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1. HACIIOPT PABOYEWM ITPOI'PAMMBI JJUCHUATLTAHBI

1.1. O0sacTh npuMeHeHus1 padoueii MPOrpaMMal

Pabouass mporpamMma IuCHUIUIMHBI (naigee — mporpamma YJI) sBisercs
YacTbl0  IPOrpaMMbl  MOJATOTOBKHM  CIELMAJIUCTOB  CPEAHEr0  3BEHAa 110
cnermmasibHocTl 40.02.04 IOpucnpyneHnus HampaBlIeHHOCTh — IOPUCT B cdepe
MIPABOOXPAHUTENBHOU JESTENIbHOCTH, pa3pabdOTaHHOM B TOCYJapCTBEHHOM
OIOPKETHOM MPOQECCUOHATBLHOM 00pa3oBaTelbHOM yupexJeHun Camapckoit
o0nacti «ChI3paHCKUNA METUKO-TYMaHUTAPHBIN KOJUIEIK.

1.2. MecTro aMCHUIUVIMHBI B CTPYKType MPOrpaMmbl MNOATOTOBKH
CIeNMATUCTOB CPeIHEro 3BeHa

Hucrumuimaa  OI1.06  JlokyMeHTallMoOHHOE — OOeclieYeHHe  yIpaBIICHUS
OTHOCUTCS K 00mmenpodecCHoHAIbHOMY I[HMKJIY TPOrpaMMbl  TOJATOTOBKH
CHENUAIIMUCTOB CPETHETO 3BEHA.

1.3. Heau ® 3aaa4ud JMCUUILVIMHBI — TPeOOBaHUSA K pe3yJbTraTam
OCBOCHMS AUCLMIIUNHBI

OO0s13arenpHas 4acTh
B pe3ynbTaTe OCBOCHHSI TUCIUTUIMHBI 00YYarOIIUNACS JOKEH YMETh:

— [IpumeHsTh Ha NOpPAaKTHKE TOCYJApCTBEHHBIE  CTAHAAPTHL,  JIPYrHe
HOPMATHUBHO-METOJIMYECKUE JIOKYMEHTBI, pPErjJaMeHTUPYIOIIUE OpraHU3alHIo
JIOKYMEHTAIlMOHHOTO 00eCIieueHus yIpaBJIeHHUS;
— CocTaBnaTh ¥ TPaBHILHO OPOPMIIATH OCHOBHBIC BB OpraHU3AI[MOHHO-
pacnopsiANTEIbHBIX TOKYMEHTOB;
— OdopmitsTh HHPOPMAITMOHHO-CIIPABOYHYIO JJOKYMEHTAIIHIO;
— OdopMIATh KAAPOBYIO TOKYMEHTAIINIO;
— O¢opMIATh NIPETEH3MOHHO-UCKOBYIO TOKYMEHTALUIO.

B pesynbrare ocBoeHUS yueOHOW IUCIHMIUIMHBI OOYyYaromMiCs TOJIKEH
3HATH:
~ TepmuHONIOrMI0 B 00JaCTH JOKYMEHTALIMOHHOTO 00€CIeUeHUs yIpaBiIeHUs
COLIMAbHYIO TPUPOJY MPECTYIMHOCTH M €€ OCHOBHBIC XapaKTEPUCTUKU U (POPMBI
TPOSIBIICHHS,;
— HopMaTuBHblE  JAOKYMEHTBI,  pErJaMEHTHPYIOIIME  COCTaBICHUE U
odopMIICHUE JOKYMEHTAIIUK | TMOPSJIOK €€ 00paboTKH;
— [IpaBuiia coctaBneHust 1 0POPMIICHHUST OPTaHU3AMOHHO-PACTIOPSAUTEIBHBIX
JOKYMEHTOB, BXOJSIIMX B YHU(PHUIMPOBAHHYIO CHUCTEMY OpraHHU3allOHHO-
pacTopsIAUTENbHBIX ~ JOKYMEHTOB, YHU(DHIIMPOBAHHYIO CHCTEMY TEPBUYHOMN
YYETHOM TOKYMEHTAIlMU B YaCTU JOKYMEHTALUHU 110 YUETY TPYya;



— [Topsimox mpoBeAeHUs SKCHEPTU3bl IIEHHOCTU JOKYMEHTOB M TMOATOTOBKH
JIe] K apXUBHOMY XPaHEHUIO

— TexHonoruto  opraHmzanuu  JOKYMEHTOOOOpOTa B OpraHU3alusIX
(YyupexaeHusx).

BapuaTuBHas 4acTh — HE PETyCMOTPEHO

ConepkaHue TUCHUIUIMHBL JTOJAKHO OBITh OPUEHTHUPOBAHO HA MOITOTOBKY
oOyJarommxcsi K OCBOCHUIO MpO(EeCcCHOHATBHBIX  MOAYJEH MpOorpamMMbl
MOJATOTOBKM  CIEIMAIIUCTOB CpeIHEro 3BeHa 1o cneuuansHoctu 40.02.04
IOpucnpyaennusi, HampaBJICHHOCTh — IOPUCT B cdepe MpaBOOXpPaHUTEILHON
NeATeIbHOCTH, OBJIaJICHUIO TTpodeccroHaIbHbIMU KomnieTeHnsIMu (nanee - [1K):

Koxa HanmeHoBaHue pe3ysibTaTa 00yUeHUs
I[IK 1.2 | [lpumeHaTs HOpPMBI TIpaBa Uil pelIeHHs 3anady B Npo(ecCHOHATBHOM
JESITCIIBHOCTH
[IK 1.3 | Bnagets HaBbIKaMU MOATOTOBKH IOPUAMYECKHX JOKYMEHTOB, B TOM YHCIE C
UCIOJIb30BaHUEM HH(POPMALIMOHHBIX TEXHOJIOT M

B mpouecce ocBoeHHMS IUCHUIUIMHBI y OOyYarouIuxcsl JOJIKHBI OBbITh
chopmupoBanbl o01ue kommnereHuuu (nanee - OK) u TMuHOCTHBIE Pe3yIbTaThI:

Kona HaumeHoBaHue pe3yjbTaTa 00y4eHus
OK 01 BeiOupate cnocoObl  pemieHuss 3afad  MpopEeCCHOHATBHON  JesITeIbHOCTH
IMPUMCHHUTCIILHO K pa3JIMYHbIM KOHTCKCTaM
OK 02 Vcnonb30BaTh COBPEMEHHBIE CpEICTBA IIOMCKa, aHalIW3a W HHTepHpeTaluu
uHbpopMaluu ¥ UHGOPMALIMOHHBbIE TEXHOJOTUU JUISl BBIIOJHEHUS 3adad
npodecCUOHATILHOM JIeSITeIbHOCTH;
OK 03 [InanupoBaTh U peanu3oBbIBaTh COOCTBEHHOE MPOQPECCHOHATBHOE M JMYHOCTHOE
pa3BUTHE, NPEANPUHUMATEIBCKYIO AEATEIbHOCTh B INpOo(decCHOHAIBHON cdepe,
HUCII0Jb30BAaTh 3HAHUA IIO (bHHaHCOBOﬁ TPaMOTHOCTHU B PA3JIMYHBIX XHU3HCHHBIX
CUTYalUsX
OK 04 OddekTHBHO B3aUMOICHCTBOBATh U pabOTaTh B KOJIJICKTHBE U KOMAH/JIC,

OK 05 OcCylecTBIATh YCTHYIO M MUCBMEHHYIO KOMMYHHUKAIUI0 Ha TOCYJIapCTBEHHOM
s3pike  Poccuiickoit ®enepanuu ¢ ydyeToM OCOOEHHOCTEH COLMAIBHOTO U
KyJIbTYPHOT'O KOHTEKCTA;

OK 06 IIposiBnaTh IPaKJaHCKO-IIATPUOTUYECKYIO MIO3ULIMIO, J€EMOHCTPUPOBATH
OCO3HAHHOE MIOBEJICHUE Ha OCHOBE TPAJULMOHHBIX OOILIEYEIOBEYECKUX LIEHHOCTEH,
B TOM YHCJIE C Y4YETOM TIapMOHM3ALMM MEXHALMOHAIBHBIX M MEXPEIUTHO3HbIX
OTHOILIEHUH, MPUMEHATH CTAHJAPTHI AHTUKOPPYILIMOHHOTO TOBECHMUS;

OK 07 CopelicTBOBaTh  COXpPAaHEHHIO OKpYJXKaroulell cpelpl, pecypcocOepekeHuIo,
IPUMEHATh 3HaHUS 00 U3MEHEHMU KJIMMaTa, IPUHIMIBI  OepexxIIMBOroO
IIPOU3BOJICTBA, YPPEKTUBHO AEHCTBOBAThH B UPE3BBIYAMHBIX CUTYaLIUAX

OK 08 Hcnonw3oBath cpenctBa Gpu3nyueckor KyJbTYpbl JUISI COXPAHEHUS M YKPETUICHUS

300POBbSI B IIPOLECCE HpO(i)eCCHOHaHLHOI;'I JACATCIIBHOCTH W TIOAACPIKAHUSA




HE00X0UMOT0 YPOBHS (PU3HUECKOM MOATOTOBIEHHOCTH

OK 09 [Tonb3oBaTbes mpodeccHOHANBbHOM JOKYMEHTallMell Ha ToCyAapCTBEHHOM U
WHOCTPAHHOM $SI3BIKaX
JIP2.1 | IlposiBIsifOIIMA ~ aKTHMBHYIO  TPOXKIAHCKYIHO  IMO3ULHIO,  JIEMOHCTPHUPYIOIIUH
MIPUBEPKEHHOCTh MPUHILIUIIAM Y€CTHOCTHU, OPSA0YHOCTH, OTKPBITOCTH
JIP4.2 | Crpemsmmuiics K  (GOpPMHPOBAaHHIO B  CETEBOM  CpeAe  JIMYHOCTHOTO |
po(hecCHOHANBFHOTO KOHCTPYKTUBHOTO «IIU(PPOBOTO CIEAa»
JIP7 Oco3HaromMii IPUOPUTETHYIO LEHHOCTb JIMYHOCTU YEJIOBEKA; YyBa)KarOILUN
COOCTBEHHYIO U UYXKYI0 YHUKATHHOCTh B PA3IUYHBIX CUTYaIUsAX, BO BceX (hopMax
Y BUJAX JCSITEIHLHOCTH.
JIP10.2 | 3aboTsmmiicsi 0 COOCTBEHHOW U Uy>KOi O€30MaCHOCTH, B TOM YHMCIIe IU(PPOBOI
JIP13 [IpuHuMarOmMii 1 NOHUMAKOIIMK LEIH W 33Ja4d COLMAIbHO-3KOHOMHYECKOIrO
pasButusi Camapckodt o00yiacTh, TOTOBBIM paboTaTh HAa WX JOCTHXKCHHE,
CTPEMSIINICS K TOBBIIIEHUI0 KOHKypeHTocmocoOHocTn Camapckoit obiactd B
HallMOHAJTBFHOM M MHPOBOM MacITabax.
JIP17 Oco3HaIIMA IIEHHOCTM MCHOJB30BAaHUA B  COOCTBEHHOH  JI€ATEIBHOCTHU

HHCTPYMCHTOB U IIPUHIIUIIOB 6epe>1<JmBoro IIpOU3BOJACTBA

2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JUCIUILIAHBI




2.1. O0bem yueOHOI TUCHUILINHBI U BUAbI y4e0HOH padoThI

Buj yueOHoii 1esiTe IbHOCTH

O0beM 4yacoB

O6wem 06pa3oBaTenbHOM MPOrpaMmbl Y4eOHON AUCIUILTUHBI 36
B TOM 4YHCJIe B JopMe MPaKTUIECKON MOATOTOBKHU 18
B TOM UYHCIIE:

TEOPETHYECKOE 00yUeHHE 16
[IPAKTHYECKUE 3aHATHS 16

nabopaTopHble paboThI

HE MPETyCMOTPEHO

KOHTPOJIbHbBIE pabOThI

HE IPEeyCMOTPEHO

CamocrosTenbHas paboTa 00yJarouerocs 2
Koncynpranuu HE MIPEAYCMOTPEHO
[Ipomexxytounast artecraisi B Qopme nudhepeHInpOBaHHOTO 2

3a4€Ta




2.2. TemaTu4yecKuil JIAH M coJep:KaHue Y4eOHOM TN CUMILIHHBI

HaumenoBanue
pa3aesioB M TeM

Copnepxxanue yueOHOro MmaTepuaJia, 1adopaTtopHbie padoThl U
NpaKTHYeCKUE 3aHATHSI, CAMOCTOSITe/IbHAsI padoTa 00y4yalouuxcs,
KypcoBasi pa6oTa (IpoeKT)

O0LeM yacoB

YpoBeHb 0CBOEHMS

1 2 3 4

Pazznea 1. OCHOBBI JOKYMEHTHUPOBAHUS YIIPABJIEHUECKON 5
JAEATEJIBHOCTHU
Tema 1.1 Ilonsitue 0 | Conep:xanne y4eO0HOro Mmarepuajia 1 OK 01, OK 02, OK 05,
JOKYMEHTAIMOHHOM | OCHOBHBIE CBOICTBa JIOKyMEHTOB M UX (YHKIHH B CHCTEME OK 09
olecreyeHUH ynpasienusi. llonsitue noxymenta. WHbopMamuss W JIOKYyMEHT. K 1.2, 11K 1.3
yIpaBJIeHHS, Knaccugukarus 10KyMeHTOB: TIO BHLy O()OPMIICHHUS; IO COJCPIKAHUIO;
AOKYMeHTe u 1o (opMme; 0 MPOUCXOKACHUIO; TI0 CPEACTBaM (DUKCAIMH; 10 CPOKAM
crocodax XpaHeHus. MarepuaibHble HOCUTETU UHPOPMAIIIH. 1
AOKyMeHTHpOBaHusi | [lonstue JIOKYMEHTUPOBaHUS. OcHoBHbIE CHOCOObI

JIOKYMEHTHPOBAHHUS. OcHoBHbIE COBPEMEHHBIE TEXHOJIOTHH,

NpUMEHSEeMble TPU OpraHu3alud paboThl C JOKyYMEHTaMH B

oprau3anusax (yupexaeHusx).

IIpakTHYecKHe 3aHATHS HE TIPEyCMOTPEHO

JlabopaTopHbie padoThl HE IIPEAYCMOTPEHO

KonTposbHbIe padoThl HE IPEAYCMOTPEHO

CamocTosiTesibHAsI padoTa 00y4alierocs HE ITPETYCMOTPEHO
Tema 1.2 Conep:kanue y4e0HOro MaTepuaa 1
HopmaTusHo- HopMatuBHO-TIpaBOBBIE aKThI, PETYJIUPYIOLIME JTOKYMEHTAIMOHHOE OK 01, OK 02, OK 05,
npasoBas 0a3a obOecriedyeHre ymOpaBieHUs. YHUPHUKAUS U CTaHIApTU3AlMs Kak 1 OK 09
JOKYMEHTAIMOHHOI0 | OCHOBHBIC  HAMpaBJICHHsS  COBEPUICHCTBOBAHMUA  JOKYMEHTOB U IIK 1.3

JOKYMCHTAlITUOHHOT' O obecreyeHus YHpaBJICHUA.




o0ecreyeHus
ynpaBJieHUs

Ilepeuenn OCHOBHBIX roCyJJapCTBEHHBIX CTaHIapTOB Ha

YHI/I(bI/II_[I/IPOBaHHBIe CUCTCMbI NOKYMCHTAIIUU. OCHOBHBIE MOJOXKEHUS
roCy1apCTBEHHON obecrieueHUS

CHUCTCMBI JOKYMCHTAlIUOHHOTI'O

ynpasienusi. CocTaB yHU(QHUIUPOBAHHBIX CHUCTEM JIOKYMEHTAIHH:
OpraHU3alMOHHO-PACTIOPSAAUTENbHAS, OTYETHO-CTaTUCTUYECKAs,

¢dbuHaHCOBAS U JP.

IpakTnyeckue 3aHATHS

HE IPEAYyCMOTPCHO

JlabopaTopHbie padoThI

HE MIPEAYCMOTPEHO

KonTpoJsbHbIe padoTsl

HE MPEAYCMOTPEHO

CamocrosiTeibHas padoTra o0yuyaromerocst

HE IPEyCMOTPEHO

Tema 1.3 Cnioco0nI u
NMpaBUWJIa CO3IAHUS
JTOKYMEHTOB

Conep:xxanue yueOHOro MaTepuasa 1
Xapakrepuctuka, coctaB u cogepxkanue ['OCTa Ha cucremy
OpraHU3al[MOHHO-PACIOPSAUTEILHON JOKYMEHTAIUH.
YHupuuupoBaHHas ~CHUCTeMa  OpPTraHMU3aLMOHHO-PACIIOPSAUTEIBHOMI |
nokymeHTanun. TpeboBaHust K 0pOpPMIICHHIO JOKYyMEHTOB. DOopMyIisip-

oOpa3zert OPJ. [IpaBuna oopmIiIeHUS PEKBHU3UTOB,
pernamenTupoBaHHbix ['OCTom.

IpakTnyeckue 3aHATHS 2
[TpakTrueckas padota Nel. OdopmiieHre pEKBU3UTOB HA JOKyMEHTAX. D)

OK 01, OK 02, OK 03,

OK 04, OK 05, OK 06,

OK 07, OK 08, OK 09
K12, 1IK 1.3

JlabopaTopHblie padoThI

HC IPEAYCMOTPCHO

KonTpoJsbHbie padoThl

HE IPEyCMOTPEHO

CamocTosiTesibHAsi padoTa 00y4aroierocs

HE MPEyCMOTPEHO

Pazpnen 2. OPTAHUBAIIUA CUCTEMbBI JOKYMEHTAIIMOHHOI'O OBECIHHEYUEHUSA 23

Tema 2.1 Coaepxxanue yueOHOro MaTepuaJia 2 OK 01, OK 02, OK 03,

Odopmaenue XapaKTepuCTUKa U COCTaB CIPaBOYHO-MH(DOPMAITMOHHBIX JTOKYMEHTOB OK 04, OK 05, OK 06

HH(popMaNOHHO- (cmyKeOHBIX IMCEM, CIPaBOK, 3asBJE€HHM, aKTOB, IPOTOKOJOB, 2 MK 1.2, 1K 1.3
JIOKJIAHBIX M OOBSCHHUTENBHBIX 3aIllMCOK), TpPeOOBaHHWS K HX




CIIPaBOYHOI opopmieHuto. J{oKyMeHTHpOBaHUE JESTEIBHOCTH KOJUIETHAJIbHBIX
AOKYMEHTANU OpraHoB.

[MpakTnyeckue 3aHATHS 2 2

[TpakTrueckas padota Ne2. Odopmiienre nHPOPMAITUOHHO- )

CIPaBOYHON JOKYMEHTALUH.

JlabopaTopHbie padoThI HE IIPEAYCMOTPEHO

KonTpoabHbIe padoThI HE MPEeTyCMOTPEHO

CamocrosiTeibHas padoTa o0yuyaromerocst HE MPEeTyCMOTPEHO
Tema 2.2 Coaepxxanue yueOHOT0 MaTepuaJia 3 OK 01, OK 02, OK 03,
Odopmienue OCHOBHBIE TPYMIIBI OPTaHU3ALMOHHO-PACTIOPSIIUTENbHBIX JIOKYMEHTOB. OK 04, OK 05, OK 06,
OPraHM3alMOHHO- XapakTepucTuka U COCTaB OPraHU3allMOHHBIX JOKYMEHTOB (ycTaBa, OK 07, OK 08, OK 09
PacHopsAAMTENbLHON | MMOJIOKEHUS, HHCTPYKIIMHU, TOJHDKHOCTHOW WHCTPYKIIMHN), TPEOOBaHUS K K 1.2, 11K 1.3
AOKYMEHTAINU opopmieHHno.  XapaKTepUCTHKAa M COCTaB  PaCIOPSIUTEIHHBIX

JIOKYMEHTOB (IIOCTAHOBJICHMs, NpPUKa3a, PELICHUs, PaCHOPSIKEHUs, 3

yKa3aHus), TpeOOBaHUA K UX 0(OPMIICHHIO.

[TonsiTHe TOAMHHMKA, KOTHWH, BBIMUCKU, AyOnukara. Bumbl komui

JOKYMEHTOB, =~ OCOOCHHOCTM  3aBepeHMs]  KONUH M  BBIIUCOK

HOTapHalbHBIMU KOHTOPAaMH U JIOJPKHOCTHBIMU JIMIIAMH OpTaHU3aIMi.

IIpakTHYeckue 3aHATHSA 2 2

[TpakTudeckas padota Ne3. OdopmiieHne opraHu3anuoHHO- )

pacnopsAIUTENIbHON TOKYMEHTALIMH.

JlabopaTopHbie padoThl

HE TPeyCMOTPEHO

KonTpoJbHbie padoThl

HE IPEyCMOTPEHO

CamocrosiTeibHas padoTa o0yuyaromerocst

HE IPEyCMOTPEHO

Coaepxxanue yueOHOro MmarepuaJia

2

OK 01, OK 02, OK 03,




Tema 2.3
Odopmienue
KaJpoBoii
AOKYMEHTAIlUN

3asBiIeHHs M TPUKaA3bl IO JTUYHOMY cocTaBy. JInunas kapTouka popmbl

2
T-2 u nuuHbBIC ENa
IMpakTHYecKkue 3aHATHS 4
[Tpaktrueckas padota Ne4. OdopmiieHne KaapoBOI JOKYMEHTAIINH. 4

OK 04, OK 05, OK 06,09
IK 1.3

JlabopaTopHbie padoThl

HE MpeyCMOTPEHO

KonTpoJsbHbie padoTsl

HE MPEAYCMOTPEHO

CamocrosiTeibHas padoTa o0y4yaromerocst

HE IPEyCMOTPEHO

Tema 2.4 JloroBopHo- | Conep:xanne y4eO0HOro Mmarepuajia 2 OK 01, OK 02, OK 03,
npaBoBast [Tonsitue pgoroBopa. OcHOBHBIE pa3zzaenbl  a0roBopoB. llopsmok OK 04, OK 05, OK 06
AOKYMeHTaLus odopmIIeHHS TpPYAOBOTO JOrOBOpa, TOTOBOpa IIOCTaBKH, OTOBOpA 2 K 1.2,1IK' 1.3

KYTUTU-TIPOJIaKH.

[MpakTnyeckue 3aHATHS 2 2

[TpakTrueckas padota Ne5. OdhopmiieHHe TOTOBOPOB. 2

JlaGopaTopHbie padoThI HE MPEAYCMOTPEHO

KonTtpoJsbHbie padoThl HE NPEYCMOTPEHO

CamocrosiTeibHas padoTa o0yuyaromerocst HE IIPEAYCMOTPEHO
Tema 2.5 Coaepxxanue yueOHOIro MmaTepuaJia 1 OK 01, OK 02, OK 03,
IIperen3uonHo- OcCHOBHBIE PEKBU3UTHI U MOPSAAOK 0(OPMIICHHUS IPETEH3HU, OTBETOB Ha OK 04, OK 05, OK 06,
HCKOBaf nperensuro. FOpuanueckass ciyx0a, BBIMONHSIONIAS PETEH3MOHHO- OK 07, OK 08, OK 09
AOKyMeHTalus HCKOBYIO pa0boTy Ha npeanpusaTiu. JXypHan perucrpauuy npeTeH3mil. 1 K 1.2, 11K 1.3

[Topsimok oQopMIIeHHS HMCKOBBIX 3asBICHUN M TIPEICTABICHUE HX B

ApOuTpaxHbIii cyI.

IIpakTHyeckue 3aHATHSA 3

[Ipaktnueckass pabora Ne6. OdopmieHue mNpeTeH3MOHHO-UCKOBON 3 2

JOKYMCHTAIHU.

JlaGopaTopHbie padoThI

HE MPEITyCMOTPEHO

KonTposbHbie padoThI

HE MPEITyCMOTPEHO




| CamocrosiTesibHasi padoTa 00y4yaouerocs

HC IPEAYCMOTPCHO

Pa3znea 3 OPTAHU3AIIUA PABOTBI C JOKYMEHTAMMU B OPTAHU3ALIUAX

(YUYPEXIEHUSAX) 6
Tema 3.1 Coaepxxanue yuyeOHOIro MaTepuaJia 1 OK 01, OK 02, OK 03,
TexHonorus Viopasnenne U Aenonpou3BoAcTBO. OpraHu3anuoHHbIE  (OPMBI OK 04, OK 09
OpPraHu3auuu nenonpousBojcTBa.  Cnyxk0a  JTOKYMEHTAIIMOHHOTO  oOecreueHus IIK 1.2, 11K 1.3
JIOKYMEHT0000p0Ta B | yIpaBJICHHs, OCHOBHAs 3agada, (YHKIUW, THIIOBBIE CTPYKTYPHI, 1
OpraHu3anusax JIOJDKHOCTHOW  cocTaB. Permamentamust  paGoter  cimyx0b1  JIOVY.
(Yupe:kaeHusIx) [IpumepHOe MOJIOKEHUE O CIy:K0€ TOKYMEHTAllMOHHOTO OOecreueHus

YIpaBJICHUS U JOKHOCTHBIC HHCTPYKITUH.

IIpakTHyeckue 3aHATHSA HE MPeTyCMOTPEHO

JlabopaTopHbie padoThI HE IIPEAYCMOTPEHO

KonTtpoJsibHbIe padoThI HE NPEyCMOTPEHO

CamocrosiTesibHasi padoTa 00y4aouerocs HE MIPEAYCMOTPEHO
Tema 3.2 Coaepxxanue yueOHOro MmaTepuaJia 1 OK 01, OK 02, OK 03,
Oco0eHHOCTH [TonsiTs IpeANIOKEHNUs, 3asgBICHUS U KaloObl. [IpueM u peructpanus OK 04, OK 05, OK 06,
JeJI0NPON3BO/ACTBA nuceM rpaxjaH. PaccMoTpeHne U paspenieHHe IHCeM, CpOK OK 07, OK 08, OK 09
1o o0paneHuAM paccMOTpeHHsl. AHAIU3 MUCEM IpaXKaaH. K 1.2,1IK' 1.3
rpa:kaaH u Kondunennuaapaoe nenonpon3BoAcTBo. I'pud orpanuvenHus: mocrymna 1
KOH(HMIECHIHMAJBLHOIO | K JOKYMEHTY. ABTOMAaTH3UPOBAaHHBIE  CHCTEMBI  PabOTBI ¢
JeJ10NPON3BOACTBA nokymeHTaMu. CpencTBa M3rOTOBJICHHUS, KOMMPOBAHUS U PA3MHOXKCHHUS

TIoKyMeHTOB. Opranuzaius pabounux MecT.

IpakTHyecKHe 3aHATHS 1 2

[Tpaktnyeckas padora Ne7. OdopmiieHue oOpaleH!i rpaxaH.

1

JlaGopaTopHble padoThI

HE MPETyCMOTPEHO

KonTposbHbie padoThl

HE MPEITyCMOTPEHO

CamocTosiTesibHAsi padoTa 00y4aroierocs

HE IPpEAyCMOTPCHO




Tema 3.3
CucreMmaru3zanus
JTOKYMEHTOB,
(¢opMupoBaHue UX B
JeJia u mepenavya B
apXUB OPraHU3aIuu

Conep:xxanue yueOHOro MaTepuaJia

JnokyMeHTtoobopora.  OOmme
JOKYMEHTOO00pOTa, €ro OCHOBHBIC OTaIlbl:
00paboTKa JIOKYMEHTOB; PAacCIpe/e/iCHHe MOCTYNUBIINX JOKYMCHTOB;

[Tonarue MPUHLKIBL  OpraHU3aIUU

IIpUEM M TEpBUYHAS

perucTpauyss OOKYMEHTOB M MPEABAPUTEIBHOE HX PACCMOTPEHHUE;
paccMOTpeHHEe JOKYMEHTOB PyKOBOJICTBOM OpTraHU3alMU (YUpEKICHHS)
U HalpaBi€HHE HUX Ha HCIOJIHEHHE; HCIOJHEHHWE U KOHTPOJIb 3a
HCITIOJIHCHUEM NOKYMCEHTOB,; TCKYIIEC XPAHCHUC TOKYMCHTOB.
Homenxnartypa gen. O6paboTka aen A NOCIeAYIOEro XpaHeHHsL.
OKcnepTu3a HEHHOCTH JOKYMEHTOB, 0(OPMIICHHE €I, COCTABICHUE
onuceil. Cnaya gen B apXHuB.

OK 01, OK 02, OK 03,
OK 04, OK 09
K 1.2, I1IK 1.3

I[MpakTnyeckune 3aHATHA

HE TPeyCMOTPEHO

JlabopaTopHbie padoThl

HE MPeyCMOTPEHO

KonTposabHbie padoThbl

HE IPEAYyCMOTPCHO

CamocrosiTeibHas padoTa o0yuyaromerocst

N3ydyeHne HOpMaTUBHO-IIPABOBOM JTOKYMEHTAIWH. 2
KoHTponbHbIE BOMPOCH MO MOATOTOBKE K auddepeHnpoBaHHOMY
3a4yeTy
[TpomexyTouHas aTTectanus B Gopme nuddhepeHIIMPOBAHHOTO 3a4eTa 2
Bcero: 36

YpoBHH OCBOEHHSI YI€OHOTO MaTepuana:

1 — o3HaKoMHUTENHHBIN (Y3HABAHHE paHee U3YUCHHBIX 0ObEKTOB, CBOMCTB);
2 — penpoTyKTHBHBIH (BBIOIHEHHE ACATEIBHOCTH TI0 00pasily, MHCTPYKIIMU WU IO PYKOBOJICTBOM);

3 — MpOAYKTUBHBIN (IUTAHUPOBAHKE U CAMOCTOSTENILHOE BBITIOJIHEHUE IEATEIHbHOCTH, PEIICHHE TPOOIIEMHBIX 3a]a4).




3. YCJIOBUSA PEAJIMBALIUA JTUCHUITVIMHBI

3.1. TpeOoBaHus K MHHUMAJIBHOMY MATEPHAJILHO-TEXHUYECKOMY
o0ecrne4yeHn 10

Peanmmzanust mporpammel yueoHo# quctiumuinabl OI1.06 JlokymeHTallmoHHOE
oOecrieueHue  ympaBlieHUss TpeOyeT Haiuuusg  ydyeOHbIX KaOMHETOB  —
['yMaHUTapHBIX ¥ COIMATHLHO-YKOHOMUYECKUX MUCIUILINH. JIOKyMEHTaIlMOHHOTO
oOecrieueHust ympaBieHUs. OCHOB JKOJIOTHUECKOTO TIpaBa; MAaCTEPCKUX — HE
npeaycMOTpeHo;  jmabopatopuii —  MHpOpManmoHHBIX  TEXHOJOTHHA B
po(eCCUOHATIBHOM €SI TEIbHOCTH.

O6opynoBaHue yueOHOTO KabrHETa U pabOYrX MECT KaOMHeTa:

— II0CaJI0YHBIE MECTa MO KOJMYECTBY OOydarommxcs ¥ padbouee MecTo
MPEToIaBaTes;

—  TaOJHIIBI, CXEMBI, CTPYKTYPBI;

— Mpe3eHTallUH;

— METOJIMYECKHUE MOCOOUS, pPEKOMEHJALUH JIJIsi 00YUYarOIINXCsl.

O6opynoBaHue 1a00paTOpUU U pabOUUX MECT JIaDOPaTOPUH:

— II0CaJIOYHBbIE MECTa MO KOJMYECTBY OOydarommxcs ¥ padbouee MecCTo
MPEToIaBaTes;

— TEepPCOHAIIbHbIE KOMIIBIOTEPHI;

—  cleluaibHble TEXHUYECKHUE CPEJICTBA;

— OdwucHBII TTPOrpaMMHBIA TAKET JJIT 00PaOOTKH TEKCTOB, JICKTPOHHBIX
Tabnuil, npe3eHrauui, rpaduku, 6a3z ganasixOpenOffice (LibreOffice);

— OmnepannonHas cuctema (Ha ocHoBe OC Linux);
— [Tporpammsr 115 mpocMoTpa qokymeHToB B hopmare PDF u DjVU (Acrobat

Reader, Foxit Reader);

— ['paduyeckuie perakTopbl U IPOTrPaMMBbI JJIsl TPOCMOTpa rpaduuecKux

nzoopaxenuii (Paint. NET, Inkscape, XnView, Irfan View u 1.11.);

— 360 Total Security;

— Tectupytomas ob6osouka VeralTest Professional;
— CnpaBouHo-nipaBoBas cuctemMa 'APAHT;

— ObC «KOHCYJIBTAaHT CTYJICHTa»

— OBC «Jlanb»

— OBC «Jlanb» PenepanbHblil nepeyeHb y4eOHUKOB.
Texuuueckue cpeacTBa oOyYeHHUS:

— KOMIIBIOTEP;

— MYJIBTUMEIUUHBIN IIPOEKTOP;

— WHTEPAKTUBHAS JIOCKA;

— KJIACCHAsl JJOCKa;

— DKpaH.



3.2. UudopmannoHHoe odecnevyeHmne

OcHOBHBIE HCTOYHUKH

1. Kysnenos W.H. JlokyMeHTamoHHOE oOOecCreYeHnue YIMpaBiICHUS.
JIoKkyMeHTOOOOpOT M JIETOMPOU3BOJICTBO ;| YUEOHUK M MPAKTHUKYM JIA CPEIHETO
npodeccuonansHoro odOpaszosanusi/ U. H. Ky3nenos. — 4-e usn., mepepad. u
non. — Mocksa : U3narensctBo FOpaiit, 2023. — 545 ¢. — (IIpodeccnonanbaoe
oOpasoBaHue).

2. bacakoB M. WM. JlokyMeHTaluoHHOE OOECIEUYECHUE YIpPaBICHUS (C
OCHOBaMHU apXxHMBOBeJeHUs): ydueOHoe mocobue / M. U. bacakoB. — Mocksa :
KuoPyc, 2023. — 216 c.

JlonoTHUTEIbHbIE HCTOYHUKH

1. Bapmynn, B. B., JlokymeHTallMOHHOE oOecrniedeHue YMpaBjieHUs :
yueOHuk / B. B. Bapmyna. — Mocksa : FOctunus, 2022. — 271 ¢. — ISBN 978-
5-4365-8902-2.

2. Kopnee, U. K. JlokyMeHTalmoHHOE OOECreYeHre YIpaBICHUS :
y4eOHUK M TPAKTUKYM JUIS CpPEJHEro MpoQecCHOHATLHOrO 00pa3oBaHus /
. K. Kopnees, A. B. ITmenko, B. A. Mamypues. — 3-e uzn., nepepab. u aomn. —

MockBa : HWsnmarensctBo [Opaiit, 2023.— 438 c.— (IIpodeccnonanbroe
oOpasoBaHue).
3. Kysnenos, M. H. JlokymeHTalMOHHOE OOECIEUECHHE YIpPABICHUS.

JIOKyMEHTOOOOPOT ¥ NETOMPOU3BOJICTBO ;| YUCOHUK M MPAKTHUKYM JJISI CPETHETO
npodeccruonansHoro odOpaszoanus / W. H. Ky3neuos. — 4-e u3n., nepepald. u
non. — Mocksa : U3narensctBo FOpaiit, 2023. — 545 ¢. — (IIpodeccuonanbHoe
obpazoBanue). — ISBN 978-5-534-16004-8.

4. KysnenoBa, . B. [lokymeHTalluoHHOE OOECIEUEHUE YIPaBICHUS :
yuebHoe nocobue s CIIO / W. B. Ky3nenona, I'. A. XavatpsiH. — 2-e u3a. —
Caparos : [Ipodob6pazoBanue, At [Tu Op Meaua, 2019. — 166 c. — ISBN 978-5-
4486-0404-1, 978-5-4488-0216-4. — TekcT : SIEKTPOHHBIA // DIEKTPOHHBIH
pecypc nmudpoBoit odpazoparensHoi cpenpl CIIO PROFo6pasoBanue : [caiiT]. —
URL.: https://profspo.ru/books/80326

S.IIyBamoBa, H.H. [lokymenTtanmoHHoe oOecrieueHrue YIpaBiICHUS :

y4eOHUK ¥ TIPAKTUKyM JUIS CpPEJHEro MpoQecCHOHATLHOTO 00pa3oBaHwMs /

H. H. lllyBanoBa. — 3-e¢ wu3a., nepepad. u jgon. — Mocksa : H3naTenscTBo
Opaiit, 2023. — 247 ¢. — (Ilpodeccuonansnoe odbpazoanue). — ISBN 978-5-
534-16538-8. — TekcT : anekTpoHHbId // ObOpa3zoBarenbHas miatdopma FOpaiit

[caiiT]. — URL: https://urait.ru/bcode/531240
6.Anb00M TIEPBUYHBIX JOKYMEHTOB: JnekTpoHHas kuura (1 CD).- M.: ]|
«PaBHOBecue».- (Cepust [lenoBble TOKyMEHTBD», BHII. 6).


https://profspo.ru/books/80326

7.PorxakoB A.Il. OOpa3ipl JOKyMEHTOB AJisl TpaxkaaH: DJIEKTPOHHASI KHUTA
(1 CD).- M.: U]l «PaBHOBecHEY.

8.CnpaBoyHo-1ipaBoBas cucrtema «I'apanm.

9.CnpaBouno-npaBoBas cucrema «Koncynbrantllirocy.

10. TOCT P 7.0.97-2016. HauuonaneHblii cTaHzapt Poccuiickoit
O®enepanuu. Cucrema CcTaHgapToB 10 HHPOpMANMUHM, OUOIUOTEYHOMY H
U3aTelbckoMy  Jieny. OpraHu3alMOHHO-pacCopsSAUTENbHAS  JOKYMEHTAIUS.
TpebGoBanus k 0HOPMIICHHIO TOKYMEHTOB.



4. KOHTPOJIb 1 OHEHKA PE3YJIBTATOB OCBOEHUSA

JANCIUIIJIMHBI

Pe3yabTarsl (0OCBOCHHBbIE

OCHOBHBIE OKA3ATEJIN

DopMBbI U METOBI

npodeccuoHaJIbHbIE
OLIEHKH pe3yJibTaTa KOHTPOJISI M OLleHKH
KOMIIETEHI[MH)
IIK 1.2 IIpuMeHATH HOPMBI | —  TPHUMEHSET HOPMBI | —  OLEHKa MPaKTUYECKUX
npaBa JJis PEUICHMS 3a7a4 B | mpaBa JIJs pElICHUs 3a7a4 B | YMEHUU;
npodeccuOHATLHON npoeccuoHaIbHOM —  OIEHKa  pe3yJibTaToB
JESITENIbHOCTH JESITENIBHOCTH; peleHus npoOIeMHO-
—  omepupyer CUTYallMOHHBIX 3a/1a4;
IOPUIMYECKUMHU  TOHATHSMH | —  OLIEHKA pe3yJIbTaTOB
U KaTerOpUsIMH; TECTUPOBAHUS;
—  aHaJIu3upyer —  OlIeHKa YCTHBIX
opuauueckue  (GakThl U | OTBETOB;
BO3HHKAKOIIUE B CBIA3U C | — OILICHKA pPE€3yIbTaTOB
HUMH NMPaBOOTHOILICHHS, nudpepeHIMpoOBaHHOTO
—  pasrpaHUyuBacT 3aueTa
MIPaBOBbIE HOPMBI u
IIPABOOTHOLIEHMUSI B
3aBUCHUMOCTH OT OTpaciieit
paBa;
—  aHaJIu3upyeT M pelaer
IOpUIUYECKUe MpoOJIeMbl B
chepe  aAMHUHUCTPATHBHO-
[IPaBOBBIX OTHOLLICHUN;
IIK 1.3 BmageTes HaBBIKAMH | — HOJTOTaBINBAET —  OLEHKa MNPAaKTHUYECKUX
MOJATOTOBKU  IOPUANYECKUX | FOPUAUYECKHE NOKYMEHTHI, B | YMEHHUI;
JOKYMEHTOB, B TOM YHCJIE C | TOM yuclie C| — oOIleHKa pE3yJIbTAaTOB
HCII0JIb30BaHNEM UCIIOJIb30BaHUEM pelIeHus poOJIeMHO-
MH(POPMALMOHHBIX MH(POPMAIIMOHHBIX CUTYallMOHHBIX 33/1a4;
TEXHOJIOTUH TEXHOJIOTUM. —  OIleHKa pe3yIbTaTOB
—  IpUMEHSET TECTUPOBAHUS;
COBpPEMEHHBIC — OIICHKAa YCTHBIX
UH(POPMALIMOHHBIE OTBETOB;
TC€XHOJOTHH JJId IIOMCKa M | _— OILICHKA pE3yJIbTAaTOB
006paboTku PaBOBOH nudGepeHIIMpOBaHHOTO
uHpopMauuu U oPOPMIIEHHUS | 3ayeTa
IOPUIMYECKUX IOKYMEHTOB
Pe3yabTarbl

(ocBoeHHBIE 001IME
KOMIIETEHI[MH)

OcHoBHbIE NTOKA3aTeJaHN
OIICHKHU pe3yJjbTaTa

q)OprI H METO/bI
KOHTPOJI U OLICHKHA




OK 01 BsiGupars crocoObl
peleHus 3a/1a4y
npodecCuOHAIbHON
ACATCIIBHOCTH NPUMCHUTCIBHO
K Pa3JIMYHBIM KOHTEKCTaM

— pacmo3HaBaTh 33/1a4y W/UIN
npobieMy

B PO eCCHOHATIBHOM H/HJITH
COIIMAJBHOM KOHTEKCTE

— aHANM3UPOBATH 3a/1a4y
W/uny mpooaemy

Y BBIJICJIAATH €€ COCTaBHBIC

— OLEHKa
KOMITETeHTHOCTHO-
OPHUCHTHPOBAHHBIX 3aIIaHHfI;
- OILICHKAa BBIINIOJTHEHUA
pedepaTos;

—  OIIEHKa MOPT(OIHO

— yyacTHe B  JI€JOBBIX

qacTHu HUIpax;

— OIPEACIIATE 3Tallbl PCIICHUA — DKcHeprHasd OLICHKAa

3a1a41 OCBOCHHBIX 3HAHUI u

— BBIABIIATH U DPPEKTHBHO YMCHHMA B poruecce

UCKaTh HH(POPMAIIHUIO, MIPOBEACHUS

HE00XO0IUMYIO JUIs PEeLIeHUs Qg epeHIMPOBaHHOTO

3aJ1a4u 3ayera

W/ TPOOIIEMBI

— COCTAaBJIATH IJIaH JEUCTBUS

— OIpeJeNIATh HEOOXOIUMbIE

pecypceel

— BJIaJIETh aKTyaJbHBIMU

MeTOoJIaMu pabOThI

B IpO(eCCUOHATILHON U

CMEXHBIX chepax

— peanu30BbIBaTh

COCTaBJICHHBIN IUIAH

— OLICHUBATH PE3YJIbTaT U

HOCJIENCTBUS CBOUX JIEUCTBUU

(camoCTOATENHHO WIIH C

MIOMOILbIO HACTABHUKA)
OK 02 Hcnone30Bars | — onpenensTh 33124 IS - OIICHKA I10
COBPEMEHHBIE CPEJCTBA ITOMCKA, | MOMCKa HHPOPMALUU pe3yJibTaTaM BBIIIOJIHEHUS
aHajuu3a W MHTEPHPETAlMM | — ompeaensaTh He0OX0UMbIe MPAKTUYECKUX 3aaHUI;
uHpopMaLKH U | ICTOYHUKHU HHPOPMALHH —  OlEHKa pe3yJIbTaToOB
MH(QOPMAIINOHHBIC TEXHONOTHH | — [1aHHPOBATH IIPOLIECC pEIIIEHHs TPOGIEMHO-
o W |non S———————
JeSITeIbHOCTH nonylszaezgropnﬂq)opMaumo . onema

KOMIIETEHTHOCTHO-
—BBIIENIATH HanboJee OPHCHTHPORAHHHIX
3Ha4YMMO€ B [IEpPEUHe ..
3aJaHU;

uHpOpMaun

— OLICHUBATH MPAKTHYECKYIO B otietiia To

3HAYUMOCTb PE3YJIbTAaTOB pesysibTaTam yqe6}£0-

S —— HCCJIEI0BATEIBCKOMN

— 0(OPMIIATE PE3yIbTATHI ACATEIPHOCTH

MOUCKA, IPUMEHSThH CPEACTBA (mocTHKEHUAM

MH(OPMaLIMOHHBIX 00yYaroIuXCs);

TEXHOJIOTHI AJId pCIICHUA —_ SKCIepTHAs

npoeCCHOHATBLHBIX 33124
— UCIIOJIb30BaTh COBPEMEHHOE
MporpaMMHOE 00ecrieueHre

OLIEHKA OCBOEHHBIX 3HAHUH
Y YMEHHI B IIpo1iecce
MIPOBEACHUS




— UCIOJIb30BaTh pa3JIMYHbIE
nudposbie CpencTBa
TUTST perieHus
poeCCUOHAIBHBIX 33124

i GepeHITMpPOBaHHOTO
3ayeTa

OK 03 [IlnanupoBath U
peann3oBbIBaTh  COOCTBEHHOE
poQeCcCuOHAIBHOE u
JMYHOCTHOE pasBUTHE,
IPeINPUHIMATENBCKY IO

JeSITebHOCTD B
npoeccuoHaIbHOM cdepe,
UCNONb30BaTh  3HAHHUA O
npaBoBOM U (UHAHCOBOM
IPaMOTHOCTH B pa3IMYHbIX
KU3HEHHBIX CHTYaIHsX.

— OMpeAeNATh aKTyallbHOCTh
HOPMAaTUBHO-IIPaBOBOM
JOKYMEHTAIUH B
npo¢eCCuOHATBHON

TSI TeTbHOCTH

— IPUMEHATH COBPEMEHHYIO
HaY4YHYIO IpO(ecCHOHATbHYIO
TEPMUHOJIOTHIO

— OIIPEEIIAT ¥ BEICTPANBATh
TPaeKTOPUHU
PoECCUOHAITBHOTO PA3BUTHS
U caMmoo0pazoBaHus

— BBISBJISITH IOCTOMHCTBA U
HE/I0CTaTKH KOMMEPUYECKOM

1191 (S37

— IPE3eHTOBATh HJICH
OTKPBITUS] COOCTBEHHOTO JieNa
B npodecCHOHATBHOM
NeSITeTbHOCTH;

—0hopMIISITH OU3HEC-TUIaH

— paccUUTHIBATH pa3Mepbl
BBIILJIAT MO MPOIEHTHBIM
CTaBKaM KpEJIUTOBAHUS

— OIIPEIEIIATh
WHBECTUIIMOHHYIO
MIPHUBJIEKATEILHOCTD
KOMMEPYECKHX UJIeH B paMKax
npodeccnoHanbHOMI
JeSITeTbHOCTH

—IIPE3E€HTOBATh OM3HEC-UJICIO
OTIpeNIeNATh HUCTOYHUKHU
(hMHAHCUPOBAHUS

- OLIEHKA
00pazoBaTeNbHbIX
JOCTHKEHUH 00y4aroIuxcs;
— OULEHKa JEeMOHCTpaIuu
IPaMOTHOTO MCIOJIb30BaHUS
CIPaBOYHO-TIPABOBBIX
CHCTEM;

- OLIEHKA pe3yJbTaToOB
pereHus poOIEeMHO-
CUTYaIlMOHHBIX 33]1a4;

— y4acTHe B POJIEBBIX UIPAX

JUHAMHUKHN

— 9KCIIEPTHAS OIICHKA
OCBOCHHBIX 3HAHUHU u
YMEHUH B nporecce
MIPOBEICHUS

i GepeHIMpPOBaHHOTO
3adera

OK 04 S¢dexTuBHO
B3aMMO/ICHCTBOBATh M PabOTATh
B KOJUIEKTHBE U KOMaH e

— OpraHu30BBIBaTh paboTy
KOJUICKTHBA U KOMaH/IbI,

— B3aUMOJICHICTBOBATH C
KOJUIETaMH, PYKOBOJICTBOM,
KIIMEHTaMH B XOJIE
pohecCHOHATEHOM
JESTEILHOCTH

— OI€CHKAa BBIIIOJIHCHUA

WHIBUTYTBHBIX
3a/TaHHH, PAKTHKO-
OPUEHTUPOBAHHBIX
3aJIaHNM;

— OIICHKA
KOMIICTEHTHOCTHO-
OPUEHTUPOBAHHBIX
3aJaHui;

- OIICHKa pe3yabTaToOB
pemieHust  TpoOIEMHO-
CUTYAITMOHHBIX 3a]1aY;

OK 05 OcyuiecTBisiTh YCTHYIO

— TI'paMOTHO wu3JlaraTb CBOU

— OICHKa II0 pe3yJibTaTaM




N IMMCBMCHHYIO KOMMYHHUKAIIHUIO

Ha TOCYJapCTBEHHOM  SI3BIKE
Poccuiickoit  @enepaumu ¢
y4eToM ocobeHHoCTeH

COLIMATILHOTO M KYJIbTYPHOTO
KOHTEKCTa

MBICIIH u ohopMIIATH
JTIOKYMEHTBI 1o
poeCCUOHAIBHOW TEMaTHKE
Ha TOCYJIAPCTBEHHOM S3bIKE,

— TMPOSIBIIATH TOJIEPAHTHOCTH B
paboueM KOJUICKTUBE

YCTHOT'O OIIpOCa;
—OIlEHKa TI0 pe3yJibTaTaM
BBIIIOJTHEHUSI TPAaKTHYECKUX
3aJIaHUM;

—  OIEHKa  pe3yJbTaToB
pelieHus po6IeMHO-
CUTYaIlMOHHBIX 33]1a4;

— OIICHKa IO pe3yJibTaTaM
y4eOHO-MCCIIeI0BATEIHCKON
JeSITeIbHOCTH

OK 06 IIposiBnaTh TpaXXJaHCKO- | —  OINHUCHIBaTh  3HAYMMOCTH | —OIEHKA paboTsl
MaTPUOTUYECKYIO MO3ULINIO, | CBOEH CIEIUATbHOCTH; BBITTOJIHEHUS
JIEMOHCTPUPOBATh OCO3HAHHOE — MNPHUMEHATH CTaHAApPTHl | ”HAMBUYaIbHBIX 3aaHUM;
MOBEJICHUE Ha OCHOBEC | aHTUKOPPYIIIHOHHOTO — OLIEHKa 1O pe3yJibTaraM
TPaAUITIOHHBIX MOBEJICHUS BBITIOJTHCHUS TTPAKTUYECKHUX
00I1IeYeIIOBEUECKHUX I[CHHOCTEH, 3aJIaHUI;
B TOM 4YHCJIE€ C YYETOM —  OLIGHKa  pe3yJbTaToOB
rapMOHU3AIUU pereHus npob6sIeMHO-
MEXHAIMOHATBHBIX " CUTYAaIIMOHHBIX 33]1a4;
MEXPEJIIUTMO3HbIX OTHOUICHUH, —  OIIGHKA
NPUMCHATH CTaH1apThl KOMIICTCHTHOCTHO-
AHTUKOPPYNIIMOHHOTO OPUEHTUPOBAHHBIX 3aIaHUI
MOBEJICHUS
OK 07 CopeiicTBoBath | — coOmroaaTh HOPMBI | — OIIEHKa [0 pe3yJbTaraM
COXPaHEHUIO OKpY KaroIIel | SKOJIOrHYecKOoi 0e30MacHOCTH; | BBITOJHEHUS
Cpelbl, pecypcocOepeKeHHo, | — ONPEACIIATh HAIPABJICHUS | UHAUBUYAJbHbBIX 33IaHUM;
MIPUMEHATH 3HaHUSA 00 | pecypcochOepexkeHrss B paMKax | — OLIEHKa [0 pe3yJbTaraM
U3MCHCHUU KJIuMaTa, | mpoecCHOHAIBHON BBITIOJIHEHUS] IPAKTUYECKHUX
NPUHLATIBI OepexIINBOIO | eATENEHOCTH 0 | 3a/1aHMIA;
MPOU3BOJICTBA, 3(h(HEKTHBHO | criennanbHOCTH —  OIEHKa  pe3yJIbTaToB
JICHCTBOBATh B UPE3BBIYAHHBIX | —OCYIIECTBISATE ~ paboOTy  C | pelieHHs poGIEMHO-
CUTyanusax coOroAeHreM MPUHIUIIOB | CUTYaIlMOHHBIX 33]1a4;
OepeKIMBOrO NPOM3BOJCTBA; | —  JKCIEPTHas OLICHKA
—OpraHU30BBIBAThH OCBOEHHBIX 3HAHUI "
npodecCHOHATBEHY IO yMEHUM B rpoiiecce
NEeATEIbHOCTD c Y4E€TOM | MPOBEACHUS
3HaHUI 00 u3MeHeHuu | nuddepeHImpoBaHHOTO
KJIINMAaTHYECKUX YCJIOBHH | 3a4eTa
pErvoHa..
OK 08 Ucnonb3oBath cpeacTBa | — WCIIOJIb30BaTh | — OLEHKAa MO pe3yJbTaTaM
(Gusnueckoll  KyJnbTypbl  JUISl | (DM3KYIBTYPHO- BBITTOJIHEHUS
COXpaHCHHS M  YKPCIUICHHS | 03JOPOBUTEIHHYIO WHJIWBHUIYTbHBIX 33JIaHUN;
3/10POBbBS B MPOIIECCE | ACSTENBHOCTD JIsl YKPEIUICHUS | — OLIEHKAa [0 pe3yJbTaTam
npodeccuoHanbHOM 3I0POBBSI, JIOCTVDKCHHS | BBITIOJIHCHHUS TTPAKTHUYECKHUX
JIEATETLHOCTH U TOJJIEPKAHUS | )KU3HEHHBIX U | 3aJaHMIA;
HE00X0IUMOT0 YPOBHS | Tpo)eCCHOHATBHBIX IIEJICH; —  OILIEHKa  pe3yJbTaTOB
usnueckoi — TMPHUMEHATH PpalMOHAJIbHBIC | PEIICHUS po0IeMHO-
IIOATOTOBJICHHOCTH IIPUEMBI JBUTaTEJIbHBIX | CUTYallUOHHBIX 331124,
byHKIMi B|— JKCIEepTHAas OLICHKA




npo¢eCCuOHATBHON
JeSITeIbHOCTH;
—II0JIb30BAaThCS CPENICTBAMU
PO UITAKTUKHI
TIePCHATIPSKCHIS,
XapaKTepHbIMU UL JAHHOM
CHEIMATEHOCTH

OCBOEHHEIX 3HAHUU U

yMEHUHI B rpouecce
MPOBEICHUS

Qg QepeHIIPOBaHHOTO
3ayera

OK 09 [Tonp3oBaThCs
npodeccuoHanbHOM

JIOKYMEHTalHuen Ha
rocyJapCTBEHHOM u

HHOCTPAHHOM S3bIKaXx

— TIOHMMaTh OOIIUN CMBICHT
YETKO MIPOU3HECEHHBIX
BBICKA3bIBAHUN Ha W3BECTHHIC
TeMbl (TpodecCHOHANIbHBIE U
OBITOBBIE), TOHUMATh TEKCThI
Ha 0a3oBbIC
po¢eCCUOHAIBHBIC TEMBI;

— Yy4aCTBOBATh B JHAJIOTax Ha
3HAKOMBIE o0rue u
po¢eCCUOHAITBHBIC TEMBI;

—  CTPOUTH  TPOCTHIE
BBICKa3bIBaHUs O cebe u O
cBoei npodeccuoHaIbHON
JeSATEIIEHOCTH;

— KpaTko OOOCHOBBIBATH H
OOBSICHSTH CBOM  JCHCTBHS
(Texymme U MIaHupyeMble);

— MHcaTh MPOCThIE CBS3HbBIC
COOOIIIEHUST HA 3HAKOMBIE HIIU
HMHTEPECYIOIIHe
poheCCHOHAITBHBIC TEMBI

— OIIGHKa 1O pe3yJbTaTaM
BBITIOJIHEHUST [TPAKTUYECKHUX
3aJJaHNH;

—  OICHKa  Pe3yJIbTaTOB
pelieHus npo0IeMHO-
CUTYallMOHHBIX 3a/1a4;

- JKCIEepTHAs OIICHKA
OCBOCHHBIX 3HAHHUH n

yMEHUHI B rpouecce
MIPOBEICHUS

i QepeHIIPOBaHHOTO
3ayera

Pe3y.]'ll>TaT])I (OCBOCHHbIe YmeHnus, yCBOCHHBIC 3HaHHﬂ)

DopMbI U METOBI
KOHTPOJISI M OLIEHKHU

OO0yYarIMIACs TOHKEH YMETh:

—  OdopMIATh NIPETEH3NOHHO-UCKOBYIO IOKYMEHTALIUIO.

- HpI/IMCHHTB Ha TMPAKTUKEC TOCYHApCTBCHHBIC CTAHAAPTHI, | — OIICHKaA I10
Apyrue HOPMATUBHO-METOANYCCKUEC JOKYMCEHTEI, | p€3yJibTaTaM BBIIIOJIHEHUA
PErIIaMCHTUPYIOIIHE OopraHu3anuro JAOKYMCHTAIIUOHHOTO | MPAKTUYCCKUX SaﬂaHHﬁ;
obecnieyeHus YHOpaBJICHUA, - OIICHKa pPE3YyJIbTAaTOB
- CocTaBnsaTh H IMpaBUJIbHO O(I)OpMJ'IHTB OCHOBHBIC BHUIABI | PCHICHUSA l'IpO6J'ICMHO-
OpTraHnu3allMOHHO-PACIIOPAAUTCIIBHBIX TOKYMCHTOB, CUTyallMOHHBIX 3aJ1a4,

—  OdopmiasaTs UHPOPMALIMOHHO-CITPABOYHYIO IOKYMEHTALMIO; | —  JKCIEepTHas OICHKa
—  OdopMiIsATh KaJpOBYIO JOKYMEHTALHIO;

OCBOEHHBIX 3HAaHUU WU
YMEHMI B  Ipolecce

00paboTKu;

MPOBEACHUS
i GepeHIMpOBaHHOTO
3a4yera

OO0yYarIMIACs TOKECH 3HATh:

— TepMuHonorus B 00J1aCTH JOKYMEHTAIIMOHHOTO OOECTIeUeHUs | — OIICHKA 10
YIPaBJICHHUS; pe3yabTaTam
— HopmaTtuHbie JIOKYMEHTHI, peraaMeHTHpyoImue | BbIMOJTHCHUS

COCTaBIICHHE M O(POPMIICHHE JOKYMEHTAI[MH W TOPSAOK ee | NPAKTHYECKHMX 3aaHui;

— OILCHKA pPE3YyJIbTAaTOB




[IpaBuna cocraBneHUs W OQOPMIICHUS OPTaHHU3AIMOHHO-

pacnopsAUTEIbHBIX JOKYMEHTOB, BXOJISIIUX B
YHUPUIUPOBAHHYIO CUCTEMY OpraHu3alMOHHO-
paclopsiAMTENbHBIX  JOKYMEHTOB, YHU(DULIIPOBAHHYIO

CUCTEMY [E€pPBUYHON YyUYETHOM [OKyMEHTAllUW B YacTu
JOKYMEHTAIUH 110 YUETY TPYAa;

Ilopsanok mpoBeneHusl dKCIEPTU3bl EHHOCTH JOKYMEHTOB U
MOJrOTOBKH JIe]1 K apXUBHOMY XPaHEHHUIO;

TexHonorus OpraHu3aIuu JOKyMEHTO000poTa B
oprau3anusx (YUpexaeHusx)

pemeHuss  mpoOIeMHO-
CUTYallMOHHBIX 3a/1a4;

— DOKCIEpTHas OLEHKa
OCBOCHHBIX 3HAaHUU U
YMEHHH B  Ipolecce
IIPOBEECHUS

¢ hepeHIIMPOBaHHOTO
3auera




MNPUJIO)KEHUE 1

IlnanupoBaHue yuyeOHBIX 3aHSATHI € UCIOJIb30BAHHEM AKTUBHBIX M HHTEPAKTHBHBIX ()OPM U METOI0B 00y4eHHUS

[IpakTtuueckass pabora Ne3. OdopmieHue OpraHu3alMuOHHO-PACTIOPSIIUTEILHON
JIOKYMEHTaLUH.

Brmonnenne
npodeCcCHOHATTLHO-
OpHCHTHpOBaHHBIX SaﬂaHI/If/i

o0y4Jarommxcst
Ne AKTHBHBIC H Koanbl

n/ Tema y4yeOHOr0 3aHATHS HHTEepPaKTUBHBIE GOPMBI U (hopmupyemMbIxX

1| MeTO/IbI 00y4eHHUs KOMIIeTeHIHii
1 Tema 1.3 Crioco0OsI 1 mTpaBuiIa Co3AaHUS JOKYMEHTOB NunuBunyanpHas padoTa. OK 01, OK 02, OK
[Tpaktuueckas padota Nel. OdopmiieHne peKBU3UTOB HA JOKYMEHTaX BrinosiHeHNE TPAKTUYECKUX 03, OK 04, OK 05,
3az[aH1/1171, HCIIOJIB3YA OK 06. OK 07. OK

nHpOPMAaLMOHHbIE 08. OK 09
€XHOJIO ’

TERHOMOTHR IK 1.2, TIK 1.3

2 Tema 2.2 OdopmieHne  OpraHU3aIMOHHO-PACTIOPSAUTENBHON  JOKYMEHTAIUN Pabora B MaibIx Tpymmax. OK 01, OK 02, OK

03, OK 04, OK 05,
OK 06, OK 07, OK
08, OK 09
MK 1.2, 1K 1.3

Tema 3.2 OcoOeHHOCTH JEJNONMPOM3BOJCTBA IO OOpPALICHUSM
KOH(HICHIIMATBHOTO JICIOTPOU3BO/ICTBA
[Ipaktuueckas padora Ne7. OdopmiieHre oOpaiieHuit rpaxkiaH.

TpaXJIaH |

[enosas urpa

OK 01, OK 02, OK
03, OK 04, OK 05,
OK 06, OK 07, OK
08, OK 09
K 1.2, 11K 1.3




JUCT AKTYAJIN3AIIAU PABOYEM ITPOT'PAMMBI

Jara
aKTyaJIM3auuu

Pe3y.]'ll)TaTl)I AKTyaJIn3anuu

davmunsa U.0. n
MOJANUCH JIUIIA,
OTBETCTBEHHOIO 32
AKTyaJIM3ALHI0
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