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1. MACHOPT MMPOT'PAMMBI YUYEBHOM JUCIIUTLIVHBI
OI1.06 JOKYMEHTAIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA

1.1. O6saacTh NpUMeHeHHsI NPOTrPAMMBI

IMporpamma  yueOHOW  mucummuimabl  OIL06  JlokymeHTanmoHHOEe — oOecrieueHue
yIpaBJIEHUS SBISETCA YacTbI0 OCHOBHOM IpOo(eCCHOHAIbHONW 00pa3oBaTelbHON IMpOrpaMMel B
cootBercTBUH ¢ PI'OC no cneunansuoctu CI1O 40.02.04 «}Opucnpynenus», KkBanuduxanus
«Opuct».

1.2. Mecto AUCHUMIUIMHBI B  CTPYKType OCHOBHOH mpogeccCHOHATbHOM
o0pa3oBaTeJIbHOM MPOrPaMMbI

VYuebnas pucnumianHa J{OKyMEHTaMOHHOE OOecleueHue YIpaBICHHsS — SBISETCS
00s13aTeNIbHOM  4acThio OOIIENPO(ECCHOHAIBHOIO IMKJIA 00pa30BaTeNbHOM NIporpaMMel B
cootBercTBUU ¢ PI'OC CIIO no cnenuansaoct 40.02.04 FOpucnpyaeHuus.

1.3. eau u 3aga4d JMCHUILIMHBI — Tpe0OBaHMs K Ppe3yJbTaTaM OCBOCHMA
AUCHHUILIMHBI:

Ocoboe 3HaueHHWE MAUCUUIUIMHA WMeeT Nph (OPMHUPOBAHMM M PA3BUTHU OOIIUX
xomnerenumii OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 07, OK 08, OK 09, IIK 1.2, IIK
1.3.

OK 1. BreiOupath crnocoObl pemieHus 3afad  Npo(ecCHOHANBbHON JesTeIbHOCTH
IPUMEHUTEIBHO K Pa3IMUHbIM KOHTEKCTaM;

OK 2. Hcrnonb3oBaTb COBpEMEHHBIE CPEACTBA IIOHUCKA, AaHAIW3a M HMHTEPIpPETALUU
uH(popMaluuu ¥ MH(MOPMALMOHHBIE TEXHOJIOTMU IS BBINOJIHEHHS 3a1ad NpoQeccHOHAIbHON
JESATEIILHOCTH;

OK 3. IlmannpoBath U peann30BbIBaTh COOCTBEHHOE MPO(ECCHOHATFHOE U JIMYHOCTHOE
pasBUTHE, NPEANPUHUMATENIBCKYIO JEATEIbHOCTh B NPOQecCHOHaIbHOM cdepe, NCIoIb30BaTh
3HaAHMS 110 PABOBOM U (PHAHCOBOW I'PaMOTHOCTH B PA3JIMYHbIX KU3HEHHBIX CUTYaIUX;

OK 4. D¢ dexTuBHO B3auMOJeHCTBOBAaTh U pabOTaTh B KOJIJIEKTUBE U KOMaH/IE;

OK 5. OcymiecTBisTh YCTHYIO M NHCbMEHHYI0 KOMMYHHMKAIMIO HAa TOCYJapCTBEHHOM
s3pike  Poccuiickoit ®exepanuu ¢ y4eToM OCOOEHHOCTEH COIMAIBHOTO M KYJIBTYPHOTO
KOHTEKCTa;

OK 6. IlposBiasaTh TIpaKOaHCKO-NIATPUOTUYECKYIO MO3ULUIO, JIEMOHCTPUPOBATH
OCO3HAHHOE TIOBEJIEHUE HAa OCHOBE TPAJUIIMOHHBIX O0IIEYEeIOBEYECKUX 1IEHHOCTEN, B TOM YHCIIe
C Y4eTOM TapMOHHU3ALMA MEKHALMOHAIBHBIX M MEXPEIUTHO3HBIX OTHOLIECHUMN, NPHUMEHATH
CTaH/IapThl aHTUKOPPYIMIIMOHHOTO TIOBE/ICHUS;

OK 7. CopneiicTBOBaTh COXPAaHEHHIO OKpYXarollleld Cpelbl, pecypcocOepexeHuto,
OPUMEHSTh. 3HaHUSA OO0 M3MEHEHHM KJIMMaTa, MPUHLIMIBI OepekIMBOro IMPOU3BOJICTBA,
3P PEKTUBHO AEHCTBOBATH B. YPE3BBIYANHBIX CUTYAIUX;

OK 8. Hcnonb3oBaTh cpeacTBa PU3NYECKOW KYIbTYpBI IJISl COXPAHEHHS M YKPEIJICHUS
3/I0pOBbsl B. Tpolecce NpopecCHOHATbHON AEATENIbHOCTH U MOJACpP)KaHUS HEoO0XOIUMOro
ypOBHS (PU3HUECKOH. TOATOTOBIEHHOCTH;

OK 9. Tlonb3oBarbesi MpoeCCHOHATBHOM JOKYMEHTAllel Ha TroCyJapCTBEHHOM H
MHOCTPAHHOM

A3BIKaX.

I[IK 1.2. IlpumeHsTh HOPMBI TMpaBa Ui peHIeHHus 3a7ad B MpodhecCHOHATBHOM
JeATEIbHOCTH.

[IK 1.3. BnageTs HaBbIKaMU MOATOTOBKH HOPUAMYECKHX TOKYMEHTOB, B TOM YHCIIE C
UCIIOJIb30BaHUEM NH(OPMAIIMOHHBIX TEXHOJIOTHH.

B pamkax mporpammbl y4eOHON IUCIHMILIMHBI OOYYalOIIMMMCS OCBAaUBAIOTCS YMEHUS
Y 3HaHUs



Kon Ymenust 3HaHus
ITIK, OK
OK 01, [Ipumenars Ha npaktuke | TepMuHoNIOrHIO B obnactu
OK 02, roCyJapCTBEHHBIC CTaHJAPTHI, | JOKYMEHTALMOHHOTO obecrieyeHus
OK 03, JIpyTie€ HOPMATUBHO-METOJUYECKHUE | YIIPABIICHUS;
OK 04, JIOKYMEHTBI,  pernameHtupyomue | Hopmatusabie JOKYMEHTHI,
OK 05, OpraHM3alMI0 JTOKYMEHTAlMOHHOTO | PETJIaMEHTHPYIOIIME  COCTaBJICHUE U
OK 06, oOecrnieueHus ynpaBIcHUS; oopmiieHHE TOKYMEHTALUU U TMOPSIAO0K
OK 07, CocraBisiTh u MPaBUJIBHO | €€ 00paboTKH;
OK 08, opopMIATH OCHOBHBIE Buzbl | [IpaBuna cocraBnenus u oQopmieHHS
OK 09, OpraHu3aIlMOHHO- OpPraHU3alMOHHO-PACTOPSAUTETBHBIX
IIK 1.2, pacnopsiAUTEIbHBIX IOKYMEHTOB; JIOKYMEHTOB, BXOJIALINX B
IIK 1.3. OdopmsaTs nH()OPMAITMOHHO- | YHU(DHITUPOBAHHYIO CUCTEMY
CIIPABOYHYIO JOKYMEHTALUIO; OpraHU3alMOHHO-PACIOPSAAUTEIbHBIX
OdopmnsaTe KaJIpOBYIO | TOKYMEHTOB, YHUGPUIIUPOBAHHYIO
JOKYMEHTAIUIO; CUCTEMY IIEpBUYHON Y4ETHOU
OdopmnsTs MPETeH3UOHHO- | JOKYMEHTAIlU! B YacTH JOKYMEHTAI[uu
HCKOBYIO IOKYMEHTALIHIO. 10 YYETy TPY[a;
[lopsmox  mpoBeneHUsT  SKCIEPTU3BI

OCHHOCTH OOKYMCHTOB W IIOAI'OTOBKHU
ACJI K apXUBHOMY XPaHCHUIO.

TexHomoruro OpraHu3auu
JIOKYMEHTOO0OpOTa B OpraHM3alusix
(YupexneHusx).

2. CTPYKTYPA U COJAEP)KAHUE YYEBHOM JUCHUILINHBI
2.1. O6beM yueOHOI JMCHMILJIMHBI M BHAbI Y4e0HOI padoThl

Bup yuyeoHoii padoTbl O0BbeM yacoB

MaxkcumanbHas yyeOHass HArpy3Ka (Bcero) 36
O0s3aTeqbHAst Ay IUTOPHAA Y4eOHAsi Harpy3Ka (Bcero) 36
B TOM YHUCIIE:

JeKIHH (YPOKH) 18

MPaKTUYECKHUE 3aHATUSA 18

nabopaTopHbIie paboThI -

KOHTPOJIbHBIE pabOThI -

KypcoBasi paboTa (TpoeKT) -
CamocrosiTesibHas padoTa o0yuarouierocs (Bcero) -
KoncyabTanumu -
IIpomeskyTOoUHAs aTTecTALMS -
Hrorosas arrecrauus B popme Jdud. 3auer




2.2. TemaTn4yecKuil IJIaH U coJiep:KaHue Y4eOHOM M CUMIIHHBI

O0beM, akaj.

y/ .
B TOM YHCIe B Koapl komneTeHIuid,
HaumeHoBaHue Conep:xaHue yuedOHOro MaTepuasa u (popMbl OpraHuzanumu (¢popMupoBaHuUIO
pa3/ieJioB M TeM AeATeTbHOCTH 00yYarouXCs (bopme .. | KOTOPBIX CNIOCOOCTBYET
NPaKTHYeCKOI
3J1eMEHT MPOrpaMMbl
NOAr0TOBKH,
akaa. 4
1 2 3 4
Paznea 1. OCHOBBI JOKYMEHTHUPOBAHUS YIIPABJEHYECKOM JEATEJBHOCTH 5/2
Tema 1.1 IlonsaTne o | Cogep:kanue yueOHOro MaTepHuaJia 1 OK 01, OK 02, OK 05,
AOKYMEHTAllHOHHOM | OCHOBHbBIE CBOWCTBAa JOKYMEHTOB U UX (PYHKIIMU B CUCTEME YIpPaBICHUS. OK 09
ob0ecnmeyeHN N [Tonsitue nmoxkymenta. MWudopmamuss wu  gokyment. Kiaccuduxanus IIK 1.2, 11K 1.3
ynpasJieHus, JOKYMEHTOB: IO BHIY O(OpPMIIEHHUS; IO COJAEp)KaHUIO; 10 ¢opme; 10
AOKYMEHTe 1 NPOMCXOXKACHUIO; IO CpeAcTBaM (UKCAIMM; 10 CPOKaM XpaHEHHUSI. 1
crocodax MarepuanbHble HOCUTENIN HHPOPMALIUH.
AoKyMeHTHpoBaHHMsA | [lonsTne nokymeHTHpoBaHus. OCHOBHBIE CITIOCOOBI JOKYMEHTHPOBAHHUSI.
OCHOBHBIE COBpPEMEHHBIE TEXHOJOIMH, NMPHUMEHSEMblEe INPH OpPraHU3aALUU
paboThl ¢ JOKYMEHTaMH B OpraHu3alusx (YUpexKJIeHUsX ).
Tema 1.2 Copepxanue yueOHOIro MaTepuasa 1
HopmarusHo- HopmatuBHO-paBoBbIE  aKThl,  pEryjJupylollue  JIOKYMEHTAlMOHHOE OK 01, OK 02, OK 05,
npasoBasi 6aza oOecrieyeHue ynpaBieHus. YHU(UKALKA U CTaHIAPTU3AMs KaK OCHOBHBIE OK 09
JAOKYMEHTAIMOHHOI'0 | HAMpaBJICHUS COBEPIICHCTBOBAHMS JOKYMEHTOB H JIOKyMEHTAIIMOHHOTO K 1.3
ob0ecneveHust o0ecrieyeHus ynpaBJieHUs.
ynpasJieHUsI [lepevyeHb OCHOBHBIX TOCYAApCTBEHHBIX CTaHAAPTOB Ha YHHU(DHUIIMPOBAHHEIE 1
CHUCTeMBl  JOKyMeHTanuu. OCHOBHbBIE TMOJIOXKEHHUS TOCYJapCTBEHHOMN
CHCTEMBI  JIOKyMEHTAIMOHHOTO  oOecrmeuenus ynpasieHus. CocTaB
YHU(DUIUPOBAHHBIX cHCTEM JIOKYMEHTALUU: OpraHu3aIOHHO-
pacropsANTeNbHAsL, OTYETHO-CTATUCTHYECKAs, GUHAHCOBAsS | JIp.
Tema 1.3 Cnocodbt 1 | Copep:xanne y4eO0HOro MaTepuaJia 3/2 OK 01, OK 02, OK 03,
NpaBHJIA CO3AAHUA Xapakrtepuctuka, coctaB u  coxepkanne ['OCTa Ha  cucremy OK 04, OK 05, OK 06,
JOKYMEHTOB OpTraHU3aIMOHHO-PACTIOPSIUTEILHON JOKYMEHTAIUU. Y HUDUIIUPOBAaHHAS 1 OK 07, OK 08, OK 09

CHCTEMa OPTraHU3aIMOHHO-PACTIOPSIIUTEIILHON TOKyMeHTauu. TpeboBanms
K odopmienuto nokymeHTOB. Dopmymsip-obpazen OPJI.  IlpaBuna

MK 1.2, TIK 1.3

6




odopMIIeHUS PEKBU3HUTOB, periiaMeHTupoBaHHbIX [[OCTom.

B TOM 4Hc/ie IPAKTHYeCKUX 3aHATHH 2

ITpaktrueckoe 3ansatue Nel. OdopmiieHre peKBU3UTOB HAa IOKYMEHTaX. 2
Paznen 2. OPTAHU3AIIUA CUCTEMbBI JOKYMEHTAIIMOHHOI'O OBECIIEYEHUSA 26/14
Tema 2.1 Conep:xkaHue yueOHOro MaTepHaJia 4/2 OK 01, OK 02, OK 03,
Odopmienue XapakTepucTUKa W COCTaB CHPAaBOYHO-WH(OPMAIIMOHHBIX JTOKYMEHTOB OK 04, OK 05, OK 06
HH(OPMAIHOHHO- (cmy>keOHBIX TTUCEM, CIIPABOK, 3asBJICHU, aKTOB, MPOTOKOJIOB, JTOKJIATHBIX U 2 IIK1.2,1IK 1.3
CIIPABOYHOM OOBSICHUTENIBHBIX  3amUCOK), TpeboBaHus K uxX  odopmIileHHIO.
AOKYMEHTAIuU JlokyMeHTHupOBaHUeE AESITENIbHOCTH KOJUIETHAbHBIX OPTaHOB.

B TOM 4Hc/ie IPAKTHYECKUX 3aHATHH 2

[TpakTuueckoe 3ausatue No2. Odopmiienrne HHGOPMAITMOHHO-CIIPABOYHON 9

JIOKYMEHTal1H.
Tema 2.2 Conep:xkaHue yuedOHOr0 MaTepHasa 6/2 OK 01, OK 02, OK 03,
Od¢opmiienue OCHOBHBIE TpPyNIbl OPraHU3ALMOHHO-PACHIOPSAIUTENBHBIX JOKYMEHTOB. OK 04, OK 05, OK 06,
OpPraHu3anfoOHHO- XapakTepucTUKa W COCTaB OpPraHM3alMOHHBIX JOKYMEHTOB (ycTaBa, OK 07, OK 08, OK 09
pacnopsiauTeIbLHOM MOJIOKEHHUS, WHCTPYKIUH, JOJDKHOCTHOM HHCTPYKIMH), TpeOOBaHHS K IIK 1.2, 11K 1.3
AOKYMEHTalluH oopmiIeHHI0. XapaKTepUCTHKA U COCTaB PacCHOPSAUTEIbHBIX JOKYMEHTOB

(mocTaHOBNEHUS, TpUKa3a, pEHICHHs, PACHOPSHKEHHs,  YKa3aHud), 4

TpeOOBaHUs K UX OPOPMIICHUIO.

[TonsiTHe NOMIMHHUKA, KOMWUHU, BBIMUCKU, IyOnukaTta. Buabl komui

JIOKYMEHTOB, OCOO€HHOCTH 3aBEPEHUS] KONMHUW U BBITUCOK HOTapUaJbHBIMU

KOHTOpPaMH ¥ JOJKHOCTHBIMU JIMIIAMU OpTaHU3aInil.

B TOM 4Hc/ie IPAKTHYECKUX 3aHATHH 2

[Tpaktnyeckoe 3ansatue Ne3. OdopmiieHre opraHu3aluOHHO- 9

pacnopsiANTEIbHON JOKYMEHTAIHH.
Tema 2.3 | Coaepxxkanue yueOHOro MaTepuajia 6/4 OK 01, OK 02, OK 03,
Od¢opmiienue 3asBNeHHS M MPHUKA3bI 110 JTMYHOMY cocTaBy. Jlndnas kaprouka ¢opmer T-2 9 OK 04, OK 05, OK 06,09
KaJApoBoil U JUYHBIE Jaeja IIK 1.3
AOKYMEHTAalUHU B ToM unc/ie NPpaKTHYECKHUX 3aHATHH 4

[TpakTueckoe 3anstue Ne4. OdopmiieHne KaJpoBoil TOKyMEHTallUH. 4
Tema 2.4 loroBopHo- | Conep:kanne y4eO0HOro MaTrepuaJia 4/2 OK 01, OK 02, OK 03,
npaBoBast [Tonsitue noroBopa. OcHOBHBIE pa3zensl 10oroBopoB. [lopsnok odopmienus 9 OK 04, OK 05, OK 06

AOKYMCHTAIlUSA

TPYAOBOI'0 JOroBopa, 10roBopa nmoCTaBK1u, 1OroBOpa KYIIU-IIPOJaKH.

K 1.2,1IK' 1.3
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B ToM unciie npakTHYecKuX 3aHATHI

[TpakTraeckoe 3anstue NoS. OdopmiieHrne J0roBOpoB. 2
Tema 2.5 | Conep:xkanue y4eOHOr0 MaTepuajia 6/4 OK 01, OK 02, OK 03,
IIperen3uonno- OCHOBHBIE PEKBU3UTHI U TMOPAIOK O(OPMIICHUS NPETEH3Uil, OTBETOB Ha OK 04, OK 05, OK 06,
HCKOBas npeteH3uo.  IOpuandeckas ciyx0a, BBITONHAIONMAS PETEH3UOHHO- OK 07, OK 08, OK 09
AOKYMEHTaIusl MCKOBYIO pa00Ty Ha npeanpuiatuu. KypHai perucTpauy npeTeH3ui. 2 I[IK1.2,1IK' 1.3

[Topsimok oQopMiIeHHS HCKOBBIX 3asBICHUIl M IpeJICTaBICHHE HX B

ApOUTpaKHBIH CYA.

B TOM uHcJIe IPAKTHYECKUX 3aHATHH 4

[Ipaktnyeckoe 3ansitue Ne6. OdopmieHne MPETEH3MOHHO-UCKOBOU 4

JIOKYMEHTAIUH.
Paznen 3 OPTAHU3AIIUA PABOTHI C JOKYMEHTAMMU B OPI'AHU3ALUAX 5/2
(YYPEXKAEHUSAX)
Tema 3.1 Coaep:xxanue yueOHOro MaTepHaJia 1 OK 01, OK 02, OK 03,
Texnonorus VYiopaBnenne U Jenonpou3BoAcTBO.  OpraHu3aloOHHbIE  (OPMBI OK 04, OK 09
OpraHu3aANuu JIEJIONPOU3BOICTBA. Cnyxba JIOKYMEHTALlMOHHOT'O o0ecrieyeHus IIK 1.2, 11K 1.3
JAOKYMEHT0000pOTa B | YIIpaBICHHUs, OCHOBHAas 3a7ada, (YHKIWH, THIIOBBIE CTPYKTYDHI, 1
OpraHM3anuAx JOJKHOCTHOM cocTtaB. PernamenTarus pabotsl ciayx6s JJOY. IlpumepHoe
(YupeskieHusix) MOJIO)KEHHE O CIyK0€ JOKYMEHTAIlMOHHOTO OOeCHedeHHs YIpaBJIEHUS U

JIOJDKHOCTHBIE MHCTPYKLIMH.
Tema 3.2 Conepxxanue yuyeOHOro MaTepuasa 3/2 OK 01, OK 02, OK 03,
OcobennocTn [TonsTusl TpemsoKeHUs, 3asBiIeHUs W kKanoObl. [lpueM u peructpanus OK 04, OK 05, OK 06,
AeJIONPOU3BOJACTBA IUCceM IpaxaaH. PaccMoTpeHHe U pa3pelieHue MuceM, CpoK pacCMOTPEHUS. OK 07, OK 08, OK 09
10 00paLeHusIM Ananm3 nuceM rpaxkJaaH. K 1.2,1IK 1.3
rpaxaaH u Kondunennuansnoe naenonpou3BoAcTBO. I'pud orpaHuyeHus noctyna K 1
KOH(HICHIHAIBHOIO | TOKYMEHTY. ABTOMAaTH3UPOBaHHbIE CHCTEMBI pPa0OTBl C JOKYMEHTaMH.
AeJIONPOU3BOJACTBA CpencTBa HW3TOTOBJICHUS, KOMUPOBAaHHWS W Pa3MHOKEHHS JTOKYMEHTOB.

Opranuzanus paboynx MecT.

B ToM unc/ie NpaKTHYECKHUX 3aHATHH 2

ITpaktuyeckoe 3anstue Ne7. OdopmiieHne oOpamieH’i rpax/iaH. 2
Tema 3.3 Copepxanue y4eOHOIro MaTepuaJa 1 OK 01, OK 02, OK 03,
CucremaTusaunus [TonsiTue  nokymeHtoobopora.  OOmMe  NPUHOMIBI  OpPraHU3alUd 1 OK 04, OK 09
JOKYMEHTOB, IIK 1.2, 11K 1.3




¢dopmupoBanme ux B
JeJjia U mepeaayva B
apXuB OPraHu3aNuu

JIOKYMEHTOO0OPOTa, €r0 OCHOBHBIE ATAlbl: MPUEM M NEpBUYHAS 00paboTKa
JIOKYMEHTOB; PpacCIpeeeHUEe MOCTYNMUBIIMX JOKYMEHTOB; PEruCTpalus
JOKYMEHTOB M TIPEABAPUTEILHOE HMX PAacCCMOTPEHHE; PaCCMOTPEHHE
JIOKYMEHTOB PYKOBOJACTBOM OpraHU3aluu (YUpexAeHUs1) U HAIIPaBICHUE UX
Ha WCIOJHEHUE, UCIIOJIHCHHE W KOHTPOJb 32 HCIOJTHEHHUEM JIOKYMEHTOB;
TEKyIllee XpaHEHHUE IOKYMEHTOB.

Homenknarypa nen. O6paboTka Aein Juisl MOCIeAYIOIIero XpaHeHus.
DKcnepTusa EeHHOCTH JIOKYMEHTOB, 0pOpMIICHHUE JIeTI, COCTABJICHUE
onuceil. Cnaya aesn B apXUB.

IIpomesxyTouHas arrectauus

Bcero:

36




3. YCJIOBUS PEAJIM3ALIMU YYEFHOU JUCHUTJIAHBI

3.1. lna peanu3anuM NpPoOrpaMmbl NPO(ecCHOHAJBLHOIO0 MOAYJSI JOJLKHBI ObITh

NpeaAyCMOTPEHBI CIICHUAJIBHDBIC IIOMECIIICHUA

Kabuner 24 mpodeccnoHANbHBIX AUCUUTLINH (IJI POBEICHUS 3aHATUHN JICKIIHOHHOTO TUTIA U
3aHATUNA CEMUHApPCKOT0O THIA, KypCOBOTO MPOEKTUPOBAHUS (BBIOJIHEHUS KYpPCOBBIX padoT)
TPYIIIOBBIX U UHJIMBUAYATbHBIX KOHCYJIBTALMHI, TEKYIETO0 KOHTPOJISI U IPOMEKYTOUHOU

aTTecTanyu) o0opya0BaH.

Crennanu3upoBaHnHas Mebens 1 o0opynoBanue: YuebHast MeOesb Ha 38 mocaJouHbIX MeCcTa
(cronoB 19mmT., ctynbeB 38mT.), pabodee Mecto nmpenoaasatesns (ctou 1 mr., ety 1 mrT.),

kadenpa 1 mr., 1ocka MenoBasi 3X CEKIMOHHAS 11IT.

Hab6ops! neMoHCcTpainoHHOTO0 000PYAOBaHUS U Y4€OHO-HATIIATHBIX TOCOOUM

3.2 UudopmannonHoe obecriedyeHue 00yuyeHust

KuuroooecneyeHHOCTD

IS CPeIHET0 POQeCCHOHATIBHOTO 00pa3oBaHus /
B. C. bsit. — 3-e u3j., ucnp. u jorn. — MoOCKBa :
M3natensctBo FOpaiit, 2023. — 89 c.

Bubauorpaguyeckoe onucanue u3IaHus Ocuosuan/ Koa-go.
(aBTOp, 3arJ1aBHE, BU/, MECTO U I'0/l U3AaHUHA, KOJI ch)HOHOHHHTe'ﬂbHaH JHS. B JAEKTPOHHEIE
’ ’ i ’ TPl ureparypa ono.I. pecypchl
Kopuees, U. K. JlokymMeHTalIMOHHOE 00eCIICUCHHE https://urait.ru/bco
YIIpaBJICHUS : YICOHHUK M IPAKTUKYM ISl CPETHETO OcHOBHast de/523611
npodeccuonanbHoro oopazosanus / M. K. Kopuees,
A. B. ITmenko, B. A. Mamypues. — 3-¢ u3JI., iepepad. u
mort. — Mockaa : M3marensctBo FOpaiit, 2023. — 438 c.
Jloponuna, JI. A. JIokyMeHTallMOHHOE 0OeCIIcUueHHE https://urait.ru/bco
YIIpaBJICHUS : YUeOHUK U IPAKTUKYM Ui CPEAHErO OcHoBHas de/530252
npodeccnonansHoro 06pazosanus / JI. A. JloponuHa,
B. C. UputukoBa. — 2-e u3., mepepad. u 1om. —
Mocksa : M3narensctBo FOpaiit, 2023. — 270 c.
[lysanoBa, H. H. JlokymMeHTanmoHHOe 0oOecrieueHne https://urait.ru/bco
YIIPaBJICHUS | YUCOHUK M MPAKTUKYM JUIS CPETHETO OcHOBHast de/531240
npodeccuonanbHoro oopazosanus / H. H. lllyBanoBa. —
3-e u31., mepepad. u gon. — Mocksa : 3natenbcTBo
FOpaiit, 2023. — 247 c.
KazakeBuu, T. A. JlokyMeHTaIlMOHHOE OOecTeueHue https://urait.ru/bco
YIIPaBJICHUS : YUCOHUK M MPAKTUKYM JUIS CPETHETO OcHOBHast de/513745
npodeccuonansHoro oopazosanus / T. A. KazakeBuy,
A. W. Tkamuma. — 2-e w3, uctp. u gon. — Mocksa :
W3narensctBo FOpaiit, 2023. — 177 c.
Kysueros, U. H. JlokymMeHTanmoHHOE 0OecrieueHne https://urait.ru/bco
yrpaBieHus. [JokyMeHTO000pOT U AeTONPOU3BOACTBO :  [JlomoNHUTENbHAS de/523613
Y4COHUK ¥ IPAKTHKYM JUIS CPEIHEro MpodeCcCHOHATHLHOTO
obpazosanus / U. H. Ky3nenoB. — 4-e u3n., nepepad. u
mor1. — Mockga : 3marensctBo FOpaiit, 2023. — 545 c.
bsint, B. C. JlIokyMeHTaIlmOHHOE 06e(‘jnequI/Ie https://urait.ru/bco
yrnpasieHus. FOpuandeckas TexHuka | yaeOHoe mocoodue |[JlomomHuTenpHas

de/530509
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https://urait.ru/bcode/513745
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Tabmuua 2 — [lepeyenb coBpeMeHHBIX npodeccuonanbHbix 6a3 qanHbIx (CIIB/)

Ne

HaumenoBanue CIIB/]

1 Hayunas anekrponnas oudnnoreka eELIBRARRY - www.elibrary.ru

2 Hayunas anexkrponnas oudnanoreka KubdepJlenunka - www.cyberleninka.ru

Ta6muma 3 — [lepeyens nndopmarmoHHbix cnpaBouHbix cuctem (MCC)

Ne

HaumenoBanue MCC

1  |CopaBounas npaBoBasi cuctema Koncynerantllitoc Www.consultant.ru

2  |Dnexrponnas ombauoreunas cucrema DbC FOPAUT - www.urait.ru

4. KOHTPOJIb U OHEHKA PE3YJIbTATOB OCBOEHMUAA

YYEBHOM JUCLUAILIUHBI

Pe3ysbTaThl 00y4eHHs |

Kputepun onenkn

MeToabI OIEHKH

HepequL 3HaHPII>i, OCBaMBACMBIX B paMKaxX JHUCIHUITIIMHBI

TepmuHomIOTUs B
obnactu
JOKYMEHTAI[HOHHOTO
obecrnieueHus
yIIpaBJICHUS;
HopwmatuBHbie
JIOKYMEHTHI,
perJaMeHTUpYIoIIre
COCTaBJICHUE "
odopmiieHre
JOKYMEHTAIlUU u
MOPSIIOK €€ 00padOTKH;
[IpaBuna cocraBieHus: U
odopmIIeHUS
OpraHu3aIMOHHO-
pacmiopsiAUTEIbHBIX
JIOKYMEHTOB, BXOJISTIIIX
B YHUPUIIUPOBAHHYIO
cucTeMy
OpTraHU3aIMOHHO-
pacropsIuTeTbHBIX
JIOKYMEHTOB,
YHUPHUIIMPOBAHHYIO
CUCTEMY NEPBUYHOU
YYETHON JOKYMEHTaluu
B YacTU JOKYMEHTAI[U’

10 y4€eTy TPyAa;
[Topsmok  mpoBeneHus
AKCHEPTU3Bl  [IEHHOCTH
JIOKYMEHTOB Hu
MOATOTOBKH  JIel K
apXUBHOMY XPaHEHHUIO.
TexHomorns
OpraHu3aluu

JIOKyMEHTOoO0OpoTa B

- ohopmieHHE TOKYMEHTOB M pEIICHUE
MIPAKTUYECKUX cCUTyalui c
HOPMAaTHBHBIM IPaBOBBIM
000CHOBAHHEM;

- UCTIOJIb30BaHNUE pa3IMYHBIX
UCTOYHMKOB, BKJIIOYasi 3JEKTPOHHBIC
pecypebl, mMeaua pecypceel, MHTepHer-
pecypchl, MepUOAUYECKHE H3AaHUS IO
CTEUATBHOCTH TSt peteHust
npogeccuOHANBHBIX 3a]1a4

- JEeMOHCTpalus OTBETCTBEHHOCTH 32
IIPUHATBIE peIIeHUsl, 00O0CHOBAHHOCTh
camoaHaiu3a u KOPPEKIIHSA
pe3yabTaTOB COOCTBEHHOM pabOThI;

- WCTOJB30BAHUE 3aKOHOMATEIBHBIX U
HOPMAaTUBHO-TIPABOBBIX ~ aKTOB  MpHU
TUTAHUPOBAHUH TIPEANTPUHUMATETHCKON
NeSITeIbHOCTH B  NMpOo(hecCHOHATbHON
chepe;

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

- KOHCTPYKTHUBHOCTh B3aUMOJEHCTBUS
¢ 00y4JarIuMuUcs, PenoaBaTesIIMU B

Xone  OOy4eHus, pPyKOBOIUTEISIMHU
yueOHOM u IIPOM3BOJCTBEHHON
MPaKTHK.

-coOroieHne HOPM
npodeccHnoHaNBEHON STUKY;

— TOCTpoeHHE TPO(HECCHOHATBHOTO
OOIEHHST C  Y4eTOM  COIMAIbHO-
podeCcCHOHATTLHOTO craryca,
CHTyallil  OOLICHUS, OCOOEHHOCTEH
TPYIIITBI u WHIUBUTYaTbHBIX
ocoOeHHoCTeH YYaCTHUKOB
KOMMYHUKAIHH;

- JKCIIEPTHOE HAOIIOICHUE
BBITIOJTHEHUS
MPAKTUYECKUX 3aJaHHI,

- OIEHKa [0 UTOram
YCTHOTO orpoca
CTYJCHTOB,

- HaAOJIIOJICHUE TIO UTOram
TECTUPOBAHUS,
- OLEHKa B
MIPOBEICHUS
IIPOMEKYTOYHON
aTTecTaluu.

nporecce
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http://www.elibrary.ru/
http://www.cyberleninka.ru/
http://www.consultant.ru/
http://www.urait.ru/

OpraHu3aLusIxX
(YupexneHusx).

- TPAMOTHOCTh YCTHOM M TUCbMEHHOMU
peuu;

- odopmieHHE  JIOKYMEHTOB B
coorBercTBuH ¢ I'OCToM;

- ACHOCTb  (OPMYJIUPOBAHHUSI  H
HU3JI0KEHHS MBICTICH;
- NOpOSBJICHUE  TOJEPAHTHOCTH B

rpoiiecce OOIICHHS;

- COONIOZICHWE HOPM TIOBEICHHUS BO
BpeMs yUeOHBIX 3aHSATHIA;

- coOuroIeHue CTaHJapTOB
AHTUKOPPYIIIMOHHOTO TIOBEICHUS;

- CcOOJIIOJTaeT HOPMBI IKOJIOTHYECKON
0e30IMacHOCTH;

- orpenenser HaIpaBJICHUS
pecypcocOepekeHmst B paMkax
poeCCHOHATILHON JICATEIBHOCTH 110
CHEIHATLHOCTH;

- 3(pdEeKTUBHOCTh  WCIOJb30BaAHUS
cpeAcTB (PHU3UYECKOW KYJIBTYPBI IS
COXPAaHCHUS U YKPEIUICHUS 3JI0POBBS B
nporecce npoeCCUuOHATBLHON
NeSATEILHOCTH " O IICPIKAHUS
HEO0OXOIMMOTO  YPOBHSI  (PU3UYECKOM
MMOATOTOBJICHHOCTH;

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

HepequL YMGHHﬁ, OCBaMBACMbIX B paMKax JUCHUIIIIMHBI

[IpumenaTH
IpaKTUKe
rOCyJapCTBEHHBIE
CTaHJapTHl, apyrue
HOPMAaTHUBHO-
METOANYECKHE
JIOKYMEHTHI,
periiaMeHTHpYIOLIHe
OpraHH3aIIIo
JIOKYMEHTAI[MOHHOTO
obecrnieueHus
yIpaBJICHUS;
CocraBndarth "
NpaBUIBHO O(GOPMIISTH
OCHOBHBIE BUJIBI
OpraHu3aIMOHHO-
pacropsaAnTeTbHBIX
JIOKYMEHTOB;
OdopmnsaTs
UH(POPMAIMOHHO-
CTIIPAaBOYHYIO

Ha

- opopmieHE TOKYMEHTOB M pEIICHUE
MPAKTUYECKHUX CUTYyaIuit c
HOPMAaTHUBHBIM MIPABOBBIM
000CHOBaHHUEM;

- UCTIOJIb30BaHUE Pa3TUYHBIX
HUCTOYHUKOB, BKIIOYas DJIEKTPOHHBIC
pecypcel, Menua pecypcesl, MHTepHeT-
pecypchl, MEepHOJUYECKHe H3JaHHs MO
CTEUATBHOCTH TUTS pelieHus
npodeccnoHaNbHBIX 3a7a4

- JIeMOHCTpalHs OTBETCTBEHHOCTH 32
MPUHSATHIE pEIIeHUs, 00OCHOBAaHHOCTH
caMmoaHajmn3a " KOPPEKIIUS
pE3yIbTaTOB COOCTBEHHOM pabOTHI;

- WCTOJB30BAHUE 3aKOHOJATEIHHBIX U
HOPMAaTUBHO-TIPABOBBIX ~ aKTOB  TIpH
TUTAHUPOBAHUM TIPS IITPHHUMATETHCKOM
NEeSTeNbHOCTH B TPO(ecCHOHATBHOM
chepe;

- JIeMOHCTpalusi 3HaHWW B o00NacTu
(rMHaHCOBOW I'PaMOTHOCTH;

- JKCIIEpTHOE HaOII0/IeHUE
BBITIOJTHEHUSI
MIPAKTUYECKUX 3aJaHU,

- OlIEHKa [0 HUTOram
YCTHOT'O ornpoca
CTYJCHTOB,

- HaOJI0JieHHe MO HTOoram
TECTUPOBAHUS,
- OLEHKa B
MIPOBEICHUS
IIPOMEKYTOUHON
aTTecTaluu.

nporiecce
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JOKYMEHTAIUIO; - KOHCTPYKTHBHOCTH B3aUMOJCHCTBUS
OdopMnsaTh  KaIPOBYIO | ¢ O0YUYAIONIMMUCS, IPETIOAABATEISIMU B

JOKYMEHTAIIUIO; Xole  OOydYeHHs, PYKOBOIMTEISIMU
OdopmisTh yueOHOU u MIPOU3BOJICTBEHHOMN
NPETEH3UOHHO-UCKOBYIO | TIPAKTHK.

JIOKYMEHTAIHIO. -co0utoieHne HOpPM

npodeccnoHanbHON STUKY;
— TOCTpOeHHE MpOo(hecCHOHAIBHOTO
OoOImIeHHsI C  Y4eTOM  COLMAJBHO-

npodeccrnoHaIbHOTO cTaryca,
CUTyallMiu  OOIICHUs, OCOOCHHOCTEH
TPYIIIIBI 51 WHIMBUTyaJIbHBIX
ocobeHHOCTEMH YYACTHUKOB
KOMMYHHKAITUH;

- I'PaMOTHOCTh YCTHOM W IMUCHbMEHHOMU
peun;

- odopmieHHEe  JIOKYMEHTOB B
cootBercTBUH ¢ I'OCToM;

- scHOCTb  (OpPMYJIMpOBaHUS U
W3II0’KEHUS MBICIIEH;

- TPOSBICHHE TOJEPAHTHOCTH B
rpolecce O0IIeHuUs;

- coOJo/IeHre HOPM TIOBEACHUSI BO
BpeMs y4EOHBIX 3aHSTHIA;

- coOnroieH1e CTaH/1apTOB
AHTUKOPPYIMIIUOHHOTO TTOBEJICHUS;

- CcoOMIOaeT HOPMBI JKOJIOTHYECKOM

0€30I1aCHOCTH;

— oTpeeIseT HaIPaBIICHUS
pecypcocOepexeHus B pamMKax
popeCCUOHATBHONU JIEATEILHOCTH 10
CHEIUATbHOCTH;

- 3(}QexkTUBHOCTh  HCIOIB30BAHUS
cpencTB (pu3Mveckod KyabTyphl MAJs
COXpaHEHHS U YKPEIUICHHUS 370POBbS B
poruecce npodeccuoHaIbHON
JeSITeTbHOCTH " TTOJI/ICPIKAHUS
HE0O0XOAUMOro ypoBHs  (pusnueckoin
MOJITOTOBJICHHOCTH;

- 2(QpEeKTUBHOCTh HCMOIB30BAHUSI B
npogecCuoHaNIbHON NeSATeTbHOCTH
HE0OXOIUMOM JTOKYMEHTAIlMH, B TOM
qrcJie HA HHOCTPAHHOM SI3BIKE

5. OCOBEHHOCTH OCBOEHMSA JUCIUIIJIMHBI J1JI1 THBAJIMAOB U JINL C
OI'PAHUYEHHBIMHU BO3MOXKHOCTAMHU 310POBbS

OOyuenue oOy4aroUMXcsd C OrPaHUYEHHBIMH BO3MOXKHOCTSIMH  3JI0POBbSL  IIPU
HEOOXO/MMOCTH OCYIIECTBIISIETCSI Ha OCHOBE aJaNTHPOBAaHHOW pabodell mporpaMMel ¢
UCTIOIb30BAaHUEM  CHENHATbHBIX METONOB OOyYeHUS W JUJAKTHYECKHX MaTepHalioB,
COCTaBJIEHHBIX C Y4Y€TOM OCOOEHHOCTEH NCHUXO(PHU3MUECKOTO Ppa3BUTHUS, WHIAMBUAYATbHBIX
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BO3MOXKHOCTEH M COCTOSTHUS 3[JOPOBBSI TAKUX 00YyJarOIIUXCs (00yJaromerocs).
B mensx ocBoeHus ydeOHOW mporpaMmbl AWCIHUIUIMHBI WHBATUIAMU H JIUIAMU C
OTPaHUYEHHBIMHA BO3MOKHOCTSIMU 37J0POBBSI Y HUBEPCUTET 00CCIICUNBALT:

— JUIS MHBAJIKIOB M JIMI[ C OTPAHUYCHHBIMH BO3MOXXHOCTSIMH 370POBbsI 110 3PEHHUIO:
pasMCIICHUC B OOCTYIIHBIX JJIA O6y‘IaIOH_[I/IXCSI, ABJIAOIIUXCA CICIIBIMU WU CJIa60BI/II[51H_II/IMI/I,
MecTaXx M B aQJaNTHPOBaHHOW (opme crpaBouyHON HH(OPMALMU O pPACHHCAHMU Y4SOHBIX
3aHSATHI; MPUCYTCTBUE ACCHUCTEHTA, OKA3bIBAIOILETO OOYYAIOIIEMYCsi HEOOXOIMMYKO MOMOIIb;
BBIITYCK aJbTEPHATUBHBIX (OPMATOB METOAMYCCKUX MATCPUATIOB (KPYIMHBIA MPUDT HIH
aynuodaiie);

— JUIl UHBAJIMIOB M JIMII C OTPAHUYCHHBIMH BO3MOXHOCTSMH 370POBbSI 1O CIIyXY:
HaJIC)KAIIUMHU 3BYKOBBIMU CPCACTBAMU BOCIIPOU3BCACHUC PIH(bOpMa].[HPI;

— JUI1 UHBAIUIOB W JHIL C OTPaHUYCHHBIMH BO3MOXKHOCTSAMHU 310POBbs, UMEIOIIHUX
HapyLIEHHUsT OMOPHO-JBUIATEIBHOIO allapaTa: BO3MOXKHOCTb OECHpPENsATCTBEHHOIO JOCTyIa
o0yyaromuxcst B yueOHbIe IOMEIICHUS, TyaleTHbIe KOMHATHI U Ipyrue MOMENIeHUs Kadenpsl, a
TaKXe [IpeObIBaHUE B YKA3aHHBIX TOMELICHHUSX.

O6pa3zoBanne 00y4yaromUXCsi C OTPAaHUYEHHBIMU BO3MOXXHOCTSIMH 370POBBSI MOXKET OBITH
OpPraHM30BaHO KaK COBMECTHO C JAPYTUMH OOy4YarOLIMMMCA, TaK U B OTAEIbHBIX I'pyNnax Wid B
OTJEJIbHBIX OPTaHU3ALUAX.
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