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1. OBIIIASI XAPAKTEPUCTHUKA PABOYEN ITPOT'PAMMBI

YUYEBHOM JUCIHUITIIUHBI

JOKYMEHTAIMOHHOE OBECIIEYHEHUE YIIPABJIEHUA

1.1 MecTro IMCUMIVIMHBI B CTPYKType OCHOBHOH 00pa30oBaTe/bHOI
NPOrpamMmbI:
VYyeOHass nucuuiuinHa «J/loKyMEeHTallMOHHOE 00ecreueHue YIpaBICHUS
SBIIIETCS O00s3aTENbHOM YacThlO0 OOIIENPO(PECCHOHAIBHOTO LHUKJIA OCHOBHOU
oOpa3oBaTesibHOM mporpaMMbl B cooTBeTcTBUM ¢ PI'OC mo crnenuanbHOCTH

38.02.03 OnepauroHHast A€SITEILHOCTD B IOTUCTHKE.

VYyeOnass nucuuruiiHa «JlOKyMEHTAIIMOHHOE OOECHEUYEeHUE YIPaBICHUS

obecrieunBaeT ¢GopMupoBaHre MPOGECCHOHANBHBIX W OOIMMUX KOMIIETCHIIHHA TIO

BceM BugaM AesitenbHoctd GI'OC CIIO cnenmansHocty 38.02.03 OnepanuoHHas

JEeSATEIbHOCTD B JIOTHCTHKE.
Oco6oe 3HaueHue TUCHUILUIMHA uMeeT npu hopMupoBanuu U pazsutuu 11K 1.1,
[1K.1.3, OK 01, OK 02, OK 03, OK 04, OK 05, OK 09.

1.2 lesab ¥ nJIaHNpyeMble pPe3yJabTAThl OCBOCHHS AUCHUIIIUHbBI:

B pamkax nporpaMmbl yueOHOW NHUCHUIIMHBI 00y4YalOIIMMKICS OCBAaUBAIOTCS
3HAHUS U YMEHHS.

Kon ®opmyIHpOBKA 3HaHusA, yMeHust
KOMIleTeH KOMIIeTeHIUH
1107071
OK 01 Brei6upars crocoObl | YMeHMsi: pacrio3HaBaTh 3a/1auy W/Wiu mpobieMy B IpodeccrHoHaTbHOM

perenus 3aJ1a4
npodeccuoHaIbHON
ACATCIIbHOCTHU
PUMEHUTEITHHO

K Pa3sINIHbIM
KOHTEKCTaM

W/UIA  COLMAJIbHOM KOHTEKCTE,
COCTaBHBIE YACTH;

OTIPEACIATh OSTalbl PEIICHHUS 3aJadd, COCTaBISATh IUIAH JCWCTBHUSA,
pea30BbIBATh COCTABJICHHBIM IUIaH, ONPEICNsATh HEOOXOIMMBIC
pecypcesl;

BBISBIATh U A((PEKTUBHO HCKaTh WH(OpMAIKI0, HEOOXOAUMYIO ISt
peleHus 3a/1a41 W/WIi TpoOIeMbl;

BJIAJICTh AKTyaJlbHBIMH METOJaMU pPabOThl B MPO(ECCHOHAIBLHOW H
CMEXHBIX chepax;

OLICHUBATh  PE3YyJNbTaT W TOCIEACTBUS
(caMOCTOSITETIHHO MJIM C TOMOIIBIO HACTABHUKA);

AHAJIM3UPOBATL U BBIACIATH eé

CBOHUX NEeUCTBUI

3HaHUsA: aKTyaJbHbBIN TPO(PECCHOHATBHBIN U COITUATBHBIM KOHTEKCT, B
KOTOPOM MPUXOAUTCS paboTaTh U KUTh;

CTPYKTypa IUIaHa JJisl pelleHus 3aa4, alrTOPUTMBI BBIIIOJIHEHUS padoT
B IPO(eCCHOHATILHON M CMEKHBIX 00JIaCTSIX;

OCHOBHBIE MCTOYHHUKH HH(OpPMAIMK U PECYpPChl JUIsl pelieHHs 3aaad
u/unu npo6seM B IpoecCHOHaIbHOM H/UIH COLIMATbHOM KOHTEKCTE;
MeTOBI PabOThI B TPO(ECCHOHATTEHON U CMEXHBIX chepax;

MOPSIOK OLEHKH Pe3yJabTaTOB peIIeHHs 3ajad NpodeccHoHaNbHOM
JIeSITeNIbHOCTH;




OK 02 Hcnonp3oBath YMeHusi: onpeaenaTh 3aa4u sl TOMCKa MHPOPMAaIINH, TUTAHUPOBAThH
COBPEMEHHBIE npoliecc NOUCKa, BHIOUpaTh HEOOXOAUMbIE UCTOYHUKH HH(POPMALINY;
CpeicTBa  IOMCKa, | BBIIENATh  HauOojee  3HauMMoe B IepedyHe  MH(opmanuwy,
aHanmm3a CTPYKTYpUPOBATh MOJy4yaeMylo HH(OpMAIHIO, 0POPMIISTH PE3yIbTaThl
U UHTEpIpEeTalyH | IOUCKA;
uH(popManuy, OLIEHUBATh MPAKTUYECKYIO 3HAUMMOCTb PE3YJIbTATOB MTOUCKA;

U MH(QOPMALMOHHBIE | IPUMEHATh CPEACTBA MH(DOPMALMOHHBIX TEXHOJOTMH Ul pELICHHS
TEXHOJIOTHH Ui | podeCCHOHANBHBIX 3a/1a4;
BBIIOJIHEHUS  3a]la4 | UCIOJIb30BaTh  COBPEMEHHOE  IMpOrpaMMHOE  OOeclieyeHue B
npodecCHOHaIBHON | MPOdEeCCHOHATBHOMN IEATEIbHOCTH;
JeSITEIbHOCTH UCMOJb30BaTh pa3iMuyHble LU(POBbIE CpPEACTBa ISl  PELICHMS
poecCHOHANLHBIX 3a1a4;
3HaHus: HOMEHKJIaTypa MH(pOpMaLMOHHBIX HCTOYHUKOB,
MPUMEHSEMBIX B IPO(PECCUOHATIBHOM 1A TELHOCTH
IIPUEMBI CTPYKTYPUPOBaHUs HH(pOpMaIUH;
¢dopmar opopmiieHHs pe3yIbTaTOB MMOMCKA HH(POPMALINH;
COBPEMEHHBIE CPEJCTBA U YCTPOIcTBa MHPOPMATU3ALUH, TOPAAOK UX
NpUMEHEHHs M MporpamMMmHoe oOecriedyeHre B MNpodeccHoHaNbHOM
JesITeIbHOCTH, B TOM UHUCIIe IMU(POBBIE CPEJICTBA

OK 03 [Inanuposarh YMeHusi:  omnpenensaTbs  aKTyaJlbHOCTb  HOPMAaTHUBHO-IIPABOBOU

U pealu30BbIBATH | JOKYMEHTALMH B IPO(ECCHOHAIBHON AEATEIbHOCTH;
COOCTBEHHOE IIPUMEHSITh COBPEMEHHYIO Hay4HYIO npoeCCHOHATBLHYIO
npoeCCHOHATIBHOE | TEPMUHOJIOTHIO;
U JUYHOCTHOE | OIPEIEIIATh U BEICTPAUBAThH TPAEKTOPUH POPECCHOHATBHOTO PA3BUTHUS
pa3BuUTHE, U caMo00pazoBaHMUs;
NPEANPUHUMATENBCK | BBISIBIISATH JIOCTOMHCTBA M HEAOCTATKA KOMMEPUECKOH Hen
yIO  JEATENbHOCTbH | ONPEAEATh WHBECTULMOHHYIO IIPUBJIEKATEIbHOCTh KOMMEPYECKUX
B uae B paMKax MpopEeCcCHOHATBHOW JIESTETBHOCTH, BBIABIATDH
npoeCCHOHAIBHON | ICTOYHUKHU (DMHAHCHUPOBAHUS,
cepe, NPE3eHTOBaTh  MJEU  OTKPHITUS  COOCTBEHHOTO  Jela B
UCII0JIb30BaTh po¢eCCUOHATILHOMN 1EATEIbHOCTH;
3HaHUS 10 | OTPEAETATh UCTOYHUKH JOCTOBEPHOI MPaBOBOM HH(pOpMAIHH;
(uHaHCOBOM COCTABJIATh PA3JIUYHbIE IPABOBBIC TOKYMEHTHI;
IPaMOTHOCTH HaXO/UTh UHTEPECHBIC IPOCKTHBIE UIEU, TPAMOTHO UX (POPMYITUPOBATH
B Pa3IMYHbIX | U JOKYyMEHTHPOBATH;
AKHU3HEHHBIX OLIEHUBATh KH3HECIIOCOOHOCTh MPOEKTHOM HJEH, COCTABIATH ILJIaH
CUTYyalHAX IIPOEKTA;
3HaHuA: coaepkaHue aKTyaJIbHOU HOPMaTUBHO-IIPABOBOU
JIOKYMEHTAIH;
COBpPEMEHHas HayuHas ¥ podeccuoHaIbHasi TEPMUHOJIOTHS;
BO3MOJXKHBIE  TPAaeKTOPUH  NMPO(ECCHOHAIBHOITO  pa3BUTHS U
camMo00pazoBaHMUs;
OCHOBBI  IPEIIPUHUMATENBCKONM  JESITEIbHOCTH, IPABOBOM U
(uHAHCOBON TPAMOTHOCTH;
IpaBUiIa pa3pabOTKU NPe3eHTAlH;
OCHOBHBIE 3Tarnbl pa3pabOTKH U pean3aluy MPOeKTa;

OK 04 D¢ deKkTuBHO Ymennsi: COJIEp KaHHE AKTyaJIbHOM HOPMAaTHUBHO-TTPABOBOM
B3aUMOJICHICTBOBATh | JOKYMEHTALIUM;

u paboTtaTh B | COBpEMEHHasl Hay4Has U IpoQeccroHaIbHAsk TEPMHUHOJIOT S,
KOJIJICKTHBE U | BOBMOXKHBIE ~ TPAGKTOPUH  NPOPECCHOHAITBHOTO  pa3BUTHI U
KOMaH/IE camMo00pa3oBaHUS;




OCHOBBI TTPEIPUHUMATEITLCKON JIESTETLHOCTH, TPABOBOM M (PMHAHCOBOM
rPaMOTHOCTH;

MpaBuJia pa3paboTKH Mpe3eHTaIIH;

OCHOBHBIE JTarbl pa3pabOTKU M peaIn3alii MPOCKTa,

3HaHHUA: TICUXO0JIOTUYECKHE OCHOBEI JCATCIIBHOCTH KOJIJICKTHBA,
IICHXOJOTHYECKHE OCOOCHHOCTH JIMYHOCTH,

OK 05 OcCylecTBIsTh YMeHHsi: TPaMOTHO H3JIaraTh CBOM MBICTH U OQOPMIIATh JOKYMEHTHI

YCTHYIO o MPOEeCCHOHANTBHON TeMAaTHKE Ha TOCYIapPCTBEHHOM SI3BIKE;

u MUCBMEHHYIO | MPOSIBIISITH TOJIEPAHTHOCTH B pab0oUeM KOJIJICKTUBE;

KOMMYHHKAITIIO

Ha TOCYIAPCTBEHHOM 3HaHusA: npaBuiIa 0pOopMIICHUS ZIOKYMEHTOB ;

a3pike . Poccmiickoii | PABHIIA IOCTPOCHHUS YCTHBIX COOOLICHNI;

Deneparn ¢ | OCOOEHHOCTH COLMAIBHOIO U KYJIbTYPHOTO KOHTEKCTa;

y4ETOM

0coOeHHOCTEH

COIMAILHOTO

u KYJIbTYPHOTO

KOHTEKCTa

OK 09 IMTonw3oBaThC YMeHusi: TIOHUMATh OOIMMA CMBICI YETKO  IPOU3HECEHHBIX

npo(hecCHOHANFHOW | BHICKA3bIBAHUI HAa U3BECTHBIE TeMbI (TIPO(ECCHOHATBHBIC U OBITOBEIC),

JOKyMEHTaIuen MMOHUMATh TEKCThI Ha 0a30BbIe POGECCHOHATIBHBIE TEMBL;

Ha TOCYJJapCTBEHHOM | y4aCTBOBAaTh B JUAJOrax Ha 3HAKOMbBIC O0IIME U MPOPECCHOHATHHBIS

u WHOCTPAaHHOM | TE€MBI;

SI3BIKAX CTPOUTH MPOCTHIE BHICKA3BIBAHUS O ce0€ U 0 CBOEH MpodeCcCHOHATBHON
NesITeNIbHOCTH;
KpaTKO OOOCHOBBIBaTh M OOBSCHATH CBOM JACUCTBHUSA (TEKylIUE U
TJIaHUPYEMBbIE);
MUCaTh TPOCTBIE CBSI3HBIE COOOIIEHUS HAa  3HAKOMBIC WM
MHTEpeCyIoue npodeccruoHalIbHbIE TEMBI,
3HaHuUsA: MpaBUia MOCTPOCHUS MPOCTHIX U CIOXKHBIX MPEAIOKEHUIN Ha
po¢eCCHOHANTBHBIC TEMBI;
OCHOBHBIE 0o0IIeyTOTPEOUTENbHBIE  TJIArOJIbl (6bITOBaK u
npodeccuoHaIbHAs JICKCUKA);
JICKCUYECKUH MHUHUMYM, OTHOCSIIMICA K ONUCAHHUIO IPEIMETOB,
CPEICTB U MPOIIECCOB MPOeCCHOHATLHON NeATENbHOCTH;
0COOEHHOCTH MPOU3HOILICHHS;
MpaBWJIa YTEHUS TEKCTOB MPoeCCHOHATbHON HANIPABIEHHOCTH;

K 1.1 Ocy1ecTBisITh Ymenusi: odopmiste  (HOpMBI  MEPBUYHBIX  JOKYMEHTOB  JUIS
COIIPOBOXKCHHE, B OCYILIECTBIICHUSI MPOLEAYPhl 3aKyNOK; OINpeAesTh MOTPEOHOCTH B
TOM YHCIIE MaTepUaIbHBIX 3amacax Jjs o0ecreueHus eATeTbHOCTH OPTaHUu3allNu;
JOKYMEHTAIlMOHHOE, | MPUMEHITh METOA0JIOTHYECKHE OCHOBBI 0a3UCHBIX CUCTEM YIPABICHUS

IPOLEAYPHI 3aKYIIOK

3aracaMi B KOHKPETHBIX CUTYAIUsIX; ONPENENsATh CPOKU U OOBEMBI
3aKyNOK MAaTEPUAIBHBIX LIEHHOCTEH; OLEHUBAaTh ITOCTABIIUKOB C
IIPUMEHEHHUEM Pa3JINYHBbIX METOIUK

3HaHusi: TpeOOBaHMS 3aKOHOJATEIHCTBA M HOPMATHUBHBIX TPABOBBIX
aKTOB, PETYTUPYIOUIUX MAEATEIBHOCTh B cdepe 3aKyIloK; MOPSIOK
COCTABJICHHSI  3aKYIIOYHOW  JTOKYMEHTAIMW; KPUTEPHH  OICHKH
MOCTABIIMKOB; MOPSIOK OIpeAeNeHUs] MOTpeOHOCTe B 3aKyIKax;
0a3nCHBIE CHCTEMBI YIIPABJICHHS 3aracamu (cuctemMa ¢ puKCUpOBaHHBIM
pa3MepoM 3akasa, U CUcTeMa ¢ (PUKCUPOBAHHBIM MHTEPBAIIOM BPEMECHH
MEXKy 3aKa3aMu)




IK 3.1

[InanupoBars,
IoAroraBJIMBaTh U
OCYIIECTBIISATh
IIPOLIECC NTEPEBO3KU
rpy30B

YMeHHMsI: pAacCUMTHIBATH CTOMMOCTb TI'PY30MEPEBO30K PATUYHBIMU
BUJAMHU TpPAHCIIOPTa, B T.4. CMEUIAHHOW IIE€PEBO3KH; ONPEIEIIAThH
ONTUMAJBHBIA ~ MapUIpyT  MEPEeBO3KH;  OCYIIECTBISATH  BBIOOP
TPaHCIIOPTHOI'O CPEACTBA; 3aII0JIHATH TPAHCIIOPTHBIE JOKYMEHTHI, B T.4.
Ha AaHIJIMICKOM S3bIKE; MPOBOAUTH ONTHUMHU3ALMIO TPAHCHOPTHBIX
pacxoioB

3HaHUsA: OCHOBBI HOPMaTUBHO-IIPABOBOT'O PEryJINPOBAHUS TEPEBO3KU
Ipy30B; IOPSAAO0K OpraHU3allii NEPEBO3KHU IPY30B PA3IMUHBIMU
BUJIAMU TPAHCIIOPTA, B T.4. CMEIIAHHBIX NIEPEBO30K; CIIOCOObI pacyera
CTOMMOCTH NEPEBO3KH; BUJIbI, TUIIBI U ITAPaMETPbl TPAHCIOPTHBIX
CPEICTB; MOPAIAOK pa3pabOTKU MapIIPYTOB JIBHKEHUS TPAHCIIOPTHBIX
CPEICTB IPU BHYTPEHHUX U MEXIYHAPOJHBIX IEPEBO3KAX I'PY30B;
MOPSAIOK M TpeOOBaHUS K 3aII0THEHUIO TPAHCTIOPTHBIX IOKYMEHTOB;
CTPYKTYpa 3aTpaT Ha TPaHCIOPTUPOBKY, HAIIPABJICHHs ONTUMHU3ALIUN
TPAHCIIOPTHBIX PACXOJI0OB




2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JIUCHUTLJIAHBI

2.1. O0bem y4eOHOM TUCUMIIMHBI U BBl Y4e0HOI padoThl

Ounas popma

Buna yuyeOHo# padoThI

O0BeM yacoB

O0bem 00pa3zoBaTeIbHOM MPOrPaMMbI Y4e€OHOM U CIUTIIIUHbI 36

B TOM YHCIIE:

4 cemecTtp 36
TeopeTudIecKoe 00ydIeHue 10
[IPAKTUYECKUE 3aHATUS 26
Camocmosmenvras paboma

IIpomeskyTOUHAsI aTTeCTALMS I[H(M)epe;i?T)OBaHHHﬁ

3aouHas ¢popma

Buna yueOHo# padoThl

O0beM yacos

O0bem 0o0pa3zoBaTeIbHOM MPOrpaMMbl Y4eOHOM TUCUMIIIIHMHBI 36
B TOM YHCJIE:

3 cemectp

TEopeTHYecKoe 00ydeHne 4
IIPAKTUYECKUE 3aHATUS 2
4 cemecTtp

TEOopeTHYecKoe 00ydeHne 2
MPAKTUYECKUE 3AHATHUS 2
Camocmosmenvras paboma 26

IIpomeskyTouHAs aTTecTANMS

KonrponbHas padota




2.2 TemaTu4yeCKHUii MJIAH U COJlePKAHUE YUeOHON TUCUMILTHHBI

HanmenoBanue
pa3esioB U TeM

ConepxaHue y4eOHOro MarepuaJa,
JJabopaTopHble padoThI U MIPAKTHYECKHUE
3aHSATHS, CAMOCTOSITe/IbHAA padoTa
o0y4ammxcs

Oo0bem
4acoB
(ounas/
3a04Hasi)

Koanl
KOMIIeTeHIIUIA,
(popmupoBanu

10 KOTOPBIX
crocoo0cTByeT
3J1eMEHT
NPOrpaMMblI

Pazgea 1. lokymeHTHpPOBaHME YIIPABJIEHYECKOH 1eATEILHOCTH

Tema 1.1
JoxkymMeHT U
CHCTEeMA
AOKYMEHTaIUH.

1. [TonsiTHE cUCTEM TOKYMEHTALIUU.
D yHKIIMOHAJIBHBIE U OTPACIEBbIE CUCTEMBI.
CocraB ynpaBiIeHUYECKUX JTOKYMEHTOB.

2. Uctopus pa3BuTHs HAy4YHbI IPECTABICHUN O
JAOKYMCHTAITUOHHOM O6CCH€‘-I€HI/II/I YIIPpaBJICHU.

3. CoBpeMEHHOE COCTOSIHHE

JIOKYMEHTAIIMOHHOTO 00ecrieueHus yrnpaBJIeHHs.

4. T'ocynapcTBeHHas cuctema
JIOKYMEHTAIIMOHHOTO 00ecreueHus
Yuudukanus v cTaHaapTH3AIMUSL
YIPaBJICHYECKUX JTOKYMEHTOB, IPABJICHUSA
(I'COOY). Cucrematudeckas mpopadboTka
KOHCIICKTOB 3aHATHH, YI€OHOH! U CIIEIIUaTbHON
nutepatypsl. [IoAroToBKa K MPaKTUYECKUM
paboTam ¢ UCTIOIB30BAHUEM METOINYECKHUX
pexkoMeHnanuii npenogasarens. [lonroroska
COOOIIIEHUI U TOKJIAIOB.

Pacnicats ynpaBneH4YecKkue TOKYMEHTHI.

4/1

OK 01
OK 02
IIK 1.1

IIpakTuyeckoe 3ansaTue: ObecrneycHre
BHeapeHus ['COY B opraHu3aiuy CUCTEMBbI
JOKYMEHTAIMOHHOE 00ECTIeUeHHE YIIPABICHMUSL.
CucreMbl JOKYMEHTALUU.

3/1

Tema 1.2
Opranmn3anuoHHo-
pacnopsiiuTeabHbI

€ IOKYMEHTBI.

1. TpeboBanme K OPOPMIICHUIO TOKYMEHTOB.

2. PacniopsiiuTenbHbie TOKYMEHTHI.

CrnpaBouHO — UHGOPMAITMOHHBIE IOKYMEHT.
Cucrematudeckasi mpopabOTKa KOHCIIEKTOB
3aHATUH, YICOHOU U CTICIMAIBHON JTUTEPATYPHI.
[MoaroroBka k mMpakTUYECKUM paboTaM C
UCITOJIb30BAHUEM METOJUYECKUX PEKOMEHAIUI
npenogasarens. [loqroToBka cooOmeHui u
JTOKJIAJ0B.
Opranu3aloOHHO-PACTIOPSIAUTEIIbHBIN
JIOKYMEHT

2/1

IIpakTyeckoe 3ansaTue. CocTaBUTh U
0OPMHTH paCTIOPSIKEHUE.

CocrtaButh 1 opopmuth npukasz 3A0
«Toproseiii oM "Mepkypuid'» o0 TUKBUAAIIUN
MarasmHa

OK 02
OK 05
OK9

IIK 1.3

Tema 1.3
Kanposas
AOKYMEHTAI[UA.

1. TTonsiThst KaIPOBON JOKYMEHTAIINH.

2. Buasl kapoBOil TOKYMEHTALIUH
CuctemaTndeckas mpopadoTKa KOHCIIEKTOB

OK 04
OK 05




3aHATUH, YICOHOU U CTICIMAIBHON JTUTEPATYPHI.
[MoaroroBka k mpakTUYECKUM paboTaM C
MCIOJIb30BaHNEM METOIMUYECKUX PEKOMEHIAIHI
npenoaasarens. [loqroToBka cooOmeHui u
JTOKJIAJIOB.

KanpoBbie 1OKyMeHTBI

2/1

IIpakTnyeckoe 3aHATHE. CocraBneHue
3asgBJICHHS O IpHEMe Ha padoTy

Tema 1.4
JleHexkHbIE U
¢punancono-

pacuyeTHbIe
JOKYMEHTBI.

1. JlenexxHbic U
(hMHAHCOBO-PACYETHBIC TOKYMEHTBHI.

2. OCHOBHBIE BH/IBI IOKYMEHTOB 110 ((PMHAHCOBO-
pacueTHbIM oneparusM. CucrtemaTuieckas
popabOTKa KOHCIIEKTOB 3aHATUH, y4eOHOH 1
crienuanbHoM ureparypsl. [loaroroska k
MPaKTUYECKUM paboTaM C UCTIOIb30BAaHHEM
METOJMYECKUX PEKOMEHALNM MpernogaBaTes.
[Toaroroska coOOIIEHUI U TOKJIAIOB.

4/1

IIpakTuyeckoe 3anaTue. OdopmiieHue
JOKyMEHTa «JloroBop KyIUIM-IPOAaKu»
Odopmenue u 3anonHeHne YHUDHUITTPOBAHHON
dopmbl «Cuet - paxtypbi». [IpezenTanumu,
JOKJIabl U pedepaTbl Ha IPUMEPHBIE TEMBI:
«[Ipodeccus norucry», «JloBepeHHOCTIY,
«O0s13aTENBCTBA JTOTUCTAY,

«JloroBop OBITOBOTO 3aKa3a

3/1

OK 01

Tema 1.5
HorosopHo-
npasoBasi
JOKYMEHTAIUs

1. [TonsaTHst noroBopa(KOHTPAKTA), COTJIANICHUE,
MIPOTOKOJIA.

2. IIpaBuna oopmIteHUs MPETEH3UOHHBIX
MIHCEM.

3.Ilopsinok HampaBiieHUs! 1 0POPMIICHHS OT3bIBA
Ha UCKOBOE 3asBiieHue. [Topsgok opopmiieHuS
TEKCTa JOrOBOpA.

CrmocoObl  obOecreyeHHsT W BBLIIOJIHCHMS
00513aTENBLCTB.

IIpakTnyeckoe 3ansitue. CocTaBieHue u
oopmIIeHHE JOrOBOPOB, JOBEPEHHOCTEH,
IPOTOKOJIOB, KOMMEPYECKHX aKTOB,0JIaHKU
KOMMEpYECKHUX aKkTOB. [IpoTOKOII pazHoOIIacuii K
norosopaM. CocTaBiieHHe (popM MPOTOKOJIOB
pa3HOIIACUM.

3/1

OK 01
OK 02
OK 05
OK9

IIK 1.3

Pazgen 2. Opranu3anusi padoThbl ¢ JOKYyMEHTaAMM.

Tema 2.1
IHonsiTue
JOKYMEHT0000poTa
, perucTpanus
AOKYMEHTOB.

1. CoctaB u yueT o0beMa JOKyMEHTO000pOTa
IPEANPUATHA U OPraHU3aLUi.

2. Ilepenaya TOKyMEHTOB BHYTPH OpraHU3aLMHI
Opranuzanus JOKyMEHTAI[HOHHOTO
obecrieueHus yrpaBIcHUsI.

JIOKYMEHTBI, perIaMeHTUPYIOIIHE padoTy
cyx6os1 J[IOY.

4/1

1/1

OK 01
OK 02
OK 09




IIpakTnyeckoe 3ansitue. JlenoBas cutyauus:
«Opraamuzaius paboThl ¢ JOKyMEHTaMU B
YUPEXKICHUN»:

3apETUCTPUPOBATH BXOIAIINE U UCXOASIINE
nokyMmeHTsl B PKK 1 sxypHamax

Tema 2.2 1. Opranuzanys U TEXHUKA KOHTPOJIS 6
HUcnosnenune VICTIOJIHCHMUSL.
AOKYMEHTOB. 2.Cucrema ACKHMJI (aBTOMaTU3UPOBAHHBIN 1
KonTpoas KOHTPOJIb UCIIOJIHEHUS! JOKYMEHTOB).
HCMOJIHEHHSI. IIpakTuyeckoe 3ansaTue. OCHOBHBIC ITAITBI 5
00pabOTKH JJOKYMEHTOB.
CHsATHE JOKYMEHTOB C KOHTPOJIS
Tema 2.3 1. EnuacTBO TpeGoBaHMii K XpaHEHUIO 4/1 OK 01
Opranmn3anus JIOKYMEHTAIlMU B JIEJIONPOU3BOJICTBE U APXUBE. OK 02
ONepaTuBHOIO 2. Bzaumogpetictue cimyx6 10OV u K 1.1
XpaHeHHus BEJIOMCTBEHHBIX apXuBOB. TpeboBaHue K
AOKyMEHTA. CITy’keOHBIM IMOMEIICHUSAM, TPeTHA3HAYCHHBIM 1/1
TSt pabOThI ¢ KOHPUICHIINATEHBIMH
JIOKyMEHTaMU
IIpakTH4eckoe 3aHsATHE. DTaIlbl APXUBHOIO 3
XpaHEHUsl B OpraHu3aIiH.
IIpomeskyTouHas aTTecTANMS 2/2
JuddepeHurpoBaHHblii 3a4eT
HTroro 36/36




3. YCJIOBUS PEAJU3ALIMM ITPOT'PAMMBI YUEBHOM
JUCHUILIAHBI

3.1 TpeOoBaHusi K MATEPUAJILHO-TEXHNYECKOMY 00eceYeHUI0

Jis peanm3ani  MPOTpaMMbl  yUeOHOW JUCIMIUIMHBI MPETYCMOTPEHBI
CIICTYOINE CIIeHAIbHBIC MOMEIICHU: KaOuHeT «COIMaTbHO-3KOHOMUYECKIX H
IIPABOBBIX JUCIUILINHY, OCHAIIIEH 000PYTI0BAHUEM:

- o0opynoBaHHBIC y4YeOHBIE TOCAJOYHBIC MeECTa Il OOyYaroIIMXCS H
nperoaaBaTelis

- KJIaCCHasl 10CKa (CTaHAapTHAsl UM UHTEPAKTUBHAS),

- HaIJISAIHBIC MaTEPHAJIBI,

- TEXHAYECKUE CPEJICTBA O0OyUCHUSI.

3.2. UudopMmannoHHoe odecnevyeHne peajan3anuu NporpaMmmbl
Jlns  peanuzanuu  mporpaMmbl  OMOIMOTEYHBINM (OHI 00pa30BaTENIbHOM
OpraHM3alliil ~UMEET TIeYaTHbIe U  JJIGKTPOHHBIE OOpa3oBaTelbHBIE U
WHPOPMAITMOHHBIE  PECypChl, PEKOMEHIyeMble i1  HWCIOJIb30BaHUS B
o0pa3oBaTeIbHOM MpOIIECCe.

3.2.1. OcHOBHbIE HCTOYHUKH
1. HlyBanoBa, H. H. [loxymeHntannoHnHoe o0ecriedeHrne ynpaBiaeHHs : y4e€OHUK U

NPAaKTUKYM I cpeHero npodeccuonaabHoro oopazosanus / H. H. Illysanosa. —
3-e uzn., nepepad. u pon. — Mocksa : U3natensctBo HOpaiit, 2024. — 247 ¢. —
(ITpodeccuonansuoe oOpaszoanue). — ISBN 978-5-534-16538-8. — Tekcr
anekTpoHHbI // OOpaszoBarenpHas 1atdgopma FOpaiir [caiit]. — URL:
https://urait.ru/bcode/536969

3.2.2. JIonoJIHUTE/IbHbI€ HCTOYHUKH
1. Kopuees, 1. K. JlokymeHTanmoHHOE OOecrieueHne YIpaBieHUs : YUYEOHUK U

OPaKTHKYM Ui cpenHero npodeccuonanpHoro odpazosanus / M. K. Kopnees, A.

B. Ilmenko, B. A. MamypueB. — 3-e u3za., mepepad. u gon. — Mocksa :
N3natensctBo FOpaiit, 2024. — 438 ¢. — (IIpodeccuonanpuoe o6pazoBaHue). —
ISBN 978-5-534-16002-4. — Tekct : »saektpoHHbld // OOpazoBaTeabHas

matdopma FOpaiit [caiiT]. — URL: https://urait.ru/bcode/539262

2. Hosoceno B.M., CokxoBa A.H. Jlenmonpous3BOACTBO B TIOCYIapCTBEHHOM
anmnapare. — 2022. — 248 c.

3. Kynpusinoa I''. KagpoBoe nemompousBojctBo Ha kommbtotepe; KYIUILI-
O6pa3z — M., 2022. — 256 c.

3.2.3. DJIeKTPOHHbIE UCTOYHHUKH (3JIEKTPOHHBbIE PeCypPCHI)
1. www.consultant.ru - CnpaBouyHnas npaBoBas cuctema «Koncynprantllmocy»
2. www.garant.ru - CipaBoyHas cuctema «I apanT»




4. KOHTPO.Ib Y OIIEHKA PE3YJIbTATOB OCBOEHUS YUYEBHOUN

JUCHUILIAHBI

4.1 KOHTPOJIb M OLIEHKA OCBOCHUSA YUEOHOM M CIUTIIHHBI

Pe3yabTaThl 00yuenus

‘ Kputepun onenku

‘ MeTtoabl OLIEHKH

Hepeqeﬂb 3Haﬂﬂﬁ, O0CBAaUBACMbIX B paMKaX JUCHUIIJINHDBI

3HAaTh: MMOHATHE, LIEJIH, 3a0a4d 1
MPUHITUIIBL JEIONPOU3BOICTBA;

OCHOBHBIC TIOHATHA

JIOKYMEHTAIIHOHHOTO
obecrieueHus yIpaBIICHNUS;

CUCTEMBI JIOKYMEHTAITHOHHOT O
obecrieueHus yIpaBIICHNUS;
KJIacCU(UKAIHIO JOKYMEHTOB;
TpeOOBaHMS K COCTABIICHUIO
0(OpMIICHHUIO TOKYMEHTOB;
OpTaHU3aIHIO

JOKYMEHT0000pOTa: IpHeEM,

00paboTKa,

peructpanus, KOHTPOIIb,
XpaHeHne JIOKYMEHTOB,
HOMEHKJIATypa Jel

u

JIEMOHCTPHUPYET 3HAHNE OCHOBHBIX
MOHATUH, TPUMEHIEMBIX ITPH
OpraHM3aIiy JOKYMEHTO000pOTa Ha
MIPENPUATHY;
JIEMOHCTPUPYET 3HAHUE IIeNeH, 3a1a4 U
MIPHUHITUTIOB
JIEIONPON3BO/ICTBA; IEMOHCTPUPYET
3HAHHUE CUCTEMBbI JOKYMEHTAI[HOHHOTO
oOecrieueHus yIpaBIicHUS;
JIEMOHCTPHUPYET 3HAHUE KIIACCUPUKAITTI
JIOKYMEHTOB, TpeOOBaHUN K COCTaBJICHHUIO
1 0(hOPMIICHUIO IOKYMEHTOB;

JIEMOHCTPHPYET 3HAHUE OPraHU3aLHN

JIOKYMEHT0000pOTa: IPUEM,
00paboTKa, perucTpanusi, KOHTPOJIb,
XpaHEHHE JOKYMEHTOB, HOMEHKJIATypa
aen

YcTHBI ompoc.
TectupoBanue.
KonTtponbHbIe pabOTHL.
[IpoBepounsbie pabOTEHIL.

O11eHKa BBITIOJTHEHUS
MPAKTHYECKOTO 3a1aHusl.

Hepeqeﬂb yMe}mﬁ, O0CBaUMBACMbIX B paMKaX JUCHUIIJINHDBI

YMeTs:
oopmATH JOKYMEHTAIIHIO B
COOTBETCTBHHU C HOPMATHBHOM
0a30H, B T.4. HCHIOIB3YS
UH()OPMALMOHHBIEC TEXHOJIOTUH;
YHU(DHUIIIPOBATH CHCTEMBI
JOKyMEHTAIHN;

OCYIIIECTBIISTH XpaHEHUE U TOUCK
JOKyMEHTOB;

OCYIIECTBIISATH AaBTOMATHU3AIHIO
00pabOTKH TOKYMEHTOB;
UCIIOJIb30BaTh
TENICKOMMYHUKAIIHOHHBIE
TEXHOJIOTHH B SJIEKTPOHHOM
JIOKYMEHTO000pOTE

JIEMOHCTPHPYET YMEHUE 0(hopMIIAITH
JIOKYMEHTAIINIO B COOTBETCTBUH C
HOPMAaTUBHOH 0a30i, B T.4. HCHIOIB3YS
MH(QOPMaIIMOHHBIE TEXHOJIOTHH;
JEMOHCTPHUPYET YMEHUE YHU(DUIIPOBATH
CHCTEMBI

JIOKYMEHTAIINH;

JEMOHCTPUPYET YMEHHUE OCYILECTBIISTh
XpaHEeHUE U MOUCK JIOKYMEHTOB;
JEMOHCTPUPYET YMEHHUE OCYILECTBIISTh
aBTOMaTHU3aLUI0 00pabOTKN JOKYMEHTOB;
JEMOHCTPUPYET YMEHUE UCIIOIb30BaTh
TEJIEeKOMMYHHKAIIIOHHBIE TEXHOJIOTHH B
3IEKTPOHHOM

JIOKyMEHTO000pOTE

DKCIepTHOE HAOJIOICHAE U
OIICHUBAHUE BBITIOJIHEHUS
WH/IMBH]TyaTbHBIX H
TpYNIOBBIX 3aJaHUH.
OrneHKa pe3yibTaTa
BBITIOJTHEHUS TTPAKTHYECKUX
paoor.

Texymuil KOHTPOJIb B
dhopme cobecenoBaHus,
PELICHUS] CUTYallMOHHBIX
3ajad.




5. JUMHOCTHBIE PE3YJIbTATDBI

JInuHOCTHOE pa3BUTHE O0YYAIOMIMXCS M UX COLMATU3AIMS, IPOSBIISIOIINECS
B Pa3BUTHUM HX TO3UTHUBHBIX OTHOIIEHHH K OOIIECTBEHHBIM LEHHOCTSM,
NpUOOpPETEHNH OMbITa TOBEACHUS U NPUMEHEHUs CHOPMHUPOBAHHBIX OOMIMX U
npoeCCUOHATBHBIX KOMITETEHIIN KBAM(UIIMPOBAHHBIX CHEIMAINCTOB CPEHETO
3B€Ha Ha MPAKTUKE OMNpEeNessieTcsl JUYHOCTHBIMU pe3yJibTaTaMH pean3aluu

nporpaMmmsl Bocnutanus Kosutemxa.

JInyHOCTHBIE pe3yJIbTaThl Kon
peaju3anyy NPOrpaMMbl BOCTIMTAHUS JIMYHOCTHBIX
(Oeckpunmopwi) pe3yJbTaToB
peajJn3zanuu
NPOrpamMmbl
BOCIIMTAHUS
Oco3zHaronmii ce0s TpakAaHUHOM U 3aIIUTHUKOM BEJINKOI CTPaHBI. JIP 1
[IposBnstomunii AKTHBHYIO TpaKJIaHCKYIO MO3ULINIO, JIEMOHCTPUPYIOLIUN
MPUBEP>KEHHOCTh MPUHIMIIAM YECTHOCTHU, NOPSAJOYHOCTH, OTKPBITOCTH, IKOHOMHYECKH
AKTHUBHBIM M yYacCTBYIOIIMHA B CTYyJE€HYECKOM U TEPPUTOPHAIBLHOM CaMOYIIPABIICHUH, B JIP 2
TOM YHCJIE€ Ha YCIOBHAX JOOPOBOJBUECTBA, NMPOJYKTUBHO B3aMMOACHUCTBYIOUIMHA |
YYaCTBYIOIIMHN B IS TEILHOCTH OOIIIECTBEHHBIX OpraHU3aIHH.
Co0roatonuii HOpMBbI TPABOMOPSIIKA, CIEAYIOINN HeaIaM IpakIaHCKOTo 00IIecTBa,
oOecrievyeHus: 6€30MacHOCTH, MpaB ¥ cBOOO rpaxkaan Poccun. JIosIbHBIN K yCTaHOBKaM
U TPOSBICHUAM IMPEACTAaBUTENEH CYOKYJNbTyp, OTJIMYAIOMIMA HUX OT Tpymnm cC JP 3
JECTPYKTUBHBIM W JICBUAHTHBIM MOBEJACHUEM. [[EeMOHCTpHUPYIOIINI HENpUsATHE U
MpeAYNPEKIAIMIMN COMATBLHO ONACHOE MOBEIECHUE OKPYKAIOIINX.
[IposBrsitomyid W AEMOHCTPUPYIOIIUNA YBa)XXEHUE K IIOASIM TPYAd, OCO3HAIOIINI
[IEHHOCTh coOCTBeHHOTrO Tpyaa. CTpemsmmiics K (OpMHUPOBAaHHMIO B CETEBOW Cpele JIP 4
JUYHOCTHO M NPO(EeCCHOHATHHOTO KOHCTPYKTUBHOTO «IIM(POBOTO CIIEay.
JeMOHCTpHpyIOmHKi TPUBEPKEHHOCTh K POAHON KYJIbTYype, HCTOPUUECKON MaMITH Ha
ocHOBe JIt00BH K Poinue, poqHOMy Hapofy, Majloi poJuHe, TPUHATHIO TPAJAUITHOHHBIX JP S
LIEHHOCTEN MHOTOHAIIMOHAJIBHOTO Hapoja Poccum.
[IposBasitominidi yBaXKeHUE K JIOJSAM CTapIIEro MOKOJEHUS U TOTOBHOCTh K YYACTHIO B JIP 6
COLIMAJIbHOW MOAJIEPKKE U BOJIOHTEPCKUX JBHKCHUSIX.
Oco3HaromMii  NPUOPUTETHYKD  LEHHOCTh JIMYHOCTH  YEJIOBEKA;  YBaXKaroIIMH
COOCTBEHHYIO M UYXYIO YHUKAJbHOCTb B PA3IMYHBIX CUTyalUsiX, BO BceX (opmax H JP7
BUJAX JAESITEIbHOCTH.
[IposBrstomyidA W JOEMOHCTPHUPYIOIIMM YBa)XEHHE K MPEIACTABUTENSM Pa3IWYHBIX
ATHOKYJIBTYPHBIX, COLMATbHBIX, KOHPECCHOHAIBHBIX U HHBIX Tpynn. ConpuyacTHbIN K JIP 8
COXPAaHEHHUIO0, MPEYMHOXKXEHUIO W TPAHCISLUUU KYyJbTYPHBIX TPaAULMA W LEHHOCTEHN
MHOTOHalMOHAJILHOTO POCCUICKOI0 roCyAapcTBa.
Cobmoaronii 1 nponaraHAupyomuid npaBuia 370poBoro u Oe3omacHoro oOpasza
KHU3HH, CIOPTA; IPETyPEKAAIONIHIIA THO0 MPEeo0IeBAOIHIA 3aBUCUMOCTH OT aJIKOTOJIS,
Tabaka, IICHMXOAKTUBHBIX BEIIECTB, a3apTHeIX wurp u T4 CoxpaHsromuit JP9
IICUXOJIOTHYECKYIO YCTOMYMBOCTH B CHUTYaTUBHO CIIOXKHBIX WM CTPEMHUTEIBHO
MEHSIOIUXCS CUTYalUsIX.
3a00TsImuUiCsS 0 3aIUTe OKPYXKAIOIIEH Cpe/ibl, COOCTBEHHOM M UyKOi 0€301MacHOCTH, B JIP 10
TOM YHCIIe TU(POBOA.
[IposBnstonuii  yBakeHHE K OSCTETHUECKUM IIEHHOCTSIM, OOJaJalouIuii OCHOBaMU JIP 11
3CTETUYECKOMN KYJIBTYPBI.
[IprHUMarOmKii ceMeHbIe IIEHHOCTH, TOTOBBIM K CO3JAHUIO CEMBH M BOCIHTAHUIO JIP 12

JIETeN; NEMOHCTPUPYIOIIWA HEMPHUATHE HACWIHS B CEMbE, YXOJa OT POJIUTEIBCKON




OTBETCTBEHHOCTH, OTKa3a OT OTHOILICHHWH CO CBOMMH JETBMH U WX (HHAHCOBOTO
COEpIKaHUsL.

JInyHOCTHBIE pe3yJIbTaThl
peaju3alnyu NpPorpaMMbl BOCIIMTAHUS, ONpe/ieJIeHHbIe 0TPacJeBbIMH
TPeOOBaHNAMM K [1eJIOBBIM Ka4eCTBAM JIMYHOCTH

Cobmonaronii B cBoedl Mpo(decCHOHATLHOW NEATETbHOCTH ATHUYECKHUE TMPUHIIHITHL:
YECTHOCTH, HE3aBUCHMOCTH, TNPO(EeCCHOHAIFHOTO CKENTHLU3MA, NPOTHBOACHCTBUS
KOPPYIIIMA M SKCTPEMHU3MY, OOJaNaloOMMi CHCTEMHBIM MBIIUICHUEM H yMEHHEM
MPUHUMATh PELICHHUE B YCIOBHIX PUCKA U HEONPEIEIEHHOCTH

JIP 13

l'oToBBINE  COOTBETCTBOBaTH OKUIAHUAM paboTOAATENe: MPOEKTHO-MBICISIINM,
3¢ (GEeKTUBHO B3aUMOJACHCTBYIOIIMIA C YIEHAaMH KOMaHIbl W COTPYJHHYAIOIIUN C
JPYTMMHU JIIOJIBMH, OCO3HAHHO BBIMOJHAIOMUN MpodeccnoHanbHble TpeOOBaHMUS,
OTBETCTBEHHBIH, MyHKTYaAJIbHBIA, TUCITUTUIMHUPOBAHHBIN, TPYIOTIOOUBBIA, KPUTHICCKU
MBICIISAIINNA, HAIlEJICHHBIN HAa TOCTH)KEHWE TMOCTABICHHBIX WEJNEH; NEMOHCTPUPYIOIINAN
npoQecCHOHATBHYIO KU3HECTOMKOCTD

JIP 14

OTKpBITHIN K TEKYIIUM U TEPCIEKTUBHBIM U3MEHEHUSIM B MUpPE TpyAa U npodeccuit

JIP 15

JIN4YHOCTHBIE Pe3yJIbTaThI
peaju3anyu NporpaMMbl BOCIIMTaAHMS, oNpe/ieieHHble cy0hekToM Poccuiickoi
Depepanun

[TpuHUMaromui TATPUOTUYECKUE B3I U YOSIKICHHS, YBAXKAIOIINUNA UCTOPHIO U
KyJbTYpPy MHOTOHAaIIMOHANBHOM Poccnn n MOCKBBI

JIP16

IIpossmstomuiil yBaxkeHue k cuMpoiiike Poccuiickoit @enepaiiuu, MOCKBEHI, K
KyJIbTYPHO-UCTOPHUYECKOMY Hacneano PoauHbl

JIP 17

JIMYHOCTHBIE Pe3yJibTaThI
peaju3anuu nNporpaMmmMmabl BOCIIMTAHUSA, ONPE/IC/ICHHbIC KIIOYE¢BbIMHU
padoToaaTeasiMu

['oTOBBIN COOTBETCTBOBATh OXHJAHUSM pabOTONATENEN: NPOEKTHO- MBICIISIIUH,
3¢ (GEeKTUBHO B3aUMOJACHUCTBYIOIIMIA C YIEHaMH KOMaHIbl W COTPYJHHYAIOIIUN C
JPYTMMHU JIIOJIbBMH, OCO3HAHHO BBIMOJHAIOMUN MpodeccuoHanbHble  TpeOOBaHMUS,
OTBETCTBEHHBIN, MyHKTYaJIbHBIA, TUCITUTUIMHUPOBAHHBIN, TPYIOTIOOUBBIA, KPUTHICCKU
MBICIISAIINNA, HALEJIEHHBI Ha JOCTHKEHUE IMOCTABIICHHBIX LEJECH, TEMOHCTPUPYIOIINANA
npoQecCHOHATBHYIO KU3HECTOMKOCTD

JIP 18

[Mpu3Hatomuii IEHHOCTh HENMPEPBIBHOTO OOpa30BaHWs, OPUEHTHUPYIOMIMHACS B
U3MEHAIOLIEMCSl  phIHKE  TpyAa, u3beramomuii  0e3paboTHUIlbl,  YHPaBIISIOLIUI
COOCTBEHHBIM  NPO(GECCHOHANBHBIM  pa3BUTHEM, PEQIIEKCUBHO  OLEHUBAIOLIHIA
CcOOCTBEHHBIN )KM3HEHHBIN OMBIT, KPUTEPUU JIMYHON YCIIEHITHOCTH

JIP 19

['oToBsIii kK podeccuoHaTbHON KOHKYPEHIIMH U KOHCTPYKTUBHOM peaKui Ha KPUTUKY

JIP 20

JInyHOCTHBIE pe3yJIbTaThl
peaju3alnu NporpaMMbl BOCIIMTAHUS, ONPeJe/ieHHbIe Cy0beKTaMHi
00pa3oBaTe/ILHOIO NMpouecca

CopelicTBOBaTh COXPAHEHUIO PECYpCOCOEPEKEHHIO

JIP 21

[TposBiATE 10OPOKETATETHHOCTD K OKPYKAIOIINM, EIUKATHOCTh, YyTKOCTh, IYyBCTBO
TaKTa ¥ TOTOBHOCTh OKa3aTh YCIYTy K&KIOMY, KTO B HEM HYKIAeTCsI

JIP 22

CriocoOHBIN aHATTM3UPOBATH MPOU3BOJICTBEHHYIO CUTYAIHIO, OBICTPO IPUHIMATh
penleHus

JIP 23




