OLIeHKH

Hepequb 3HaHI/II\/'I, OCBaMBACMbIX B paMKaxX JUCHUITIIIMHBI

Tepmunomorus B obmacTu
JIOKYMEHTAIMOHHOTO
obecrieyeHus yrpaBieHUs;
HopmatuBHbBIE TOKYMEHTHI,
periIaMeHTUPYIOIINe
COCTaBJICHHE
odopmiieHue
JOKYMEHTALlMU U IOPSAI0K
ee 00paboTKH;

IIpaBuna cocraBiaeHuss U
odopmiteHuUs
OpraHu3aIlMOHHO-
pacropsAnTENbHBIX
JOKYMEHTOB, BXOJSIIUX B
YHU(DUIIUPOBAHHYIO
CHUCTEMY OpraHU3aIlMOHHO-
pacropsAuTENbHBIX
JOKYMEHTOB,
YHU(DUIIUPOBAHHYIO
CHUCTEMY [IEPBUYHOU
YYETHOH JOKYMEHTALUu B
YacTh JIOKYMEHTAllUH 10

y4eTy Tpyaa;
[Nopsanmox MIPOBEACHHUS
9KCTIEPTHU3HI LIEHHOCTH
JIOKyMEHTOB U TIOJITOTOBKH
zen K ApXUBHOMY
XPaHEHHUIO.

TexHonorus opraHu3anuu
JIOKyMEHT0000pOTa B
OpTraHM3aIHIX
(yupexneHusx).

- odopmieHHe  TOKyMEHTOB
MPAKTUYECKUX CUTyalUl c
MIPaBOBBIM O0OCHOBAHHUEM;

- FICTIOJIb30BAHUE PA3TMYHBIX HCTOYHHUKOB, BKIIIOYAS
ANIEKTPOHHBIE PeCcypChl, Meana pecypchl, UHTepHer-
pecypcel, HEePHOINYECKIE W3IaHUS o
CIIEIUATBHOCTH ISl penieHus NpodeccroHaIBHBIX
3aja4

- JIEMOHCTpalMs OTBETCTBEHHOCTH 32 NPUHSITHIC
pemieHus,  00OCHOBaHHOCTh  CaMOaHAIW3a U
KOPPEKIHS pPe3yIbTaTOB COOCTBEHHON paboTHI;

- UCIIOJIb30BaHNE 3aKOHO/IATEIBHBIX U HOPMAaTHBHO-
MPaBOBBIX aKTOB npu TUTAHUPOBAHUH
MpeaNpUHUMATEIHCKON JeSITeTbHOCTH B
npodeccuoHanbHoOl cdepe;

- JIeMOHCTpanus 3HaHWH B oOmactu (hUHAHCOBOMN
TPaMOTHOCTH;

U pelleHue
HOPMAaTHBHBIM

- KOHCTPYKTUBHOCTb B3aUMOJICUCTBUSA c
oOydarolmMMucs,  TMpenofaBaTelsiMd B XOJIe
o0y4eHus, PYKOBOJIUTEISAMU yaeOHOU u

MPOU3BOJICTBEHHOMN MPAKTHK.
-co0roieHre HOpM TIPo(heCCHOHATBHON ATHKH;

— TocTpoeHue mpodecCHoHATBHOTO OOIIEHHsT C
Y4ETOM  COIMATIBHO-TIPO(ECCHOHATIBHOTO  CTaTyCa,

CUTyallMi OOIIECHMs, OCOOCHHOCTEH TpYNIBI U
VHVBHUTY AITEHBIX ocobeHHOCTEN Y4aCTHUKOB
KOMMYHHUKAIINW;

- TPaMOTHOCTb YCTHOH M MCbMEHHOW peuy;

- odopmileHHEe JOKYMEHTOB B COOTBETCTBHUH C
I'OCTowm;

- ICHOCTH (POPMYJTIPOBAHUS U M3JI0KEHHS MBICIICH;

- MPOSIBIIEHNE TOJIEPAHTHOCTH B TPOIIECCE OOIIECHUS;
- coOmoieHre HOPM MOBEACHHUSI BO BpeMsl Y4eOHBIX
3aHSITHI;

- CcoOJIIOJICHHE CTaHAApPTOB AHTUKOPPYILMOHHOTO
MIOBEJCHUS;

- co0JII0JaeT HOPMBI SKOJIOTHYECKOH 0€30M1aCHOCTH;

— OIpeneNnsieT HampaBJeHUs pecypcocOepekeHus B

paMKax HpO(bCCCHOHaHBHOﬁ JCATCIBHOCTH  IIO0
CIICIIUAaJIbHOCTH,
- B(I)CI)CKTI/IBHOCTB HCIIOJIb30BaHUA CpCACTB

- JKCIIEPTHOE
HaOII0ICHHE
BBITIOJTHEHHS
MIPAKTHIECKAX
3aJIaHnM,

- OILIGHKa IO UTOram
YCTHOT'O ompoca
CTYJICHTOB,

- HaOmIOJEHHE
HTOraM
TECTUPOBAHUS,
- OLIGHKa B TIpoliecce
MIPOBECHHUS
MPOMEKYTOUYHOM
aTTECTaI[HH.
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(m3nyeckoil  KymbTypbl UISI  COXpaHEHHA U
YKpEIUICHHS 3JI0pOBBS B mpolecce
Mpo¢eCCHOHANBEHON NESITENbHOCTH M MOAACPKaHUS

HEOOXOAMMOTO YpOBHS (hU3UIEeCKOM
MTOATOTOBJICHHOCTH;
- 3¢ (HEeKTUBHOCTD HCIIOJIb30BaHUS B

MPOPECCHOHATILHON  IEATEIPHOCTH HE0OX0IUMOH
JIOKYMEHTAIIMH, B TOM YHCJIC HA HHOCTPAHHOM SI3bIKE

Hepequb yMeHI/If/'I, OCBAaMBACMBIX B paMKaXx JUCHUIIJIMHBI

[lpumensTp Ha mpakTUKE
roCyJapCTBEHHBIC
CTaH/IapTHl,
HOPMaTHBHO-
METOANYECKUE TOKYMEHTBI,
perIaMeHTUPYIOIINE
OpraHU3aIHI0
JOKyMEHTAIIHOHHOTO
obecrieveHus yIpaBlIeHuUs;
CocTaBnaTh W NPaBUIBHO
opopMIIATh OCHOBHBIC
BUJIBI OpraHM3aIMOHHO-
PacHOPSAUTETHHBIX
JIOKyMEHTOB;

OdopMtsITh
WHPOPMAITUOHHO-
CIIPaBOYHYIO
JIOKyMEHTAIIHIO;
OdopMtsITh
JIOKYMEHTAIIHIO;
OdopmansaTsb
HPETEH3NOHHO-CKOBYIO
JIOKyMEHTAIIHIO.

npyrue

KaJIpOBYIO

- odopmieHHE  OKYMEHTOB W  pCIICHHUE
MpPaKTUYeCKUX  CUTyalud ¢  HOPMAaTUBHBIM
MIPaBOBBIM 00OOCHOBAHHEM;

- FICTIOJIb30BAHUE PA3IMYHBIX HCTOYHHUKOB, BKIJIIOYAS
ANIEKTPOHHBIE PECYpCHl, Menua pecypcsl, MHTepHeT-
pecypes, NEePUOJYECKHE U3aHUs o
CIIEIUATBHOCTH ISl penieHus NpodeccroHaIBHBIX
3amaq

- HACMOHCTpanusa OTBETCTBCHHOCTHU 3a IIPUHATHIC
pemieHus,  OOOCHOBAaHHOCTH ~ CaMOAHAIHM3a |
KOPPEKIHUS Pe3yIbTaTOB COOCTBEHHOU pabOTHI;

- UCTIONIb30BaHNE 3aKOHOMATEIBHBIX U HOPMAaTHBHO-
IIpaBOBbIX aKTOB nmpu IJIaHUPOBAHUN
Hpe[{HpHHHMaTeHLCKOﬁ JACATCIIbHOCTH B
npoeccnonambHON cdepe;

- JIeMOHCTpanus 3HaHWH B oOmactu (hUHAHCOBOMN

TPaMOTHOCTH;

- KOHCTPYKTHBHOCTb B3aUMO/JIEUCTBUS ¢
oOydaromMMucs,  TMpenofaBaTelisiMd B XOJIe
oOyueHwus, PYKOBOJUTENAMHA yaeOHOI u

NIPOU3BOACTBEHHOM IIPAKTHK.

-co0JIr0IeHNEe HOPM ITPOo¢eCCHOHAITBHON 3THKHY;

— TOCTpoeHHe NpOo(EecCHOHATBHOTO OOLIeHUsT C
YYETOM COLHMAIBHO-IPO(EeCCHOHABHOTO  CTaTyca,
CUTyalluu OOUIeHusi, OCOOEHHOCTEH TpyMIbl |
WHIWBUAYaAbHBIX ~ OCOOCHHOCTEH  YYaCTHUKOB
KOMMYHHKAIIAN;

- FPaMOTHOCTb YCTHOH M MMCbMEHHOW peuy;

- odopmileHHE JOKYMEHTOB B COOTBETCTBHH C
I'OCTowm;

- ICHOCTh (POPMYTHPOBAHUS U M3IIOKEHUS MBICIICH;

- MPOSIBIIEHNE TOJIEPAHTHOCTH B IPOIIECCE OOIIECHUS;
- cOOJI0IEHNEe HOPM TIOBEJICHUS] BO BpeMs YIEOHBIX
3aHSTHUH;

- CcOOJIoZIeHNE CTaHIApPTOB AHTHKOPPYNIIMOHHOTO
[TOBE/ICHUS;

- co0JII0JaeT HOPMBI SKOJIOTHYECKOH 0€3011aCHOCTH;

— OIpeJeNisieT HalpaBJIeHUsl pecypcocOepekeHus] B
paMkKax TpodecCHOHATBHON  JESATEIBHOCTH  TI0
CIEIUAIIBHOCTH;

- o(dexTHBHOCT,  HUCHOJB30BaHHS  CPEACTB
¢u3nueckoil  KymbTypbl ANl COXpaHEHHA H
YKpeTIeHUs 310pOBbS B mpotecce
podeCCUOHANBHON NESITENbHOCTH M IOAJNEP)KaHUS
HE00XO0IMMOI0 YPOBHSA ¢busnyeckoit
MIOATOTOBJIEHHOCTH;

- JKCIIEPTHOE
HaOII0ICHUE
BBIIIOJIHEHHS
MMPAKTHIECKHUX
3aJlaHUM,

- OIlCHKA II0 HUTOraMm
YCTHOT'O ormpoca
CTYJEHTOB,

- HaOIroaeHue
uroram
TECTUPOBAHUS,
- OIIEHKa B TpoIiecce
MIPOBEAEHHUS
MPOMEXKYTOUYHOMI
aTTeCTalUU.
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- 3¢ peKTHBHOCTH HCITOJIB30BAHUS B
npo(ecCHOHAIBHON  JIEATSIILHOCTA HEOOXOIUMOM
JIOKYMEHTAIIMH, B TOM YKCJIC HA MHOCTPAHHOM SI3BIKE




