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1. OBIIAS XAPAKTEPUCTHKA PABOYEN ITPOr'PAMMBI YYEBHOM
TACIATITAHBI
«OI1.06 TOKYMEHTAIIMOHHOE OBECIIEYEHUE YITPABJIEHWS)»

1.1. MecTo IMCUUILINHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/ibHOI MporpaMMbl

VYuyebHasg jucuMIUIMHA «/oOKyMeHTalMOHHOEe o0OecreueHne YIpPaBICHUS» SIBIISETCS
oOsi3arenbHOM 4acThio OO0menpogeccnoHaIbHOTO IMKIa 00pa30BaTENbHOM IMPOrpaMMbl B
cootBeTcTBUU ¢ ®I'OC CIIO 1o cnenuaisHOCTH.

Ocoboe 3HaueHHWE MAUCUUIUIMHA HMEeT Npu (OPMHUPOBAHMU M PA3BUTHU OOIIUX
xomnereHuiit OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 07, OK 08, OK 09.

1.2. leas ¥ IuIaHMpyeMble Pe3yJbTAThI 0CBOEHUS TUCHMIIUHBI:
B pamkax mporpaMMbl y4eOHOW TUCIUILUIMHBI OOYYAIOIIMMHUCS OCBAWBAIOTCS YMEHUS

Y 3HaHUs
Kon YmMmenus 3Hanus
IIK, OK

OK 01, [IpumeHsTH Ha npakTuke | TepMuUHOIOTHIO B obsactu

OK 02, roCyZapCTBEHHBIE CTaHJApTHI, | JOKYMEHTAMOHHOTO oOecnieueHus

OK 03, JIpYrue HOPMAaTHUBHO-METOJIUYECKHE | YIIPABICHUS;

OK 04, JOKYMEHTBI,  pernameHtupyomue | HopmatusHbie JIOKYMEHTHI,

OK 05, OpraHM3alfi0 JOKYMEHTAIMOHHOTO | PErJaMEHTUPYIOIIUE  COCTaBJIEHHWE U

OK 06, o0ecrieyeHus yrpaBiIeHHS,; oopmieHHe TOKYMEHTAllMU U TOPSIOK

OK 07, CocraBiATh u MPaBWIBHO | €€ 00paboTKH;

OK 08, oopmisTH OCHOBHBIE Buzbl | [IpaBuna cocraBieHuss u odopMieHuUs

OK 09, OpraHu3alMOHHO- OpraHU3alMOHHO-PACTIOPSIUTEIIHHBIX

K 1.2, pacnopsAUTEIbHBIX TOKYMEHTOB; JIOKYMEHTOB, BXOJIALIUX B

K 1.3. OdopmnsaTh MH(GOPMAIMOHHO- | YHU(DUIIUPOBAHHYIO CUCTEMY
CIPAaBOYHYIO JJOKYMEHTALUIO; OpraHU3aL[MOHHO-PACIOPSAIUTENbHBIX
OdopmnsaTth KaJIpOBYIO | TOKYMEHTOB, YHUPUITTPOBAHHYIO
JIOKYMEHTAIUIO; CUCTEMY IIEPBUYHOMN Y4ETHOH
Odopmisath IIPETEH3UOHHO- | JOKYMEHTAIMH B YaCTH JTIOKYMEHTALIUH 110

HCKOBYIO IOKYMCHTAIHIO.

yuery TpyJa;

Ilopsnox  mpoBeneHUs  DKCIEPTU3bI
LIEHHOCTH JJOKYMEHTOB U OJITOTOBKHU JIeJT
K QpXUBHOMY XpaHEHHUIO.

TexHomoruto OpraHu3anuu
JOKYMEHTOO0OpOTa B OpraHM3alUsaX
(YupexaeHusx).




2. CTPYKTYPA U COAEPKAHUE YUYEBHOM JUCIHUIIIINHBI
2.1. O0beM y4eOHOM TMCHUIINHBI U BBl Y4e0HOIl padoThbl

Bun yueOHo# padoThI O0bem B yacax
O0Bem 00pa3oBaTeJIbHOM MPOrPpaMMbI Y4eOHOM TUCIATIIMHbI 36
B T.4. B JopMe NPaAKTHYeCKOH MOATOTOBKH 18
BT. U..
TEOpeTUIeCcKoe 00ydeHne 18
IPAKTUYECKHE 3aHSTUS 18
Camocmosmenvnas paboma * -
IIpomeskyTouHas arrecraums

L' Camocmosmenvnas paboma € pamkax 00pa306amMenvHOU NPOSPAMMbL  NAAHUPYEMCA  0OPA306AMENbHOI

opeanusayuei ¢ coomsemcmeuu ¢ mpebosanuamu PIOC CIIO 6 npederax obvema yueOHOU OUCYUNIUHBL 8
KOuuecmee 4acos, HeoOXO0OUMOM Ol BLINOJHEHUS 3A0AHULL CAMOCMOAMENbHOU padomsl 00YYaAOUUXCA,
npeodyCMOmpeHHbIX MeMAMULECKUM NIAHOM U COOepIHcaHuem Y4eOHot OUCYUNTUHDL.
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2.2. TemaTn4yecKuil IJIaH U coJiep:KaHue Y4eOHOM M CUMIIHHBI

O0beM, akaj.

y/ .
B TOM YHCIE B Koapl kommneTeHIuid,
HaumenoBanue Conep:xaHue yuedOHOro MaTepuasa u (popMbl OpraHuzanumu (¢popMupoBaHUIO
pa3/iesioB U TeM NAesITeIbHOCTH 00YYa0LIUXCS (bopme .. | KOTOPBIX CIOCOOCTBYeET
NPaKTHYeCKOI
3J1eMeHT MPOrpamMMbl
NOAr0TOBKH,
akaa. 4
1 2 3 4
Pasznea 1. OCHOBBI JOKYMEHTHUPOBAHMS YIIPABJEHYECKOM JEATEJBHOCTH 5/2
Tema 1.1 IlonsaiTne 0 | Cogep:kanue yueOHOro MaTepuaJia 1 OK 01, OK 02, OK 05,
AOKYMEHTAallMOHHOM | OCHOBHBIE CBOWCTBA JOKYMEHTOB M MX (DYHKIMU B CHUCTEME YIpPaBICHUS. OK 09
odecrnedyeHuH [Tonstne nokymeHnra. WMudopmamuss u  mokymeHnt. Kiaccudukanus IIK 1.2, 11K 1.3
ynpasJieHHsl, JOKYMEHTOB: IO BUAY O(QOPMIICHMS; IO COAEp)KaHHUIO; MO (opme; Mo
JAOKYMEHTe H MIPOUCXOXACHNUIO; MO cpeAcTBaM (UKCALUU; [0 CPOKAM XpaHEHMs. 1
crocodax MarepuanbHble HOCUTEIN HHPOPMALIHH.
noxkymenrupoBanusi | [lonsarue noxymeHntupoBaHus. OCHOBHBIE CHOCOOBI JOKYMEHTHUPOBAHUS.
OCHOBHBIE COBpEMEHHbIE TEXHOJOIMH, NMPHUMEHSEMbIe MPU OpPraHU3aALUU
paboTHI ¢ JOKYMEHTaMH B OpraHu3anusx (yIpeKIeHUsX).
Tema 1.2 Coaepsxanue yueOHOIro MaTepuaa 1
HopmaTtusHo- HopMaTuBHO-IpaBOBBIE  aKThl, PETYJIHUPYIOIIHE JIOKYMEHTALMOHHOE OK 01, OK 02, OK 05,
npasoBasi 6a3za obecrieyeHre yrpapieHus. Y HU(pUKAIMs U CTaHAapTU3aLUs KaK OCHOBHbIE OK 09
AOKYMEHTAIMOHHOI0 | HAIPABJICHUSA COBEPLICHCTBOBAHUSA JOKYMEHTOB U JOKYMEHTAILMOHHOTO IIK 1.3
obecneyeHust o0ecreyeHus yrpaBaeHHs..
ynpasJieHUs [lepeyeHb OCHOBHBIX TOCYJapPCTBEHHBIX CTAHAPTOB Ha YHU(DHUIIMPOBAHHBIC 1
cucteMbl JOoKyMeHTauuu. OCHOBHBIE TIOJOXKEHHUS TOCYIapCTBEHHOMN
CUCTEMBl JIOKYMEHTAllMOHHOTOo obecrieueHus: ympasieHusa. CoctaB
YHU(DUITUPOBAHHBIX crCcTeM JOKYMEHTAIUH: OpraHu3aIOHHO-
pacnopsiAMTeNbHas, OTYETHO-CTaTUCTHYECKas!, prHaHCOBas U JIp.
Tema 1.3 Cnocodb1 1 | Conep:kanue y4eO0HOro MaTepuajia 3/2 OK 01, OK 02, OK 03,
NpaBuJia CO31aHUA Xapakrepuctuka, cocraB u cogepxkanne [OCTa Ha cucremy OK 04, OK 05, OK 06,
AOKYMEHTOB OpraHU3aIMOHHO-PACTIOPSAUTEILHON TOKYMEHTAUU. YHUPUIIUPOBAHHASL 1 OK 07, OK 08, OK 09

cucremMa OpraHru3allioOHHO -paCHOpHHHTeHLHOﬁ JOKYMCHTAIIUU.

MK 1.2, TIK 1.3




TpeboBanust k odopmiieHHIO TOKyMeHTOB. Dopmymsap-obpazenr OPJI.
ITpaBuna opopmieHust peKBU3NUTOB, pernameHnTupoBaHHbix [ OCTowm.

B TOM 4ynciie NPAKTHYECKUX 3aHATHI 2

ITpaktuyeckoe 3anstue Nel. OdopmiieHne peKBU3UTOB Ha JOKYMEHTAX. 2
Paznen 2. OPTAHU3ALIIUA CUCTEMbBI JOKYMEHTAIIMOHHOI'O OBECIIEYEHUSA 26/14
Tema 2.1 Coaeprxanue yueOHOIro MaTepuaJa 4/2 OK 01, OK 02, OK 03,
Od¢opmienue XapakTepucTika M COCTaB CIPaBOYHO-WH(POPMAIMOHHBIX JOKYMEHTOB OK 04, OK 05, OK 06
UH(POPMALMOHHO- (cimy>xe0HBIX TTUCEM, CIIPABOK, 3asBICHUH, aKTOB, IPOTOKOJIOB, TIOKJIAIHBIX 9 IIK1.2,I1IK 1.3
CIPaBOYHOM U OOBSCHUTEIBHBIX 3allUCOK), TpeOOoBaHHA K UX OQGOPMICHHIO.
AOKYMEHTAIlUH JIOKyMEHTUpOBaHUE AEATEIbHOCTH KOJJIETHAJIbHBIX OPTaHOB.

B ToM yuncJie NPaKTHYeCKUX 3aHIATHH 2

[Tpaktryeckoe 3anstue No2. Odopmienne nHGOPMaAITIOHHO-CIIPABOYHON 2

JIOKYMEHTAI1H.
Tema 2.2 Coaep:xaHue y4eOHOIro MaTepHuaJia 6/2 OK 01, OK 02, OK 03,
Odopmienue OcHOBHbBIE TpYNIBl OPraHU3ALUOHHO-PACHOPSAIUTENBHBIX JIOKYMEHTOB. OK 04, OK 05, OK 06,
OpPraHM3anuOHHO- XapakTepucTUKa M COCTaB OpraHU3allMOHHBIX JOKYMEHTOB (ycTaBa, OK 07, OK 08, OK 09
PACHOPAAUTEILHON | MOJOXEHUS,, MHCTPYKLUUHU, TOJKHOCTHOM HWHCTPYKLUH), TpeOOBaHMS K K 1.2,1IK 1.3
AOKYMEHTALlUH oopmienunto. XapakTepuCTHKa U COCTAaB PacIOPAAUTEIbHBIX JJOKYMEHTOB

(mocTaHOBNIEHUs, TpHKa3a, pEIIEHUs, pacHOPsLDKEHUs,  YKa3aHUs), 4

TpeOoBaHUs K UX 0(POPMIICHUIO.

[lonsiTie mNOMTMHHWKA, KOMHH, BBIMUCKH, ayOnukata. Bunubl komwmii

JOKYMEHTOB, 0OCOOEHHOCTH 3aBEPEHUs KOMUN U BBIMTUCOK HOTapUaIbHBIMU

KOHTOpPaMU M JTOJDKHOCTHBIMU JIMIIAMH OpraHU3aIui.

B ToM 4nciie NPAKTHYECKUX 3aHATHI 2

[Tpaktrueckoe 3anstue Ne3. OdopmieHue opraHu3aIMOHHO- 5

pacnopsiAMTEIbHON JOKYMEHTAIMH.
Tema 2.3 | Copepskanue yuyeOHOro Mmarepuajia 6/4 OK 01, OK 02, OK 03,
Odopmaenue 3agBiIeHMs U IPUKA3bI 110 JUYHOMY cocTaBy. JInuHast kapTouka Gpopmsl T-2 9 OK 04, OK 05, OK
Ka/IPOBOH Y JIMYHBIC JelTa 06,09
AOKYMEHTaluu B TOM 4ynciie IPAKTHYECKUX 3aHATHH 4 TIK 1.3

ITpaktruyeckoe 3austue Ne4. OcdopmiieHue KaJpoBoil JOKYMEHTAIUH. 4

Conep:xxaHue yueOHOro MaTepuaJa 4/2




[Tonsitue norosopa. OcHOBHBIE paz/ienbl JoroBopos. [lopsaok opopmiienus

OK 01, OK 02, OK 03,

Tema 2.4 Jlorosopuo- TPYAOBOI'O JOIOBOPA, JOrOBOpA MOCTABKHU, JOIOBOPA KYIUIM-ITPOJIAXKH. 2 OK 04, OK 05, OK 06
npaBoBasi >
HOKYMeHTANHS B TOM 4ynciie NpaKTHYEeCKUX 3aHATHI 2 K 1.2, IIK 1.3

ITpakTuueckoe 3anarue Ne5. OdopmiieHre JOroBOPOB. 2
Tema 2.5 | Conep:xkanue y4eOHOr0 MaTepuasia 6/4 OK 01, OK 02, OK 03,
IIperen3znonHo- OcCHOBHBIE PEKBU3UTHI U MOPAAOK O(OPMIICHUS NMPETEH3UI, OTBETOB Ha OK 04, OK 05, OK 06,
HCKOBas npereHsuro. FOpuaudeckas ciayx0a, BBIOJHSIONAS MPETEH3UOHHO- OK 07, OK 08, OK 09
AOKyMEHTalusl HCKOBYIO paboTy Ha npeanpusatuu. XypHan perucrpaiyu npeTeH3uil. 2 I[IK1.2,1IK' 1.3

[Topsmox odopmieHHs HMCKOBBIX 3asBIECHUI M TPEICTaBICHHE HUX B

ApOuTpakHbIil CyI.

B ToM yuc/ie NPaKTHYeCKUX 3aHIATHH 4

[Ipaktuueckoe 3ansatue Ne6. OdopmieHue MNpPEeTeH3MOHHO-UCKOBOM 4

JIOKYMEHTAI1H.
Pazgen 3 OPTAHU3BALIUA PABOTHI C JOKYMEHTAMUA B OPTAHU3ALUAX 5/2
(YYPEXKAEHUSAX)
Tema 3.1 Coaep:xaHnue y4eOHOIro MaTepHuaJia 1 OK 01, OK 02, OK 03,
Texnonorus VYopasneHue U Aenonpou3BoAcTBO.  OpraHu3alMoHHbBIE — (OPMBI OK 04, OK 09
OpraHu3anum JIEJIONIPOU3BO/ICTBA. Cnyxba JOKYMEHTALlMOHHOT'O oOecrieueHust IIK 1.2, T1IK 1.3
AOKYMEHT0000pOTA B | YIIpaBJICHHUs, OCHOBHAas 3ajaya, (YHKIUH, TUIIOBbIE CTPYKTYpHI, 1
OpraHM3anuax JOJHKHOCTHOM cocTaB. Permamenrtanus padotsl ciyx0s1 JJOY. Ilpumepnoe
(YupexaeHusx) MOJIOXKEHHUE O CITY’KO€ JTOKYMEHTAllMOHHOTO OOecreueHusl yNpaBieHUs U

JOJDKHOCTHBIE HHCTPYKIUH.
Tema 3.2 Coaepixanue yueOHOro MaTepuaJa 3/2 OK 01, OK 02, OK 03,
Oco0enHocTn [TonsaTus npemioxeHus, 3asBieHUs U xKanooObl. [lpueM u peructpanus OK 04, OK 05, OK 06,
AeJIONPOU3BO/JACTBA nrceM rpaxaad. PaccMoTpenne u pa3penieHue nucem, CpoK paCCMOTPEHHS. OK 07, OK 08, OK 09
1o o0pameHusiMm AHanu3 nuceM rpakia. K 1.2, 1K 1.3
IrPaXKaaH u Kondunennuansnoe aemonpounsBoactBo. I'pud orpanmdenust gocrymna K 1
KOH(HICHINAIBHOIO | TOKYMEHTY. ABTOMATH3MPOBAHHBIE CHUCTEMBI PabOTHl C JIOKYMEHTaMH.
AeJI0NPOU3BOACTBA CpenctBa UM3roTOBJIEHMS, KOMUPOBAHUS M PA3MHOXKEHUS JIOKYMEHTOB.

Opranu3anus pabo4ux MecT.

B ToM 4nciie NpaKTHYECKHUX 3aHATHH 2

[Tpaktrueckoe 3anstue Ne7. OdopmiieHne oOpameHnii rpaxkaaH. 2

Coaep:xxaHue y4eOHOro MaTepuaJia 1




[Tonstne  nmoxymentoobopora. OOmmMe  NPUHIUIIBI  OpraHU3AIHNH

OK 01, OK 02, OK 03,

JOKYMEHTO000POTa, €r0 OCHOBHBIE 3TAIlbl: IPUEM U MEpBUYHAS 00paboTKa OK 04, OK 09
Tema 3.3 JOKYMEHTOB; pPacCIpeleIeHUe IOCTYIIUBIIMX JOKYMEHTOB; PErucTpanus K 1.2, 11K 1.3
CucremaTusanus JOKYMEHTOB M IPEIBAPUTEIBHOE MX PACCMOTPEHHUE; PACCMOTPEHUE
AOKYMEHTOB, JIOKYMEHTOB PYKOBOJICTBOM OpraHu3aluu (yUpekKIeHus) 1 HalpaBJIeHUE UX 1
(¢opMHpoOBaHUe X B | HA HUCIOJHEHUE; UCIIOJHEHUE UM KOHTPOJb 33 MCIIOJHECHHEM JOKYMEHTOB;
AeJia v mepeaava B TEKyIllee XpaHeHUe TOKYMEHTOB.
apxuB opranu3anun | Homenknatypa gen. O6paboTka e Ui NOCIeTyIOIEero XpaHeHusl.
DKcnepTu3a HEHHOCTH IOKYMEHTOB, O(hopMIIeHUE J1eTI, COCTaBICHHE
onuceld. Cnaya Jies1 B apXuB.
IIpomexyTouHas aTTecTanus
Bcero: 36




3. YCJIOBUS PEAJIM3ALIMU YYEFHOU JUCHUTJIAHBI

3.1. lna peanu3anuM NpPorpaMmbl NPo(eCcCHOHAJBLHOIO MOAYJSI JOJLKHBI ObIThH

NpeaAyCMOTPEHBI CIICHUAJIBHDBIC IIOMECIIICHUA

Kabuner 24 npodeccnoHaTbHBIX AUCIUILINH (IS POBEICHUS 3aHATUIN JICKIIMOHHOTO TUTIA U
3aHATUNA CEMUHAPCKOTO THIA, KypCOBOTO MPOEKTUPOBAHUS (BBINOIHEHUS KYpPCOBBIX padoT)
TPYIIIOBBIX U UHJIMBUAYATbHBIX KOHCYJIBTAIMHI, TEKYIETO0 KOHTPOJISI U IIPOMEKYTOUHOU

aTTecTanun) o00pya0BaH.

Crennanu3upoBaHHas Mebens U o0opyaoBaHue: YueOHas MmeOelnb Ha 38 mocaJouHbIX MeCcTa
(cronoB 19mT., ctynbeB 38mT.), pabodee Mmecto npenoaaatesns (crou 1 mr., ety 1 mr.),

kadeapa 1 mr., Jocka MesoBas 3X CEKIMOHHAs 11IT.

HaGopb! 1eMOHCTpaliMOHHOTO 000PYAOBaHUS M yUeOHO-HAIIIAHBIX TOCOOUH
3.2. UnpopMmannoHHOe obecnedeHre peajn3alui NPOrpaMMbl

KHuroo0ecrneueHHOCTh

OcHoBHasi/ Kou-Bo.
Bubauorpaguyeckoe onucanue u3IaHus

(aBTOp, 3arJIaBue, BU, MECTO U I'0/Jl MU3JIAHUSA, KOJ. CTP.) JIOTOTHUTEALRAT) - IK3. B L

JuTeparypa ono. pecypcsl
Kopuees, MW.K. JlokymeHTanoHHOE  oOOecrcucHHUE - https://urait.ru/bco
yIpaBieHHs : Y4eOHUK M TPAKTUKYM I CPEIHEro OcHoBHas de/523611
npodeccuoHanbHoro  obpazosanus/ . K. Kophuees,
A. B. ITmenko, B. A. Mamypue. — 3-¢ usg., nepepad. u
nor. — Mocksa : M3mparensctBo FOpaiit, 2023. — 438 c.
Jloponuna, JI. A. JIoOKyMEHTallMOHHOE OOecIeUeHHE - https://urait.ru/bco
YIIPaBICHUS | YYEOHUK M TIPAKTHKYM JJISI CPEIHEro OcHoBHast de/530252
npodeccuoHasibHOoro  obpasoBanus / JI. A. JlopoHuHa,
B. C. UputukoBa. — 2-e u3n., nmepepad. u qom. — MockBa :
M3narensctBo HOpaiit, 2023. — 270 c.
[ysanosa, H.H. JlokymeHTannoHHoe obecneueHue - https://urait.ru/bco
YIIPaBICHUS | YYEOHUK M TIPAKTHKYM JJISI CPEIHErO OcHoBHast de/531240
npodeccuonansHoro obpasosanus / H. H. llyBanoBa. —|
3-¢ u3d., mepepab. u gon. — MockBa : M3aarenscTBo
FOpaiit, 2023. — 247 c.
KazakeBuu, T.A. JIOKyMECHTallMOHHOE OOECICUCHHUE - https://urait.ru/bco
YIIpaBJIEHUsS : Y4YEOHMK M MPAKTUKYM JUIS CpEJHEro OcHoBHas de/513745
npodeccuonanbHoro  obpaszoBanusi/ T. A. KazakeBuu,
A. W. Tkanny. — 2-e u3n., ucmnp. U jorn. — Mocksa !
W3narensctBo FOpaiit, 2023. — 177 c.
KysnenoB, W.H. JlokyMeHTallMOHHOE OOECIeUeHHE - https://urait.ru/bco
yrpaBieHusi. JJokyMeHTOOOOpOT M IIENOMPOM3BOACTBO (| JlonmoTHHUTENbHAS de/523613
YYEOHUK M TMPAKTUKYM JUJIsl CPEIHET0 Mpo(ecCHOHATbHOTO
oOpaszoBanusi / U. H. Ky3nenos. — 4-e uzn., nepepad. u
non. — Mocksa : M3garensctBo FOpaiit, 2023. — 545 c.
bsT, B. C. ZIOKyMeHTaHI/IOHH(-)e olecrieueHue - hitps://urait.ru/bco
yrpasieHus. FOpuanueckas TexHuka : yuyeObHoe mocobue| JlomonHuTensHas d4e/530509
Uit cpemHero  MpodecCHOHATbHOTO  00pa3oBaHUSA —
B. C. bsnt. — 3-e wu3a.,, ucnop. u gom. — Mocksa :

M3natenbctBo FOpaiit, 2023. — 89 c.

Tabmuna 2 — [lepeuenb coBpeMeHHBIX podeccuoHanbHbIx 06a3 nanHbix (CIIB/)
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https://urait.ru/bcode/523611
https://urait.ru/bcode/523611
https://urait.ru/bcode/530252
https://urait.ru/bcode/530252
https://urait.ru/bcode/531240
https://urait.ru/bcode/531240
https://urait.ru/bcode/513745
https://urait.ru/bcode/513745
https://urait.ru/bcode/523613
https://urait.ru/bcode/523613
https://urait.ru/bcode/530509
https://urait.ru/bcode/530509

No HaumenoBanue CIIB/]

Hayunas snekrponnast 6uoaunoreka eLIBRARRY - www.elibrary.ru

2 Hayunas siekrponnas 6udnunorexka KudepJlenunka - www.cyberleninka.ru

Tabmuua 3 — [epeyens nHpopmannoHHbix cnpaBoyHbix cucteM (MCC)

No

Haumenosanune MCC

1

CrpaBouHas ipaBoBas cuctema Koncynsrantllmroc wWww.consultant.ru

2

DnexrponHas oubanoreunas cucrema DbC IOPAUT - www.urait.ru
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http://www.elibrary.ru/
http://www.cyberleninka.ru/
http://www.consultant.ru/
http://www.urait.ru/

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUSA

YUYEBHOM JACIHHUIIIIMHBI
PesyabTarsl Kpurepum ouenku MeToabl OlIeHKH
00y4eHust
[lepeyenn 3HaHMI, OCBaUBAEMBIX B PAMKax JUCHUTUIIMHBI
TepMuHomorus B | - opopMIICHHE TOKYMEHTOB | PEIICHHE | - SKCIIEPTHOE HAOII0ICHNE
obactu MPaKTUYECKUX CUTYaLUH C | BBIIOJIHEHHS
JIOKYMEHTAIlMOHHOTO HOPMAaTHUBHBIM MPABOBBIM | MPAKTUYECKUX 3aJIaHUM,
obecrneueHuUs 000CHOBaHHEM; - OIGHKAa II0 HUTOraMm
YIPaBJICHHUS; - HCIIOJIb30BaHUE Pa3IMYHBIX | YCTHOTO ompoca
HopmaTuBHubie HMCTOYHHMKOB, BKJIIOYas 3JICKTPOHHBIC | CTYJCHTOB,
JIOKYMEHTBI, pecypchl, Meaua pecypebl, aTepHeT- | - HaOMI0IeHHe M0 UTOTaM
pEeriIaMeHTHPYIOIINE pecypchl, NEPUOJUIYECKUE U3IaHUS TI0 | TECTUPOBAHMS,
COCTaBJICHHUE U | CIICIUAIBLHOCTH IS pelieHus | - OIIeHKa B Ipolecce
odopmiieHne po(hecCHOHANBHBIX 3a7a4 IPOBEJICHUS
JOKYMEHTaluu U | - I€MOHCTpanusi OTBETCTBEHHOCTH 3a | IPOMEKYTOUHOMN
MOPSZIOK €€ 00pa0OTKH; | MIPUHSTHIE PEIICHUs], 00OCHOBAHHOCTh | ATTCCTAIIUU.

[IpaBuna cocraBieHUs
u oopmienus
OpraHU3alMOHHO-
pacnopsAUTENbHBIX
JOKYMEHTOB, BXOASIINX
B yHU(DUIUPOBAHHYIO
cucTeMy
OpraHU3alOHHO-
pacropsIuTeIbHbIX
JIOKYMEHTOB,
YHUPHUIHTPOBAHHYIO
CUCTEMY  IIEPBUYHOMN
Y4ETHOM
JOKYMEHTAIM! B YacTH
JOKYMEHTaluu 1o
yuery Tpyna;
ITopsnox mpoBencHUs
9KCIEPTU3bl IIEHHOCTHU
JOKYMEHTOB U
MOATOTOBKH  Jiel K
apXMBHOMY XpaHEHHUIO.
Texnonorus
OpraHu3aIH
JOKyMEHTOoOOOpoTa B
OpraHu3aIMIX
(YUpexneHusx).

camoaHaln3a u KOPPEKIIHSI
pe3yabTaToOB COOCTBEHHOM paboTHI;

- HMCIIOJIb30BaHHUE 3aKOHOJATCIbHBIX H
HOPMAaTUBHO-TIPABOBBIX ~ aKTOB  IPHU
IUTAHUPOBAHHUU
MPEIITPUHAMATEIIBLCKON JIEATEITBHOCTH
B npodeccuoHaIbHOM chepe;

- JIEMOHCTpalus 3HaHUW B OO0JACTH
(MHAHCOBOW TPAMOTHOCTH;

- KOHCTPYKTHUBHOCTH
B3aUMOJICHCTBUS C OOy4YaromuMucs,
MpernoaaBaTesiIMi B XOJie OOydeHUs,

PYKOBOJUTEISIMH yueOHOI "
HpOI/ISBOILCTBeHHOﬁ IMPAKTHK.
-co0mroieHne HOpM

po)eCCUOHAIBHON ATUKU;
MOCTpPOCHHE MPOHECCHOHATBEHOIO
o0IIeHUsT ¢ y4eTOM  COIMaJIbHO-
npogecCuoHaIbHOIO cTaryca,
CUTyaluu OOIIeHusi, 0COOEHHOCTEH
TpYMIIBI u WHIUBUIYaIbHBIX
ocobeHHocTel Y4aCTHUKOB
KOMMYHHKAITIH;

- TPaMOTHOCTh YCTHOM M IUCBMEHHOMN
peuu;

- odopmiieHHEe  JIOKYMEHTOB B
cootBeTcTBUH ¢ 'OCTowMm;

- SACHOCTb  (pOpMYIHpPOBaHUS
U3JTI0KEHUS MBICTIEH;

- TIPOSIBIIEHHE TOJIEPAHTHOCTH B
polecce OOIIeHUs;

- COOIO/IEHHEe HOPM TITOBEICHHS

BO

BpeMs yueOHBIX 3aHSATHH;
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- coOroienne CTaHIapTOB
AHTUKOPPYILIMOHHOTO MTOBECHHUS;

- CcOOJIOaeT HOPMBI IKOJIOTHYECKOM
0e301acHOCTH;

- orpenenser HaTpaBJICHUS
pecypcocoepexeHus B pamKax
poECCUOHATILHON JIEATEILHOCTH 10
CHEHATbHOCTH;

- 3h(}EeKTUBHOCTh  MCIOJb30BAHUS
cpeAcTB (HU3MYECKOW KyIBTYPBI JUIS
COXpaHEHHsI U YKPETUICHHS 3JI0POBBS B
nporecce npodeccuoHaTbHON
JeSITeIIbHOCTH u MOJICPIKaHUS
HEO0XOUMOTO YpPOBHS (U3NYECKOMH
MOJIrOTOBJICHHOCTH;

- 3G (}EeKTHBHOCTh WCIONH30BAHUS B
npoeCCUOHATLHON JEeSITeTbHOCTH
HEO0OXOIUMOW JOKYMEHTAllMi, B TOM
YHCIIe HA HHOCTPAHHOM SI3BIKE

Hepequb YMGHHﬁ, OCBAMBACMBIX B paMKaXxX NJUCHUIIIIMHBI

IIpumMeHATH Ha
IIPAKTHKE
rOCyJapCTBCHHBIC
CTaHJapTBhl, apyrue
HOPMATHUBHO-
METOAMYECKHE
JTOKYMEHTHI,
periaMeHTHpYIoLue
OpTaHU3aIII0
JOKYMEHTAI[HOHHOT'O
o0ecrnieyeHus
yIIpaBJICHUS;
CocraBnsTh "
NPaBUIBHO O(GOPMIIATH
OCHOBHEIE BUJIBI
OpraHu3aIMOHHO-
pacropsIuTeIbHBIX
JOKYMEHTOB;
OdopmisaTs
MH(pOPMAaIMOHHO-
CIIPaBOYHYIO
JOKYMEHTAIHIO;
OdopmasaTe KaapoBYIO
JOKYMEHTAIHIO;
OdopmsaTs
MIPETEH3UOHHO-
HCKOBYIO
JOKYMEHTAIHIO.

- opopmIIeHHE TOKYMEHTOB U PELICHUE
MPAKTUIECKUX CUTyaui c
HOPMAaTUBHBIM MIPaBOBBIM
000CHOBAHHEM;

- WCIIOJIH30BAHNE Pa3IMYHBIX
HMCTOYHUKOB, BKJIIOYAs AIIEKTPOHHbBIC
pecypcel, Meaua pecypcesl, HTepHeT-
pecypcbl, EepUOIUYECKUE U3TAHUS 110
CHEeHATBHOCTH JUIst pelieHus
npodecCHOHATBHBIX 3aa4

- JIEMOHCTpAIUsi OTBETCTBEHHOCTH 3a
NPUHATHIE PelIeHHs, 0O0CHOBAaHHOCTb
camoaHaln3a " KOPPEKIIHS
pe3yNbTaTOB COOCTBEHHOM pabOTHI;

- HMCIIOJIb30BaHME 3aKOHOJATEIBHBIX H
HOPMAaTHUBHO-TIPABOBBIX ~ aKTOB  IPHU
TUTAHUPOBAHHUA
MPeINPUHUMATEIBCKON JIeATENbHOCTH
B IIpodeccuoHanbHOi chepe;

- JIEMOHCTpalsl 3HaHUH B 00IacTH
(¢uHaHCOBO I'PaMOTHOCTH;

- KOHCTPYKTHUBHOCTb
B3aUMOJICHCTBHA C OOy4aromuMucs,
IpernoJiaBaTessIMM B XoJe 00ydeHus,
PYKOBOJIUTEIISIMU y4ueOHOMH u
MPOU3BOJICTBEHHOM MPAKTHUK.
-coOIroieHne
po(hecCHOHATEHOM ATUKH;
— TOCTpOoeHHE MPOPECCHOHATBEHOTO
OOIIeHUsT € Y4eTOM  COIMaJIbHO-
po¢eCCHOHATHHOTO craryca,

HOpM

- OKCIICPTHOC Ha6J'IIO,I[eHI/Ie

BBIIIOJIHEHUS
IIPAKTUYECKUX 3a0aHUMH,

- OLUEHKAa TII0 HTOraMm
YCTHOT'O ornpoca
CTYJICHTOB,

- HaOJIOZIEHHE IO UTOraM
TECTUPOBAHUS,

- OLEHKa B IIpouecce
IIPOBEICHUS
IIPOMEKYTOUYHON
aTTeCTalUN.
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CUTyaluu OOIIeHus, O0COOCHHOCTEH

TPYIIIBI " WHINBUTYyaIbHBIX
0COOeHHOCTEH Y4aCTHUKOB
KOMMYHUKAIIUH;

- TPaMOTHOCTh YCTHOW M NMHUCbMEHHOU
peuu;

- odopmieHHEe  JIOKYMEHTOB B
cootBercTBUM ¢ 'OCTowMm;

- ACHOCTb  (OpMyJIUpOBaHUS U
HU3JI0KCHUS MBICTICH

- TpOsBIEHUE TOJIEPAHTHOCTH B
MpoIecce OOIIEHUS;

- CcOOJI0JIeHHEe HOPM IMOBEICHHS BO
BpeMsl YUEOHBIX 3aHSTUM;

- co0roieHne CTaHJIapTOB
AHTUKOPPYIMIIUOHHOTO TTOBEICHUS;

- co0JIr0/1aeT HOPMBI HKOJIOTMYECKOM
0e301acHOCTH;

— orpenenser HaIpaBJICHUS
pecypcocoepexeHus B pamKax
MPOPECCUOHAIIBHON JEATEILHOCTH IO
CIEINAIbHOCTH;

- 9(QQEeKTUBHOCTh  HCIOIH30BAHUS
cpencTB (U3MUECKON KyIbTyphbl IS
COXPaHCHHSI U YKPETICHUS 37J0POBBS B
mporecce npodeccroHanbHOM
JESITSIIBHOCTH u TOI/ICPKaAHUS
HEOOXOUMOTO YpOBHS (U3HUECKOI
MOJITOTOBJICHHOCTH,

- 3(peKTUBHOCTh HCIIOIB30BAHHUSI B
npoQeCCHOHAILHON JIeATeTLHOCTH
HEOOXOIUMOM JOKYMEHTAIlUH, B TOM
YHCJIC HA HHOCTPAHHOM SI3BIKE
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5. OCOBEHHOCTHU OCBOEHUSA JUCIUIIJIMHBI J1JIs1 UHBAJIN1OB U JIUI C
OI'PAHUYEHHBIMHU BO3MOXKHOCTSAMHU 310POBbS

OOyuenune 00ydyarOMIMXCsl ¢ OTPAaHUYECHHBIMH BO3MOXKHOCTSMH 37I0POBbS IPU HAJTMYUHU
3asBJICHUS OCYLIECTBIIAECTCSA Ha OCHOBE a/IallTUPOBAHHOI pabouell mporpaMMBbl C UCIIOJIb30BaHUEM
CHELHATbHBIX METOZO0B OOyYeHHsS M JUIAKTHYECKHMX MAaTepHAJIOB, COCTABJICHHBIX C yYETOM
0COOCHHOCTEHN TMCUXO(PU3UUECKOTO PA3BUTHUS, WHIUBUIYaTbHBIX BO3MOXHOCTEH M COCTOSHUS
3JI0POBbS TAKUX O0y4aronuxcs (00y4Jaromerocs).

B menax ocBoeHus yueOHOW NporpamMmbl AMCUUIUIMHBI MHBAJIUMIAMH U JUIAMH C
OTpaHUYEHHBIMU BO3MOKHOCTAMU 3710p0OBbs Kotemk obecnieunBaer:
JUTSL THBJIUJIOB U JIUL C OTPAaHUYEHHBIMH BO3MOXKHOCTSMHU 3JJ0OPOBBS IO 3PEHUIO: pa3MelleHUE B
JOCTYIHBIX JJIsi OOy4aromuXcs, SBISIOMIMXCS CIENBIMH WM CIa0OBUISAIIMMH, MECTax U B
aJanTUpoBaHHOW ¢GopMe CHpaBOYHOW HHGOPMALMKM O paCHUCAHUM YYeOHBIX 3aHATHUM;
NPUCYTCTBUE ACCUCTEHTA, OKA3bIBAIOLIETO O0YyYaroImeMycsi HEOOXOAMMYIO MOMOIIb; BBITYCK
aJTbTEPHATHBHBIX (DOPMATOB METOIMUYECKUX MAaTEPUAIOB (KPYIHBIN mPpUdT Uin aynnodaus);
JUIS. MHBAJIUIOB | JIMII C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMH 3JIOPOBbSI MO CIIYXY: HaJICKAIIMMU
3BYKOBBIMH CpPEICTBaMH BOCIIPOU3BeIeHNE HH(OpMAIUY;
JUIE WHBAJIWJOB W JIMI C OTPAaHMYCHHBIMH BO3MOKHOCTSIMH 37I0POBbSI, UMEIOIINX HApPYIICHHS
OTIOPHO-ABUTaTEIHHOIO anapaTa: BO3MOKHOCTh OECIPEnsTCTBEHHOTO JOCTYMa 00yJaromuxcs B
yueOHbIE TMOMEIIEHUS U Jpyrue MOMEUIeHHs Y4eOHOro Koplyca, a Takke NpeOblBaHUE B
YKa3aHHBIX TOMEIIECHUSX.

OO6pazoBanue 00y4JarOIMMUXCS C OTPAaHUYEHHBIMU BO3MOYXHOCTSMH 3/I0POBBSI MOXKET OBbITh
OpPraHU30BaHO KaK COBMECTHO C JAPYTUMHU OOYUYaIOIIUMUCS, TaK U B OTAEIbHBIX IPYIIaxX WU B
OTIENBHBIX OPTaHU3aALUSAX.
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