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1. IIacmopT mporpaMMbl JMCHUTLIHHBI

«JlokyMeHTAIlMOHHOE 00ecriedeHue yIpaBJIeHus»

1.1. MecTO JTUCUMIIMHBI B CTPYKTYpPe OCHOBHOM 00pa30BaTe/IbHOM MPOrpaMMbl

HuctumumHa «JlokyMeHTarmoHHoe 00ecrieueHre yIpaBICHUs SBISIETCS 00sS3aTeIbHON
yacThio oOmenpodeccuonanpbHoro mukiaa (OI1.06), ocBoeHHME KOTOpOH oOecmeynBaeTcs B
paMKax pealu3anuy IporpaMMBbl MTOATOTOBKH CIIEIUATUCTOB CPEAHET0 3BEHA 10 CIEeUaTbHOCTH
40.02.04 FOpucnpyieHIusi.

Ocoboe 3HaueHHWE MAUCUUIUIMHA HMeeT Npu (OPMHUPOBAHMU M PAa3BUTHU OOIIUX
komnetenuit OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09.

1.2. leab ¥ IuIaHUpyeMble Pe3yJbTAThl OCBOCHUS TUCHMIIUHBI:
B pamkax mporpaMMbl y4eOHOUM TUCIUIUIMHBI OOYYarOIIMMUCS OCBAMBAIOTCS YMEHUS

U 3HaHUs
Kon Ymenus 3Hanus
IIK, OK
OK 01, — IlpumeHsaTp Ha mpaKTUKE — TepmuHonoruto B obusacTu
OK 02, roCyJJapCTBEHHbIE CTaHJApThl, | JOKYMEHTALHOHHOTO obecrieyeHus
OK 03, Ipyrue HOPMAaTUBHO- | YIPaBJICHUS,
OK 04, METOANYECKHUE JIOKYMEHTHI, — HopmaTtusHbie JIOKYMEHTHI,
OK 05, PErIaMEHTHPYIOIINE OPTaHU3AIMIO | PEerlIAaMEHTUPYIOIIHE  COCTaBJICHHUE U
OK 06, JOKYMEHTALMOHHOTO OOECIEeUeHus | oopMiIeHHE JOKYMEHTAIMU U IOPSAI0K
OK 09, yIpaBIeHUS; ee 00paboTKH;
1K 1.2, — CocCTaBisiTh ¥ NPABUIBHO — IlpaBuna COCTABJICHHUS u
1K 1.3. oGOpPMJIATL ~ OCHOBHBIE  BHBI | OQOPMIIECHHS OpTaHU3aIMOHHO-
OpraHHU3aIOHHO- pacropsauTeIbHbIX JIOKYMEHTOB,
pacropsIUTeIbHbIX JOKYMEHTOB; BXOJISIINX B YHH(PHUIMPOBAHHYIO
— OdopmisTs cucTeMy OpraHU3alMOHHO-
MH(POPMAIIMOHHO-CIIPABOYHY IO pacropsaInTeIbHBIX JIOKYMEHTOB,
JIOKYMEHTAIHIO; YHU(PULIMPOBAHHYIO CUCTEMY MEPBHUYHON
—  OdopmuaTh KaJpOBYIO | YUETHOH  JOKyMEHTallMM B  4YacTH
JIOKYMEHTAIHIO; JIOKYMEHTALUH 110 YUeTy TPYyAa;
— OdopmisiTh NPETEH3UOHHO- — Ilopsanox IIPOBEICHUS

HCKOBYIO JOKYMCHTALIHUIO.

OKCHICPTU3BI HEHHOCTU OOKYMCHTOB U

MOATOTOBKM  J€I K  apXUBHOMY
XPaHEHUIO.

— TexHonoruto OpraHu3anyuu
JOKYMEHTOO0OpOTa B  OpraHU3aIUsIX
(YUpexIeHusx).

1.3. Kosin4ecTBO 4aCOB HAa 0CBOEHHE NMPOIrPaMMBbI JHCHMILIMHBI:

MaKCHUMaJIbHOW yueOHOM Harpy3ku oOydaromerocs 42 yaca, B TOM YHUCIIE:
00s13aTeNIbHON ayJUTOPHON yueOHOM Harpy3ku odydatomierocs 38 4acos,

CaMOCTOATENIbHON paboThI 4 Jaca.

2. CTpyKTypa M coaepKkaHue TUCHUILIMHBI

2.1. O6beM AUCHUILIMHBI U BUJbI Y4eOHOH padoThl




Buj yueOHoi1 padoThI

0O0BeM B yacax

O0bem 00pa3oBaTe/IbHOM MPOrpaMMbl Y4eOHOM TUCIUTIIIMHbI 42

B T.4. B (popMe NPaKTHYECKOH MOATOTOBKH 20
BT. U..

TEOpeTUIeCcKoe 00ydeHne 20
IPAKTUYECKUE 3aHSITUS 18
CaMOCTOSITeJIbHAsI paboTa 4
IIpomeskyTouHAs aTTecTALMS Jauer

5 cemecTp




2.2. TemaTnuyecKuii IJIAH U COJAEPKAHNE JUCHMUIIIHHBI

HaumenoBanue
pa3aesioB U TeM

Conep:kanue y4eOHOIro MaTepuaia u
(opMbI Oprann3zanum aesiTeJIbHOCTH
00y4Jarouuxcs

O0bem, akaj.
y/

B TOM YHCJIE B
popme
NMPaKTHYECKOM
NMOAr0OTOBKH,
akaj. 4

Koabt
KOMIIeTeHIIUIA,
¢popmupoBanmnio
KOTOPBIX
crocoocTByeT
3JIEeMEeHT
NPOrpaMMblI

Cemectp 5

Tema 1. IlonsiTue 0
AOKYMEHTAIIHOHHOM
o0ecreueHUH
ynpaBJjieHus,
JOKYMEHTe H
crmoco0ax
AOKYMEHTHPOBAHMUS

Conep:kanue y4eOHOTr0 MaTepuaJia

OcHOBHBIE CBOWCTBa JIOKYMEHTOB M UX
GbyHKIMU B cucTeMe ympasieHus. [loHsTue
nokymMeHnta. HWudopmanust U JTOKYMEHT.
Knaccudukanuss JTOKyMEHTOB: 1O  BHIY
oopMIIeHHUS; TIO COAEPKAHUIO; MO (OpME;
0  TMPOUCXOXKICHHIO, IO  CPEICTBaM
bukcanmu; o CpoKam XpaHCHHUS.
MarepuanbHble HOCUTEIH WHPOPMAIIHH.
[lonsatue poxymeHtupoBanus. (OCHOBHEIC
CIOCOOBl  TOKYMEHTHpOBaHUsl. (OCHOBHBIC
COBPEMEHHBIC TEXHOJIOTUH, TPUMEHSIEMbIC
IIPU OpraHu3aluK paboThl C JJOKYMEHTaAMH B
opra"u3anusix (YUpexaeHusx).

Tema 2.
HopMmatusHo-
npasoBasi 6aza
AOKYMEHTAIlHOHHOI0
ol0ecnieyeHust
ynpaBJieHUs

Coaep:xanue yueOHOro MaTepuaJia

OK 01, OK 02,
OK 05, OK 09
I[IK 1.2, 1IK 1.3

HopmartuBHO-TIpaBoBbIC aKTBI,
peryaupyroue JIOKYMEHTAILMOHHOE
oOecriedyeHne ympaBleHHUs. YHHPUKAIUSA |
CTaHJapTH3aLMs Kak OCHOBHbIE
HaIpaBJIEHUs COBEpPIICHCTBOBAHUS
JOKYMEHTOB " JOKYMEHTALMOHHOTO
oOecrnieuyeHus ynpaBIeHusl.

IlepeyeHb  OCHOBHBIX  I'OCYJApPCTBEHHBIX
CTaH/IapTOB Ha YHU(PHUIIMPOBAHHBIE CHCTEMBbI
NOKyMeHTauu.  OCHOBHBIE  IOJIOKEHMS
roCy/1apCTBEHHOM CHCTEMBI
JOKYMEHTAllMOHHOT O obecreyeHus
yopasieHusi. CocTtaB  yHU(PUIIMPOBAHHBIX
CHCTEM JOKYMEHTAllUU: OpraHu3allOHHO-
pacrnopsauTenbHas, OTYETHO-
CTaTUCTHYECKasl, PUHAHCOBAs U Jp.

OK 01, OK 02,
OK 05, OK 09
IIK 1.3

Tema 3. Cnoco0bI u
NMpaBUJIA CO3TAHUS
JOKYMEHTOB

ConepxaHue y4eGHOro MaTepuajia

XapakTepuCcTUKa, COCTaB U COJEp)KaHUe
I'OCTa mna cucremy OpraHu3anuOHHO-
pacropsauTeIbHOI JIOKYMEHTALUH.
YHudunupoBanHas cucremMa
OpraHU3aIMOHHO-PACHOPSAUTEIBHOM
noKyMeHTanuu. TpeboBanus kK opopmIIeHHUIO
nokymeHTtoB.  ®dopmynsap-obpazen  OP/I.
[IpaBuna odopmiieHus PEKBU3HTOB,
pernamenTupoBaHHbIX 'OCTowm.

B ToM 4nciie npaKTHYECKUX 3aAHATHI

[Tpaktuueckoe 3ansatue Nel. Odgopmienue
PEKBU3HUTOB HA JOKyYMEHTAaX.

OK 01, OK 02,

OK 03, OK 04,

OK 05, OK 06,

OK 07, OK 08,
OK 09

K 1.2, 11K 1.3

Tema 4.
Odopmienue

Conep:xxanue y4eOHOro MaTepuaJia

XapakTepucTUKa UM COCTaB _ CIPaBOYHO-

OK 01, OK 02,
OK 03, OK 04,




uHGOpPMALIMOHHO-
CIIPABOYHOM
AOKYMEHTAILUH

WH(POPMAITMOHHBIX TOKYMEHTOB (CITyKEOHBIX
MUCeM,  CIpPaBOK,  3asABJICHHM,  aKTOB,
MIPOTOKOJIOB, JOKIATHBIX H OOBSICHUTEIHHBIX
3aIUCOK), TpeOOBaHUS K UX OQOPMIICHHIO.
JIOKyMEHTUPOBaHHE JESTEITbHOCTH
KOJUICTHAJIbHBIX OPTaHOB.

B TOM unciie NPAKTHYECKUX 3aHATHI

[TpakTuueckoe 3ansatue Ne2. OdopmiieHue
MH(POPMAIIMOHHO-CIIPABOYHOM
JIOKYMEHTALUU.

OK 05, OK 06
K 1.2, IIK 1.3

Tema 5.
Odopmienue
OPraHu3auMOHHO-
pacnopsiiuTeIbHOM
AOKYMEHTAIlUN

Coaep:xanue y4eOHOro MaTepuaJia

OcHOBHBIE ~ TPYIIIBI OpraHHU3aIMOHHO-
pacnopsAUTEIbHBIX JOKYMEHTOB.
XapakTepucTuka u COCTaB
OpraHM3allMOHHBIX JOKYMEHTOB (ycCTaBa,
MOJIOKEHUS, HWHCTPYKLHUHU, JOHDKHOCTHOM
UHCTPYKLIMK), TpeOOBaHUS K OQOPMIICHHUIO.
XapakTepucTuka u COCTaB
pacnopsAUTENbHBIX JIOKYMEHTOB
(mocTaHoBNEHUS, npuKasa, pelieHus,
pacropspKEeHUsI, yKa3aHusi), TpEOOBaHUS K MX
0(pOpMIICHHIO.

[lonsTe nOANMHHUKA, KOIMHUH, BBIITUCKH,
nyonukata. Bunael Komui  TOKYMEHTOB,
0COOEHHOCTH 3aBEPEHUs] KOMHMHA M BBITUCOK
HOTapUAIbHBIMU KOHTOpaMu u
JOJKHOCTHBIMHU JIMIIAMH OpraHU3aluil.

B ToM Ync/ie IpaKTHYeCKUX 3aHATHI

[Tpaktuueckoe 3anstue Ne3. Odpopmienue
OpraHHU3aIOHHO-PACTIOPSAUTEIHHOM
JIOKYMEHTAlIUU.

OK 01, OK 02,

OK 03, OK 04,

OK 05, OK 06,

OK 07, OK 08,
OK 09

I[IK 1.2, 1IK 1.3

Tema 6.
Odopmienue
Ka/poBoii
AOKYMEHTAIlUH

Coaep:xanue yueOHOro MaTepuaJia

3asiBICHUS U MPUKa3bl 10 JIUYHOMY COCTAaBY.
JInunast xaprouka ¢opmbl T-2 U JUYHBbIE
Jena

B ToM 4nciie NpaKTHYECKUX 3aHATHI

[Ipaktuueckoe 3ausarue Ned. OdopmieHue
KaJIpOBOM JIOKYMEHTAIIHH.

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

Tema 7. /loroBopHo-
npaBoBasi
AOKYMEeHTAaIusl

Coaep:xanue yueOHOro MaTepuaJia

[Tonsitue poroBopa. OCHOBHBIE pa3ENbI
JIOTOBOPOB. [Topsimok odopmIIeHUS
TPYJIOBOTO JIOTOBOpa, JOTOBOpa IOCTaBKH,
JIOTOBOPA KYIUIA-TIPOJIAXKH.

B ToM 4nc/ie NPaKTHYECKUX 3aHATHH

[Ipaktuueckoe 3anstue NoS. OdopmieHue
JIOTOBOPOB.

OK 01, OK 02,
OK 03, OK 04,
OK 05, OK 06
K 1.2,T1IK 1.3

Tema 8.
IIperen3nonHo-
HCKOBas
AOKYMEHTaIUs

Coaep:xxanue yueOHOro MaTepuaJia

OcHoBHbIE PEKBU3UTHI u MOPSIIOK
opopmieHuss  mpeTeH3ud, OTBETOB  Ha
MIPETEH3HIO. IOpuanueckas ciyx0a,
BBITIOJIHSIOLIAS IIPETEH3MOHHO-UCKOBYIO
pabory  Ha  mpeampustuu.  JKypHan
perucTpanyy nNpeTeH3uil.

[Topsimok odopmileHHs] UCKOBBIX 3asBICHUMN
U TIpE/ICTaBICHUE UX B ApOUTpPaXHBIH Cy/I.

OK 01, OK 02,

OK 03, OK 04,

OK 05, OK 06,

OK 07, OK 08,
OK 09

K 1.2,T1IK 1.3




B TOM unc/ie NpaKTHYeCKUX 3aHATHI

[Mpaktuueckoe 3amsitre Ne6. OdopmieHue

MIPETEH3MOHHO-UCKOBOM TIOKYMEHTALIHH. 4
Tema 9. Texnonorusi | Coaepxxanue y4eGHOro MaTepuajia OK 01, OK 02,
OpraHu3auuu VYupasnenue u JIEJIONIPOU3BOJICTBO. OK 03, OK 04,
AOKYMeHT0000poTa B | Opranu3aiioHHbIE (hopMbI OK 09
OpraHM3aNusIX JIENIONPOU3BOJICTBA. Cuyx0a 1K 1.2, TIK 1.3
(yupexaeHunsix) JIOKYMEHTAITMOHHOTO oOecrieueHus

yIpaBICHUS, OCHOBHAs 3ajava, (QYHKIIHH, 1

TUIIOBBIE CTPYKTYpBI, TOJKHOCTHOM COCTaB.

Pernamenrtamust paboter  ciyx0s1  JIOV.

[IpumepHoe  mojoxkeHue 0  ciyxOe

JOKYMEHTAIMOHHOTO obecrnieueHus

YOPAaBJICHUS U IOJDKHOCTHBIE MHCTPYKITHH.
Tema 10. Coaeprxanue yueOHOIro MaTepuaJia OK 01, OK 02,
Ocob0ennoctu [lonsiTus  npemsioxkeHus, 3asBICHUS U OK 03, OK 04,
JeJIONPOU3BO/CTBA xanoOwl. Ilpuem wu perucrpamusi mnUcCeM OK 05, OK 06,
1o o0palmeHnsiM rpaxaadH. PaccMoTpeHne U paspelieHue OK 07, OK 08,
rpa:kaaH u IIMCEM, CPOK pAacCMOTPEHMs. AHaIU3 MHUCEM OK 09
KOH(UICHINATBHOIO | FPAXKIaH. IIK 1.2, IIK 1.3
JeJIONPOU3BO/CTBA KondunenmnumansHoe JIETIOTIPOU3BOJICTBO. 1

I'pud orpanuyeHus goctyma K JOKYMEHTY.

ABTOMATH3UPOBAHHBIC CHCTEMBI PabOTHI C

nokymentamu. CpelncTtBa  U3TOTOBJICHHS,

KOITUPOBAHUS U PA3MHOXKCHHS JIOKYMEHTOB.

Opranu3zanus pabouux MecT.

B ToM Yuc/ie MPaKTHYECKUX 3aHITHH

[Ipaktuueckoe 3anstue No7. OdopmieHue 9

oOparieHu# rpaxaaH.
Tema 11. Coaepxanue y4eOHOIro MaTepuaJa OK 01, OK 02,
CucreMaTu3zanus Ilonsarue JIOKyMEHTO000pOTA. OO0mue OK 03, OK 04,
AOKYMEHTOB, TIPUHIIHIIBI OpraHu3alu OK 09
(¢opmMupoBaHUE UX B | TOKYMEHTOOOOpPOTa, €r0 OCHOBHBIC JTaIlbl: MK 1.2, 11K 1.3
AeJia ¥ mepeaaya B MIpHEM U MepBUYHAS 00pabOTKa TOKYMEHTOB;
apXMB OPraHM3allMM | pacrpe/e/iecHue MOCTYIMUBIIUX JOKYMEHTOB;

perucrpanus JIOKYMEHTOB u

MIpeIBAPUTEIIEHOE ux paccMOTpEHHE;

paccMOTpEeHHE JTOKYMEHTOB PYKOBOJCTBOM 1

opranuszanuu (yupexaeHus) 1 HalpaBlIeHUE

WX Ha UCIIOJIHEHUE; UCTIONIHEHNE U KOHTPOIIb

32 HWCIOJHCHWEM JOKYMEHTOB; TEKYIIee

XpaHeHUEe TOKyMEHTOB.

Homenkiatypa nen. O6paboTtka aein st

MOCIIEAYIOIEro XpaHeHus. DKCIepTru3a

IIEHHOCTH JOKYMEHTOB, O()OPMIICHHE JIEIT,

cocraBienue onuceil. Cnaya Jien B apXuB.
CamocrosiTeibHas paéora 4
3auer 2
BCEI'O: 61

3.1. TpeGoBaHusA K MUHMMAJIBLHOMY MAaTePHUAJIbHO-TEXHUYECKOMY 00ecredeHn o

3. YCJIOBUSA PEAJIM3ALIIMU JUCIUATTJIMHBI




Peanuzanms nporpaMmbpl JUCHUILIMHBI IpearioiaracT Haiunuue kKaOuHeTa «JloKyMEHTalMOHHOTO
o0ecrieYeHus yIpaBICHHSD.

3.2. Uu¢opmanmoHHOe o0ecniedyeHne peajin3aluu NporpaMmbl

OcHoBHas JuTepaTypa

1. Kopsnees, U. K. JlokymeHTanmoHHOE 00ecrieYeHHEe yIPaBICHUs ;| YICOHUK U IPAKTHKYM JJIS
cpenHero npodeccruonainpHoro oopazosanus / 1. K. Kopnees, A. B. [Tinenko, B. A. MamryprieB. — 3-¢
u31., nepepad. u qorm. — Mocksa : M3mparensctBo KOpaiit, 2024. — 438 c. — (IIpodeccuonanpHoe
obpazoBanue). — ISBN 978-5-534-16002-4. — TexkcT : anekrponHsiii // O6pazoBaTensHast miardopma
IOpaiir [caiiT]. — URL: https://urait.ru/bcode/539262.

2. Hoponuna, JI. A. JIokyMeHTalMOHHOE 0OecrieueHHEe yIpaBIeHUs ;| YI€OHUK U TPAKTUKYM
U1 cpeHero npodeccuonanbHoro oopasosanus / JI. A. [loponuna, B. C. UputukoBa. — 2-e us .,
nepepad. u gorn. — Mocksa : UznarensctBo FOpaiit, 2024. — 270 ¢. — (Ilpodeccuonansnoe
obpazoBanue). — ISBN 978-5-534-16017-8. — Tekcr : anexktponHslii / O0pa3oBarenbHas miathopma
FOpaiir [caiit]. — URL: https://urait.ru/bcode/539338 .

3. Aobymnanze, /1. I'. JlokyMeHTaIllMOHHOE 0OeCIieYeHUE YIIPABJICHUS TIEPCOHAIOM : YUCOHHK U
npakTukym s By3os / . I'. AGynanze, U. b. Beinpsokkuna, B. M. MacnoBa. — 3-e u3sf., nepepal. u
nom. — Mocksa : U3narensctBo FOpaiit, 2024. — 374 ¢. — (Bsicuiee o6pazoBanue). — ISBN 978-5-534-
16669-9. — Tekcr : anexTpoHHsbIi // OOpa3oBarensHas iatdgopma KOpait [caiiT]. — URL:
https://urait.ru/bcode/536724.

4. Aobymnanze, /1. I'. JlokyMeHTaIllMOHHOE 0OeCIIeUeHUE YIIPABJICHUS TIEPCOHAIIOM : YUCOHHK U
npakTukym s By3os / 1. I'. AGynanze, U. b. Beimpsokkuna, B. M. Macnosa. — 3-e u3sf., nepepal. u
nor. — Mocksa : I3mparensctBo FOpaiit, 2024. — 374 ¢. — (Bwicmiee oopazoBanue). — ISBN 978-5-534-
16669-9. — Texkcr : anexTpoHHEI // O6pa3oBarensHas iardgopma KOpaiit [caiiT]. — URL:
https://urait.ru/bcode/536724.

S. Kysneuos, 1. H. JlokymeHTannonHoe o0ecrieueHre ynpapaeHHs IEPCOHATIOM : YUeOHUK U
MPaKTUKYM JUTsI cpeHero npodeccruoHansHoro oopazosanus / M. H. Ky3nenos. — 3-e u3z., mepepad. u
nor. — Mocksa : 3mparensctBo FOpaiit, 2024. — 397 ¢. — (IIpodeccronanpHoe oOpa3zoBaHue). —

ISBN 978-5-534-09155-7. — TekcT : anekTpoHHbIi // O0pa3oBarenpHas miaTdopma FOpaiir [caiit]. —
URL.: https://urait.ru/bcode/538304

Jlono/IHMTeIbHAS JIUTepaTypa

1. Kysneuos, 1. H. JlokymeHTannonHoe o0ecrieueHrne ynpapaeHHs IEPCOHATIOM : YUeOHUK U
npakTukyMm 1t By3os / U. H. Ky3nenoB. — 3-e u3g., mepepad. u gon. — Mocksa : U3narensctBo FOpaiiT,
2024. — 397 c. — (Bricmiee oopazoBanue). — ISBN 978-5-534-16692-7. — TekcT : 21eKTpOHHBIH //
Oo6pasoBarenpHas mardopma KOpaiir [caiit]. — URL: https://urait.ru/bcode/536192

2. Hlysanosa, H. H. JlokymMeHTaniioHHOE 0OecrieyeHre YIpaBaeH!s | yUeOHUK U MPaKTHKYM
11 cpeiHero npodeccuonanbHoro oopasosanus / H. H. lllyBanoBa. — 3-e uzn., nepepad. u gom. —
Mocksa : U3narensctBo IOpaiit, 2024. — 247 c. — (IIpodeccuonansnoe odpasosanue). — ISBN 978-5-
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUS

TACIATLITAHBI

Pe3yabTarsl 00yyeHus

Kpurepum oueHku

MeTtoabl OLICHKH

Hepequb 3HaHPII>i, OCBanMBACMBIX B paMKaX TUCHUIIJIMHBL

TepMmuHosiorust B obaactu
JTOKYMEHTAHOHHOTO
o0ecrieyeHus yrpaBIieHHUS;
HopmaTtuBHBIE TOKYMEHTHI,
periIaMeHTHPYOIINE
COCTaBJICHUE u
odopmiteHne
JTOKyMEHTALUH W TOPSIOK
ee 00paboTKH;

[lpaBuna cocraBieHHs U
odopmiteHUS
OpraHHU3aOHHO-
pacropsIuTeIbHBIX
JOKYMEHTOB, BXOJSIIUX B
YHUDUIUPOBAHHYIO
CHCTEMY OpIaHU3aLMOHHO-
pacropsInuTeIbHBIX
JOKYMEHTOB,
YHUGUIUPOBAHHYIO
cucTeMY NepBUYHOMN
YYETHOH JTOKyMEHTAlluu B
YacTH JOKyMEHTaluu IO

YUCTy TpyAaa,

[Topsnox IIPOBEEHUS
AKCIIEPTU3BI LIEHHOCTHU
JOKYMEHTOB U IOATOTOBKH
hi(Sh) K apXUBHOMY
XpaHEHHUIO.

TexHosorus opranusanuu
JOKYMEHTO00O0poTa B
OpraHM3aLMsIX
(YupexaeHusx).

- odopMieHHuE JTOKYMEHTOB U pelIeHUE
NPAaKTUYECKUX CHUTYallMd C HOPMAaTHBHBIM
MIPABOBBIM 0O0OCHOBaHUEM;

- HCIOJb30BAHUE PA3JIUYHBIX HCTOYHUKOB,
BKJIIOYasi DJIEKTPOHHBIE PECYPCHI, Meaua
pecypchl, WuTepHeT-pecypchl,
MEPHOANYCCKHUE U3/IaHUS TT0 CIICIIHATEHOCTH
JUTS pelICHUs TPOPECCUOHATIBHBIX 33124

- JIEMOHCTpamusi OTBETCTBEHHOCTH 32
NPUHATBIE  pelIeHUs, OOOCHOBAaHHOCTb
camMoaHaliM3a M KOPPEKIHs pPe3yiIbTaToB
CcOOCTBEHHOM pabOTHI;

- HCIOJIb30BAHHWE 3aKOHOJATEIBHBIX U
HOPMAaTHUBHO-TIPABOBBIX aKTOB npu
TUTAHUPOBAHUH PEITPUHUMATETHCKOM
NESITENIbHOCTH B MPO(ECCUOHANBHOM cdepe;
- JIEMOHCTpalusi 3HaHWUM B  0OJacCTH
(buHAHCOBOW TPAMOTHOCTH;

- KOHCTPYKTUBHOCTH B3aWMOJCUCTBHS C

00yJaronMMuUcs, MPernoaBaTeIsIiMU B X0/

00y4eHUsl, PYKOBOJMUTEISIMU Y4YeOHOU |

HpOI/ISBOILCTBeHHOﬁ IMPAKTHK.

-coOmroieHne npogeccuoHaIbHON
ITHKH;

- MOCTPOEHHE npogeccuoHaIbHOro
oOrmIeHus c yYeTOM COIIMATBHO-
npoecCHoHaNBbHOTO  CTaTyca, CHUTYaluu
oOIIeHusi, O0COOEHHOCTEH  TPYNIBl |
WH/INBUTY TbHBIX ocoOeHHOCTeH
YYaCTHUKOB KOMMYHHKAIIUH;

- TPaMOTHOCTb YCTHOU M MMCbMEHHOW peyH;
- opopmIIeHHE TOKYMEHTOB B COOTBETCTBHHU
¢ I'OCTowm;

- SICHOCTb (OPMYJMPOBAHUA M HU3JIOKECHHUS
MBICJICH;

- TPOSIBJICHHE TOJEPAHTHOCTH B IpOLECcCe
0OIICHUS,

- COOJI0JIeHHe HOPM IOBEJEHHsSI BO BpeMs
y4eOHBIX 3aHATHIA,

HOpM

- OKCHEpPTHOE HaOIIofcHUE
BBIMIOJTHEHHUSI ~ MPAKTUUYECKUX
3aJIaHNi,

- OLICHKA II0 UTOraM YCTHOT'O
OIpoca CTYJICHTOB,

- Ha0moJeHWe 10 HTOoram
TECTUPOBAHUS,

- OUeHKa B  Ipolecce
IIPOBEICHUS ITPOMEKYTOYHOU
aTTeCTalUu.




- coOroienne CTaHJapTOB
AHTUKOPPYILIMOHHOTO IIOBEICHU;

- coOmoJaeT  HOPMBI  JKOJIOTHYECKOH
0e301acHOCTH;

- omnpeenser HaIpaBJICHUS
pecypcocOepexeHus B pamKax
npo(eCCHOHAIBHOM ~ JICATEIIBHOCTH  TI0
CIICLIUAJILHOCTH;

- 3((}eKTUBHOCTh HUCIOIB30BAHUSI CPEICTB
(bU3NUeCKOil KyJIbTYphl IS COXPAHCHUS U
VKpEIUICHHUsT ~ 3JI0pOBbsi B TIpoliecce
podecCHOHATBLHOM JESTEIIbHOCTH u
NOJUICp)KaHUusl ~ HEOOXOIUMOTO  YPOBHS
(bU3HYECKOI MOATOTOBIEHHOCTH;

- o(ddexTuBHOCT  HCMOIB30BaHHS B
podecCHOHATBLHOM JIESITEIIBHOCTH
HEOOXOIMMOM JTOKYMEHTAIIUU, B TOM YHCJIC
HA MTHOCTPAHHOM SI3bIKE

HepequL yMeHHﬁ, OCBAMBACMBIX B paMKaX AUCHUIIIIMHBI

[IpumeHsTh Ha MpaKTUKE

roCcyJlapCTBEHHBIE
CTaHAapThI, apyrue
HOPMAaTHBHO-
METOANYECKUE JOKYMEHTBHI,
perilaMeHTHpYIOIe
OpraHu3aLHI0
JOKYMEHTAallHOHHOTO

obecrieyeHus yrpaBieHUs;
CocTaBnsiTh W NPaBUIBHO
oopMIIATH OCHOBHbIE
BUIBl  OpraHU3aIMOHHO-
pacnopsITUTETbHBIX
JTOKYMEHTOB;

Odopmisath
MH(OPMALIOHHO-
CIIPaBOYHYIO
JTOKYMEHTAITHIO;
Odopmisath
JTOKYMEHTAITHIO;
Odopmisath
MPETEH3NOHHO-UCKOBYIO
JOKYMEHTAIHIO.

KaJpOBYIO

- odopmieHHEe JOKYMEHTOB M peLICHHE
NPAaKTUYECKUX CHUTyallMd C HOPMATHBHBIM
IIPaBOBBIM OOOCHOBAHUEM;

- WCIOJB30BAaHUE PA3IUYHBIX HCTOYHHUKOB,
BKJIIOYAs DJIEKTPOHHBIE pPECypChl, Meaua
pecypcel, WNHTepHeT-pecypcsl,
NEepUOJIMYECKUE U3aHUS IO CIEIMATBbHOCTH
JUTS peteHns TpopeCCHOHATBHBIX 3a1a4

- JIeMOHCTpalMsi  OTBETCTBEHHOCTH  3a
NPUHATBIE  pelIeHHs, O00OCHOBaHHOCTH
camMoaHaliM3a M KOPPEKIHs pe3yibTaToB
coOCTBEHHO paboTHI;

- HUCHOJb30BAHUE 3aKOHOMATENBHBIX U
HOPMAaTHBHO-TTPABOBBIX aKTOB npu
IUTaHUPOBAHUU peANPUHUMATENBCKOM
JeSITENIBHOCTH B MPO(ECCUOHANBHOM cdepe;
- JIeMOHCTpanusi 3HaHMM B  obnactu
(¢uHaHCOBO I'PaMOTHOCTH;

- KOHCTPYKTHUBHOCTb B3aUMOJECHCTBUS C

06y‘{aIOIJ_II/IMI/IC}I, npenoaaBaTresisiMu B XOI€

00y4eHUsl, PYKOBOJMUTEISIMU Y4YeOHOU U

HpOI/ISBO)ICTBeHHOfl ITPAKTHK.

-coOIroieHne
ITHUKH;

- MOCTPOEHHE npo¢ecCHOHATHHOTO
oO0rieHus C y4eToM COLIMANIbHO-
npoeccCuoHaNbHOTO  CTaTyca, CHUTYaluu
oOmIeHusi, O0COOEHHOCTEH  TPYNIBl |
WH/INBUTY TbHBIX 0COOEHHOCTEM
YYaCTHUKOB KOMMYHHKAIIUH;

- TPaMOTHOCTb YCTHOW M MMCbMEHHOW peyH;
- opopmIIeHHE TOKYyMEHTOB B COOTBETCTBHHU
¢ I'OCTowm;

- SICHOCTb (OPMYJHPOBAHUA M H3JIOKCHHUS
MBICJICH;

HOpPM  TIpo(hecCHOHATIEHOM

- OKCIEpPTHOE HaOIIofcHUE
BBIMIOJTHEHHUSI ~ MPAKTUYECKUX
3aJIaHNi,

- OLICHKA II0 UTOraM YCTHOT'O
OIpoca CTYJICHTOB,

- Ha0JIIOJeHHe [0 HTOoram
TECTUPOBAHUS,

- OUeHKa B  Ipolecce
IIPOBEICHUS ITPOMEKYTOYHOU
aTTeCTalUu.




- TMPOSIBIICHHE TOJEPAHTHOCTH B IPOIECCE
001ICHUS;

- COOJII0JICHHE HOPM IOBEICHHSI BO BpEeMs
y4eOHBIX 3aHATHIA;

- coOuroIcHHe CTaHJapTOB
AHTUKOPPYMIIMOHHOTO MTOBE/ICHNUS,

- CcOONIOIae€T  HOPMBI  DKOJOTHYECKOU
0e301acHOCTH;

- orpenenser HaTpaBJICHUS
pecypcocOepexeHus B pamKax
npopEeCCUOHATBHON  NIESTEIBHOCTH 10
CIEIUAILHOCTH;

- 3((}eKTUBHOCTh HUCIOIB30BaHUSI CPEICTB
(GU3HYECKON KYIBTYPBI AJII COXPAHEHUS U
VKpEIUICHHUsT ~ 3JI0pOBbsi B TIpoliecce
podecCHOHATBLHOM JEeSTEIIbHOCTH u
NoJyIep)KaHusl ~ HEOOXOIUMOTO  YPOBHS
(U3HYECKOI MOATOTOBICHHOCTH;

- 3(hdexTuBHOCT  HCMOIL30BAaHHSA B
poQeCCHOHAIBHON JIeATETLHOCTH
HEOOXOIMMOM JTOKYMEHTAIIUU, B TOM YHCJIC
HA MTHOCTPAHHOM SI3bIKE




