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1. OBIIIASI XAPAKTEPUCTUKA MIPUMEPHOM PABOYEN ITPOT' PAMMBI
YYEBHOU JUCIHUATLIAHBI
OI1.06 JOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUSA

1.1. MecTo McOMILIMHBI B CTPYKTYPE OCHOBHOM 00pa30BaTe/IbHOI POrpaMMBbl
VYyeonas mucumminaa OI1.06 JlokymeHTaIllmoHHOE 0OecTieueHrne yIpaBJICHUS SBISICTCS

00s13aTeTbHON  YacThio 00mIenpodecCHOHaIBLHOTO IMKIa 00pa3oBaTebHONW TPOrpPaMMbl B
cootBeTcTBUH ¢ PI'OC CIIO 1o cnenuaibHOCTH.

Ocoboe 3HaYeHHWE MUCHHMIUIMHA HWMEET TpH (OPMHUPOBAHWU M PA3BUTHUU OOIINX
xommnerenimii OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 07, OK 08, OK 09, IK 1.1, I1IK

1.3
1.2. lleap ¥ ni1aHUpyeMble pe3yJIbTAThl 0CBOCHHUS M CIMIIJIMHBI:
B pamkax mporpamMmbl y4eOHON IUCHUIUIMHBI OOYYarOlMIMMHCS OCBAaMBAIOTCS yMEHHUS
Y 3HaHUs
Kon Ymenust 3HaHus
IIK, OK
OK 01, [IpumeHnATH Ha npakTtuke | TepMUHOIOrUIo B o0nacTu
OK 02, roCyZapCTBCHHBIE CTaHIApPThl, | JOKYMEHTALUOHHOTO oOecrieueHus
OK 03, IpYrue HOPMAaTHUBHO-METOJIMYECKHE | YIIPABICHUS;
OK 04, JOKYMEHTBI,  perjiameHTupytomue | HopmatusHbie JIOKYMEHTHI,
OK 05, OpraHM3alMI0 JOKYMEHTAIMOHHOIO | PETJIAMEHTUPYIOIIME  COCTaBIICHHE U
OK 06, oOecrieueHus yrpaBicHUs; opopmiieHHE JOKYMEHTAIIMH W TIOPSIOK
OK 09, CocTaBiATh u MPaBUJILHO | €e 00paboTKH;
IIK 1.2, oopmiATH OCHOBHBIE Buabl | [IpaBuna cocraBieHus u odopMiIeHUs
IIK 1.3. OpraHU3alMOHHO- OpraHU3alMOHHO-PACIIOPSAUTEIBHBIX

pacnopsaUTeIbHBIX JJOKYMEHTOB,;
Odopmisath UH(POPMALIMOHHO-

CIIPABOYHYIO JOKYMEHTALUIO;

OdopmsaTs KaJIpOBYIO
JTOKYMEHTAITHIO;
OdopmsaTs MIPETEH3UOHHO-

HCKOBYIO JIOKYMEHTAIIHIO.

JIOKYMEHTOB,
YHU(DULIUPOBAHHYIO
OpraHu3aIlMOHHO-PACTIOPSIUTEIBHBIX

JOKYMEHTOB, YHUPUIITPOBAHHYIO
CUCTEMY MEPBUYHOMN YYETHOM
JOKYMEHTAIMU B YACTH TOKYMEHTAIIUH 10
y4€Ty Tpyna,
[Hopsanok

BXOISAIIHNX B
CUCTEMY

MPOBEACHUS  DKCIEPTHU3bI
LIEHHOCTU JOKYMEHTOB U MOATOTOBKHU JIE
K ApXUBHOMY XPaHEHUIO.
Texuomnoruto OpraHu3alnuu
JIOKYMEHTOO0OpOTa B

(YupexIeHHUsX ).

opraHu3anuax




2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JAUCIUILIAHBI

2.1. O0beM yueOHOI JMCHMIIJIMHBI M BUABI Y4e0HO# padoThI

Ounas ¢popma 00yueHus

Buj yueOHoi padoThl

O0BeM B yacax

O0bem o0pa3oBaTeIbHOM NPOrpPaMMbl y4eOHOM AU CIHMIIINHBI 56

B T.4. B ()OpMe NPAKTHYECKOH MOATOTOBKH 56

BT. 4.:

TEOPETHYECKOE 00yUeHUE 28
IIPAaKTUYECKUE 3aHATUS 28
Camocmosmenvnas paboma -
IIpomeskyTouHast aTTecTANMS ﬂnq)(bepe;?ler)OBaHHHH

3aounas popma o0yueHust

Buj yueOHoii padoThl

O0BeM B yacax

O0bem o0pa3oBaTeIbHOM NPOrpaMMbl y4eOHOM AU CIMIIINHBI 56

BT. Y..

TEOPETHYECKOE 00yUeHUE 10
[IPAKTUYECKUE 3aHATUS 2
Camocmosimenshas paboma 44
IIpomeskyTouHast aTTecTANMS ﬂnq)(bepe;i:];)OBaHHHH




2.2. TemaTn4yecKuii IVIaH U coJiepPkaHue Y4eOHOM TN CHUNITHHBI

Oo0bem, akaj.
q/
B TOM 4YHCJIE B

Koapl koMneTeHIuii,

HaumeHoBaHue Conep:xxaHue y4yeOHOro Mmarepuasa u (OpMbl OPraHu3amum bopvie ¢GopmupoBanmnio
pa3/iesioB U TeM AeATeJTbHOCTH 00y4aIoIHXCH .. | KOTOPBIX CIOCOOCTBYET
HPARTIFICCRON |, remenT NPOrpaMMmblI
NMOATr0TOBKH,
aKaa. 4
1 2 3 4

Pazgen 1. OCHOBBI JOKYMEHTHUPOBAHMS YIIPABJIEHYECKOM JESATEJIbHOCTH
Tema 1.1 Ilousitue 0 | Conepskanue y4eOHOro MaTepuasia OK 01, OK 02, OK 05,
AOKYMEHTAlMOHHOM | OCHOBHBIE CBOMCTBA JOKYMEHTOB U MX ()YHKLIUU B CHCTEME YIPABJICHUSI. OK 09
olecreyeHUH [Tonsatue poxymentra. HMudopmamus wu poxkyment. Knaccuduxanms
ynpaBJjieHus, JOKYMEHTOB: MO BHUAY O(QOPMIICHMS;, IO COAEp)KaHHUIO; MO ¢dopme; Mo
AOKYMEHTe U IPOUCXOXKACHUIO; IO CpeIcTBaM (HUKCAIMK; IO CPOKAM XpaHCHHS. 2
cnocodax MarepuanbHbie HOCUTETN HHPOPMAIIHH.
AoxkymeHTupoBanusi | [lonarue nokymentupoBanusi. OCHOBHBIE CHOCOOBI JOKYMEHTHUPOBAHUSI.

OCHOBHBIE COBPEMEHHBIE TEXHOJOI'MH, MPUMEHSAEMbIE NPU OpraHU3aluu

paboTHI C TOKYMEHTAMH B OPTaHU3aANMIX (YUPEKIACHUSIX ).
Tema 1.2 Coaepxanue yueOHOro MaTepuaa
HopmatusHo- HopMaTuBHO-IpaBOBBIE  aKThl, PETrYJIHUPYIOIIME JAOKYMEHTALIMOHHOE OK 01, OK 02, OK 05,
npasosas 6a3a obecrieyeHre yrpasieHus. Y HU(GUKAIMS U CTaHAapTU3aLUs KaK OCHOBHBIE OK 09, TIK 1.1
AOKYMEHTAIIMOHHOI'0 | HANpaBJICHUS COBEPIIEHCTBOBAHMS JOKYMEHTOB M JOKYMEHTAI[MOHHOIO
o0ecnieyeHust oOecrieueHus ypaBicHHS. 272
ylnpasBJIeHHsA [lepeueHb OCHOBHBIX FOCYIaPCTBEHHBIX CTAHAAPTOB HA YHU(UIIUPOBAHHBIE

CUCTEMBbI JOKYMCHTAIIUU. OCHOBHBIE  ITOJIOKCHHS POCYHapCTBeHHOﬁ

CUCTCMbl  JOKYMCHTALIMOHHOT'O obecneueHus YIIpaBJICHHA. CocraB




YHUDUIUPOBAHHBIX CUCTEM JIOKYMEHTALUU:

pacniopsaAauTCIibHAA, OTYCTHO-CTATUCTUYICCKA, q)HHaHCOBaSI " ap.

OpTraHu3allMOHHO-

Tema 1.3 Cnoco0b1 u
NpaBUJIa CO3TAHUS
JTOKYMEHTOB

Conep:xanue yueOHOro MaTepuaJia

Xapakrepuctuka, cocraB U comgepxanne ['OCTa Ha cucremy
OpraHMU3aIMOHHO-PACTIOPSAUTENLHON TOKYMEHTAaUUU. YHUGUIUPOBAaHHAS

OK 01, OK 02, OK 03,
OK 04, OK 05, OK 06,
OK 07, OK 08, OK 09,

cucTeMa OpraHu3alMOHHO-PaCHOPSIAUTEIbHON JIOKYMEHTAIUH. 2/2 IIK1.1,1IK 1.3

TpeboBanust k odopmiieHno 10kymMmeHTOB. Dopmymsip-oopasernr OPJI.

[TpaBuna opopmiieHHs peKBU3UTOB, periameHTupoBaHHbIX ['OCTom.

B ToM 4nciIe NPAKTHYECKUX 3aAHATHI 2/2

[Tpaktuyeckoe 3anstue Nel. OdopmiieHue peKBU3UTOB Ha JTIOKYMEHTAX.
Paznen 2. OPTAHU3ALIIUA CUCTEMBI JOKYMEHTALIMOHHOI'O OBECIIEYEHUSA
Tema 2.1 Conep:kanue y4yeOHOro MmaTepuaJja OK 01, OK 02, OK 03,
Odopmaenue XapakTepuCcTUKa M COCTaB CHPaBOYHO-WH(OPMAIMOHHBIX JIOKYMEHTOB OK 04, OK 05, OK 06,
UH(POPMALIMOHHO- (cmy>xe0HBIX TTUCEM, CTIPABOK, 3asIBIICHUH, aKTOB, IPOTOKOJIOB, JTOKJIAHBIX 4 IIK 1.3
CIPaBOYHOM U OOBSICHUTENBHBIX 3aMUCOK), TpeOOBaHUA K UX OQPOPMIICHHUIO.
AOKYMEHTAINU JIOKyMEHTUpOBaHUE JIEITETLHOCTH KOJUIETHALHBIX OPTaHOB.

B TOM umciie NIpaKTHYECKUX 3aAHATHI 4

[Tpaktuueckoe 3anstue Ne2. Odopmierune nHGOPMAITMOHHO-CITPABOYHON

JOKYMEHTAI1H.
Tema 2.2 Coaepxanue yueOHOro MaTepuaa OK 01, OK 02, OK 03,
Odopmaenue OcCHOBHBIE TpYNIBl OPraHU3aLUOHHO-PACHOPSAIUTENBHBIX JOKYMEHTOB. OK 04, OK 05, OK 06,
OPraHU3auNOHHO- XapakTepucThka W COCTaB OPraHU3AIMOHHBIX JIOKYMEHTOB (ycCTaBa, OK 07, OK 08, OK 09,
PacOpAAMTENbHOM | TIOJIOKCHHS, MHCTPYKIHUH, JOKHOCTHOW WHCTPYKIIMHU), TPEOOBaHUS K 4 I[K 1.1, 1IK' 1.3
AOKYMEHTALUH odopmiieHnI0. XapaKTEepUCTUKA U COCTaB PACIIOPAIUTENBHBIX TOKYMEHTOB

(mocTaHOBNIEHUs, TIPHKa3a, PEIICHUS, PACHOPSHKEHUS,  yKa3aHWsl),
TpeboBaHUs K UX 0(OPMIICHHUIO.




[ToHsiTHE TO/UIMHHUKA, KOIMWHW, BBHINHCKH, AyOnukara. Bumel komwmii
JOKYMEHTOB, OCOOCHHOCTH 3aBEPEHUS KOMHUI U BBIMUCOK HOTAPHATLHBIMH
KOHTOPAMU U JOJKHOCTHBIMM JIMIIAMHA OpPTaHU3aLUM.

B TOM umciie IpaKTHYECKUX 3aAHATHI 4

[Tpaktuueckoe 3anstue Ne3. OdopmieHne opraHu3aIMOHHO-

pacnopsAUTENbHON TOKYMEHTALUH.
Tema 2.3 | Coaeprxanue yqueOHOI0 MaTepuaa OK 01, OK 02, OK 03,
Odopmaenue 3asBICHHS U PUKA3bI 110 TUYHOMY cocTaBy. Jlnunas kaprouka ¢popmsl T-2 OK 04, OK 05, OK
Ka/pPOBOii U JIMYHBIE JeJia 4 06,09, IIK 1.1, TIK 1.3
JAOKYMEHTAIlUH B TOM umciIe IpAKTHYECKUX 3aAHATHI 4

[Tpaktuueckoe 3anstue Ned. OdopmiieHre KaapoBOl JOKyMEHTAIUH.
Tema 2.4 [loroBopHo- | ConepskaHue y4eOHOro MaTepuasia OK 01, OK 02, OK 03,
npaBoBast [Tonsitre noroBopa. OcHOBHBIE pa3ienbl JoroBopoB. [lopsaok opopmiteHus ) OK 04, OK 05, OK 06,
AOKYMEHTalusA TPYZOBOIO JOrOBOPA, JOTOBOPA IIOCTABKH, JOTr0OBOPA KYIUIU-TIPOJAXKH. K 1.1, 1IK' 1.3

B TOM umciIe IpAKTHYECKUX 3aAHATHI 2

[Tpaktuueckoe 3anstue NeS. OdopmieHne 10roBopos.
Tema 2.5 | Conep:kanue y4yeOHOIro MaTepuaja OK 01, OK 02, OK 03,
IIperen3uonno- OcCHOBHBIE PEKBU3UTHI U MOPAIOK O(GOPMIICHUS NMPETEH3UH, OTBETOB Ha OK 04, OK 05, OK 06,
HCKOBas nperensuto. Opuanyeckast ciyx0a, BBINONHAIOMAS —[PETEH3UOHHO- OK 07, OK 08, OK 09,
AOKYMEHTalusi MCKOBYIO pa0boTy Ha npeanpusaTuu. JKypHall perucTpauuu IpeTeH3 . 2/2 K 1.1, 1IK'1.3

[Topsimox ogopmiieHHSI HMCKOBBIX 3asBICHUNH W TIPEACTABICHUE HX B

ApOUTpaKHBIH CY/I.

B TOM umciIe IpAKTHYECKUX 3aAHATHI 6

[Ipaktnueckoe 3ansitue Ne6. OdopmieHue NPETCH3MOHHO-UCKOBOM

JOKYMEHTALUU.

Pa3znea 3 OPTAHU3AIIUA PABOTBI C JIOKYMEHTAMM B OPTAHU3AIIUAX

(YUPEXKJIEHUSIX)

| Conep:kanue y4yeOHOro MmaTepuaja




Tema 3.1 VYnpasinenue W Jenonpou3BoAcTBO.  OpraHuzanuoHHbIE  (HOPMBI
TexHoJsorus nenorpousBoacTtBa.  Cmyk06a  JOKYMEHTAalMOHHOTO  OOecredYeHus OK 01, OK 02, OK 03.
OpraHu3zanuu yIpaBjieHUs, OCHOBHAas 3adaya, (YHKIUH, THIIOBbIE CTPYKTYpBI, ) OK 04. OK 09
JTOKYMEHT0000poTa B | IOJDKHOCTHOHM cocTaB. Pernamenranus padots! ciayx0s1 JOY. ITpumepnoe ’
OpraHu3anusx MIOJIOKEHHE O CIyX0€ JTOKyMEHTAllMOHHOIO OOecledyeHus! YIpaBICHUS U
(yupe:xaeHusix) JOJDKHOCTHBIE UHCTPYKLIMH.
Tema 3.2 Conep:kanue y4ye0OHOro MmaTepuaja OK 01, OK 02, OK 03,
OcobennocTu [TonaTus mpeanoxxeHus, 3asBiIeHUA W kajdoObl. [lpuwem u perucrpanus OK 04, OK 05, OK 06,
AeJIONPOU3BOACTBA IMCceM rpakaaH. PaccMoTpeHue u pa3pelieHue NuceM, CpoK pacCMOTPEHHUS. OK 07, OK 08, OK 09,
no odpanieHuAM AHanu3 nucem rpaxjaaH. IIK 1.1, TIK 1.3
rpakaaH u KondunennuansHoe aenonpousBoacTBo. I'pud orpannuenus mocryma K 2
KOH(HICHIMAIBHOIO | TOKYMEHTY. ABTOMATH3MPOBAHHBIE CUCTEMBI PaOOTBHl C JOKYMEHTaMH.
AeJI0TPOU3BO/ACTBA CpenctBa M3roTOBJICHMS, KONMUPOBAHUS M PAa3MHOMKEHUS JIOKYMEHTOB.

Opranuzanus pabounux MecT.

B ToM 4nciIe NPAKTHYECKUX 3aAHATHI 2

[Tpaktuyeckoe 3anstue Ne7. Odopmienue oopalieHuil rpaxiaH.
Tema 3.3 Coaepxanue yueOHOro MaTepuaa OK 01, OK 02, OK 03,
Cucremarusanus [Tonsstue  moxymentoobopora. OOmmMe  NPUHLIMUIBI  OpraHU3aIUH OK 04, OK 09, TIK 1.3
AOKYMEHTOB, JIOKYMEHTOO0O0pOTa, €r0 OCHOBHBIC ITAIBI: PUEM U MEPBUYHASI 00paboTKa
(¢opMHpOBaHUE X B | TOKYMEHTOB; paCIpeIeiICHUE TMOCTYNHUBIINX JIOKYMEHTOB, PETHCTPAIIHS
Aesia U nepefavya B JOKYMEHTOB M TMpEeABapUTEIbHOE HX PACCMOTPEHHE; PACCMOTPEHHE
apXuB OPraHU3alMH | JOKYMEHTOB PYKOBOJCTBOM OpraHM3aLUH (YUpEKICHNS) U HAIIPaBJICHUE UX 2

Ha WCIOJHEHUE; UCTIOJIHEHUE U KOHTPOJb 33 MCIIOJHEHHEM JTOKYMEHTOB;

TEKyIllee XpaHEeHHE JOKYMEHTOB.

Howmenknarypa nen. O6paboTka e Ui HOCIEeYIOIEro XpaHeHH s,

DKcnepTu3a HEHHOCTH T0KYMEHTOB, 0(pOpMIIEHHUE /1], COCTaBJICHUE

onuceil. Craya ies1 B apXHUB.
CamocrosiTenpHas paboTa 1o Teme /44




[TpomesxyTounas arrectauus (aug.3aver)

Bcero:

56/56
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3. YCJOBUA PEAJIN3AIIMU YYEBHOM T CIUILIAHBI

3.1. Jlna peaqu3anuM NporpaMmbl Npo¢ecCHOHAJBLHOIO MOAYJISA JOJIKHBI ObITh
NpeaycMOTPEHbI clielHaabHble MOMeIeHH:
OcHamienue kabuneta «J{oKyMEHTaIlMOHHOTO 00eCTICUEeHHUS YIIPABICHHS» BKIIOYALT:
O6opynoBaHUe ¥ TEXHUYECKHUE CPEACTBA OOYICHHUS:
1. KoMIieKkT KOMIbIOTEPHOT0 000PYI0BaHHUs (CHCTEMHBIN OJIOK, MOHHTOP, KJIaBHATYpa,
MBIIIb) — 1 mT. 2.
ITpoektop — 1 mirT.
OkpaH — 1 wr. 4.
Cron yyeHU4ecKuii-25 mr.
Cron npenogaBarens — 1 mr.
Cryn — 26 mr.

Nk W

. Jocka knaccHas — 1 mt

3.2. UnpopmannonHoe odecriedeHne peaau3amu NporpaMmmbl

Jlnst peanuzanuu mporpamMmbl  OuOauMoTedHbIit (oHI 00pa3oBaTeNbHON OpraHU3aIlu|
UMEeT AJIEKTPOHHBbIE OOpa3oBaTeibHble U MHGOPMAIMOHHBIE PECYPCHl NJISl HUCIIOJIb30BAHUS B
00pa3oBaTeILHOM IPOIIECCE..

3.2.1. OcHOBHBIE€ HCTOYHUKH

1. lyeanosa, H. H. JlokyMeHTallMOHHOE oOOecreueHHe YNpaBJICHUS : y4EeOHUK U
MpaKTUKYyM Uisi cpeaHero mpodeccrnonansHoro obpaszoBanms / H. H. lllyBanoBa. — 3-e wm3n.,
nepepad. u momn. — Mocksa : U3patensctBo HOpaiit, 2024. — 247 ¢. — (IIpodeccuonanpHoe

obpazoBanue). — ISBN 978-5-534-16538-8. — Tekct : snexktponHsid // OOpa3zoBarenbHas
matdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/536969 .

2. Ky3nenos, WM. H. JlokymeHTarmoHHOe  oOecIieueHue  yIpaBJICHUS.
JIOKyMEHTOO0OpOT ¥ JCNOMPOU3BOACTBO : YyYEOHHMK H TPAKTUKYM JJS  CPEIHEro
npodeccuonansHoro obpazosanus / . H. Ky3nenoB. — 4-e uzn., nepepad. u gon. — MockBa :
WznarensctBo FOpaiit, 2023. — 545 ¢. — (IIpodeccuonanbuoe obpazoBanue). — ISBN 978-5-
534-16004-8.

3.2.2. J/lonoJiHUTEIbHbIE HCTOYHUKH

1. Kopuees, U. K. JlokymeHTarimoHHOEe oOOeCneYeHUE YMPABICHUS : yYEOHUK H
MpaKTUKyM JJIsi cpeaHero mpodeccruonanbHoro oopaszoanusi / U. K. Kopuees, A. B. [Tmenko,
B. A. MamypreB. — 3-e u3a., nepepad. u gorn. — Mocksa : U3narensctBo FOpaiit, 2024. —
438 c.— (IIpodeccuonansHoe obOpazoBanue). — ISBN 978-5-534-16002-4. — Tekcr
AIEKTPOHHBIN /! OObpazoBaTenbHas miatgopma Opaiit [caiiT]. —
URL: https://urait.ru/bcode/539262.

2. [llysanmosa, H. H. Opranuzanus 1 TeXHOJIOTHSI JOKYMEHTAIITHOHHOTO 00€CTICUeHUS
yrOpaBieHus ;. ydeOHUK W mpakTukyMm mis By3oB/ H. H. IllyBanoBa. — 3-¢ u3a., mepepal. u
norn. — Mocksa : WznarensctBo [Opaiit, 2024. — 247 c.— (Bricmee oOpa3zoBaHme). —
ISBN 978-5-534-16537-1. — Texkcr : anektpoHHbId // OOpazoBarenbHas miaatdopma FOpaiit
[caliT]. — URL: https://urait.ru/bcode/536968.
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3.2.3. UurepHer-pecypenl u HITA

1. CrnpaBouHo-npaBoBas cucrema «l apanr».
2. CrnpaBouHo-npaBoBas cucrema «Koncynbrantllntocy.
3. IoCT P 7.0.97-2016. Hauuonansubslii ctangapt Poccuiickoit ®enepanum.

Cucrema cra"maproB 10 UHPOpMauuH, OUOTMOTEYHOMY M HM3AATEIbCKOMY  Jemy.
Opranu3zanroHHO-pacopsIuTeNbHast JokyMeHTanus. TpeboBanus kK 0OpMIICHHUIO TOKYMEHTOB.

4. "TOCT P 7.0.97-2016. Hammonansubiii ctangapt Poccuiickoit ®Penepanuu.
Cuctema craHgapToB 10 HH(pOpMamuu, OHOJTUOTEUHOMY U  HM3JATEIBCKOMY  JEy.
Opraau3anroHHO-PACTIOPSANTENIbHAS TOKyMeHTaIus. TpeboBaHus K 0OPMIICHUIO JOKYMEHTOB"
(yrB. IIpukazom Poccrannapra ot 08.12.2016 N 2004-ct) (pen. ot 14.05.2018)

12



4. KOHTPOJIb U OHEHKA PE3YJIbTATOB OCBOEHMUAA

YYEBHOM JUCHUILIUHBI
Pe3syabTaTsl Kpurepum ouenkn MeToabI OlIEeHKH
o0yueHust

[lepeueHb 3HAHUI, OCBAUBAEMBIX B PAMKAX JTUCIUILTUHBI

Tepmunosorus B | - opopMIICHHE TOKYMEHTOB M PEIICHUE | - IKCIIEPTHOE HAOIIOICHIE

obnactu NPaKTUYCCKUX CUTYyalui C | BBIIIOJHCHHUS

JOKYMEHTAI[HOHHOTO HOPMATHUBHBIM NPaBOBBIM | IPAKTUYCCKUX 3a/IaHHH,

obecreueHust 000CHOBaHHEM; - OIEHKa II0 HTOraM

VIIPaBIICHUS; - WCIOJIb30BaHNE Pa3INYHBIX | YCTHOTO orpoca

HOpMaTI/IBHBIe HCTOYHHUKOB, BKJIOYas JSJICKTPOHHBIC CTYJICHTOB,

JIOKYMEHTHI, pecypeel, Menua pecypebl, MHTEpHET- | _ yagmonenue mo mroram

DerTAMERTHDYIONE pecypchl, IepuoInvecKrue U3AaHus 1o S —

CHEIUAITBHOCTH ISt pelieHus

COCTaBJICHHE 1 | 1potheccHOHATHHBIX 32724 - OIGHKa B TMpoIecce

odopmrenne - JEMOHCTpALys OTBETCTBEHHOCTH 3a | [POBCACHHA

AOKYMCHTaLlN1 W | npuHsATHIC pelieHus, 000CHOBAaHHOCTh FPOMENYTORHOH
aTTeCTalluu.

NOpsI0K ee 00padoTKH;
[IpaBuia cocraBiaeHus
" odopmIIeHUS
OpraHHU3aIOHHO-
pacnopsAUTENbHBIX
JTOKYMEHTOB, BXOSIINX
B YHU(DUIUPOBAHHYIO
cUCcTEMY
OpTraHU3alMOHHO-
pacopsSANTEIBHBIX
JIOKYMEHTOB,
YHUDUIITPOBAHHYIO
CUCTEMY  MEPBUYHOMN
YYETHOH
JOKYMEHTAIIUN B YacTH

JOKYMEHTAIU! o
yuery Tpyna;
Ilopsanok mpoBeneHus
AKCTEPTU3Bl 1IEHHOCTH
JTIOKYMEHTOB n
MOATOTOBKH A€l K
apXUBHOMY XPaHCHHIO.
TexHomorus
OpraHHU3aIyH
JTOKYMEHTOO0OpOTa B
OpraHMU3aIMIX
(YupexIeHUsIX).

camoaHaJn3a " KOPPEKIIHS
pe3yabTaTOB COOCTBEHHOU PabOTHI;

- HUCITIOJB30BAHUEC 3aKOHOAATCIIBHBIX N
HOPMAaTUBHO-IIPABOBBIX dKTOB npu
IJIaHUPOBAHUHA
MPEAIPUHUMATEIBCKON JAEATEIBHOCTH
B ipodeccuoHanbHo chepe;

- JIEMOHCTpalusi 3HaHWWA B 00JIAaCTH
(¢buHAHCOBOH T'PaMOTHOCTH;

- KOHCTPYKTHUBHOCTb
B3aMMOJCHCTBUS ¢ 0OOydarolumucs,
npenojaBaTesisiMd B XoJie OoOydeHus,
PYKOBOAMUTEISIMHU y4eOHOH u
IIPOU3BOJCTBEHHOM IIPAKTHUK.
-cobmroieHne HOPM
npohecCHOHATLHOMN dTUKH;

— TMOCTpOEHHE NPOPECCHOHATHHOIO

OOImIeHNsI ¢ Y4eTOM  COIMAIbHO-
npogeCcCHOHATHHOTO craryca,
CUTyalluu OOILIeHHs, OCOOEHHOCTEH
TPYIIIEI " WH/IMUBUyaTbHBIX
ocobeHHoCTeH YYaCTHUKOB
KOMMYHHKAIHH,

- TPAMOTHOCTh YCTHOW M MHCHMEHHOM
peuw;

- odopmieHue  JOKYMEHTOB B

cootBeTcTBun ¢ 'OCToMm;
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- SACHOCTH  (OpPMYNUpPOBaHHS U

HU3JI0KEHUS MBICTICH;

- TpOSIBICHUE TOJEPAHTHOCTH B
porecce OOIIeHUs;

- coONIoIcHHe HOPM TIOBEIEHUS BO
BpeMs1 yueOHBIX 3aHATHIA;

- coOuroieHne CTaHJapTOB
AQHTHKOPPYILIHOHHOTO ITOBEACHHS;
- co0IIo/1aeT HOPMBI 3KOJIOTHYECKON

0€e30I1aCHOCTH;

— orpeaenser HaTpaBJICHUS
pecypcocOepeKeHHsI B pamKax
npohecCHOHATLHON NIESATEIBHOCTH 110
CHEIHATbHOCTH;

- 2(QEKTUBHOCTh  HCIIOIH30BAHUS
cpencTB (U3HYECKOW KyIBTYPHI IS
COXPaHEHHUS U YKPETICHUS 3JJ0POBBS B
nporiecce npodeCCHOHATLHON
JESITEIIBHOCTH u HOJICPIKAHUS
HEOOXOAMMOTO YpOBHS (DU3NUECKOMH
MOJITOTOBJICHHOCTH;

- 9} GeKTUBHOCTh HCIOJIB30BaHUS B
npodhecCHoHaANBHOM JIESITEbHOCTH
HEOOXOUMOW JOKYMEHTAIMH, B TOM
YHCJIe HA HHOCTPAHHOM SI3BIKE

Ilepeuenb yMeHU, OCBaMBa€MbIX B paMKax JHUCHUIUIMHbI

[IpumeHnaTH Ha
MIPAKTUKE
rocy/1apCcTBEHHbIE
CTaHJIapThl, Ipyrue
HOpPMaTUBHO-
METOJINYECKUE
JOKYMEHTHI,
pETIaMEeHTHPYIOIINE
OpTraHHU3aIII0
JOKYMEHTAIMOHHOTO
o0ecrniedyeHus
yIpaBIEHUS;
CocraBiATh u
MPaBUIBLHO O(POPMIIATH
OCHOBHBIE BH/IBI
OpraHU3aIMOHHO-
pacopsSANTEIBHBIX

JIOKYMEHTOB;

- opopmIIeHHE TOKYMEHTOB U pelIeHUe

PaKTUYECKUX CUTyaLUil c
HOPMAaTUBHBIM IIPABOBBIM
000CHOBaAHHEM;

- HCII0JIb30BAHNE pa3IMYHbIX

VCTOYHHUKOB, BKIJIIOYas HIJIEKTPOHHBIE
pecypcesl, Menua pecypcesl, MHTepHeT-
pecypcesl, NEPUOANYECKHAE U3IaHUs I10
CIICHUaJIbHOCTHU JJIsA PCIICHUA
poeCCHOHANIBHBIX 3a]1a4

- JIMOHCTpAIUsi OTBETCTBEHHOCTH 3a
NPUHSATHIC PEIICHHs, 000CHOBAHHOCTb
camMoaHamn3a u KOPPEKIIHs
pEe3yNbTaTOB COOCTBEHHON PaOOTHI;

- UCTIONB30BAaHUE 3aKOHOJATEIbHBIX U
HOPMATHUBHO-TIPABOBBIX ~ aKTOB  IPHU
TUTAHUPOBAHHUU
NpeANPUHIMATEIBCKON NIeATEIbHOCTH

B npodeccuoHaIbHOM cepe;

- DKCIIEPTHOE HAOIIOJICHUE
BBITIOJIHEHUS
MPAKTUYECKUX 3aJaHU,

- OILIEHKa 1[I0 UTOram
YCTHOTO ompoca
CTYJIEHTOB,

- HaOIroIeHne II0 UTOraM
TECTUPOBAHUS,

- OICHKa B
MIPOBEACHUS
IIPOMEKYTOUHOU
aTTEeCTallH Y.

nporecce
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Odopmisath
MH(POPMAIIMOHHO-
CIIPaBOYHYIO
JTOKYMEHTAIHIO;
OdopmisaTe KagpoBYyIO
JTOKYMEHTAITHIO;
OdopmsaTs
MIPETEH3UOHHO-
HCKOBYIO
JOKYMEHTAIHIO.

- JIeMOHCTpAalMs 3HAaHUH B 00JacTH
(rHAHCOBON TPAMOTHOCTH;
- KOHCTPYKTHUBHOCTH

B3aUMOJICHCTBUA C 0Oy4aromuMucs,
IpernoiaBaTessIMH B XoJe 0O0ydeHus,
PYKOBOJIUTENAMHU yueOHO u
TIPOM3BOJICTBEHHOM MPAKTHK.
-co0Ir0IEHNE HOPM
poeCCHOHATBHON ITHKH,

— TOCTpOeHHE MPOPECCHOHATIHLHOTO
oO0IIeHnsT ¢ y4eTOM  COIMaJbHO-

npogeccuoHaIbHOTO craryca,
CUTyalliu  OOIICHHs, OCOOCHHOCTEH
TpYHIIbI u HHAWBHUIYAJIbHBIX
0COOeHHOCTEH YYaCTHUKOB
KOMMYHUKAIIUHA

- TPaMOTHOCTb YCTHOM M ITMCBMEHHOU
peuu;

- odopmiiecHHE  JOKYMEHTOB B
cootBeTcTBUM ¢ ['OCTom;

- SCHOCTb  (OpPMYIUpOBaHUS U
HU3JI0KEHUST MBICIIEH;

- TPpOSIBICHWUE TOJCPAHTHOCTH B
MpoIecce OOIIEHUS;

- coONroiecHHe HOPM TIOBEIEHUS BO
BpeMs1 yU4eOHBIX 3aHSATHIA;

- coOuroieHne CTaHJapPTOB
AHTUKOPPYILIMOHHOTO IIOBEICHUA;
- coOMIoaeT HOPMBI IKOJIOTHYECKOM

0e30IMacHOCTH;

— orpenenser HaTpaBJICHUS
pecypcocOepeKeHHs B pamKax
npo¢eCCUOHATILHON JIEeATENFHOCTH 110
CHEIHATbHOCTH;

- 2(QEeKTUBHOCTh  HCIIOIH30BAHUS
cpencTB (HU3HYECKOW KyJIBTYPHI IS
COXpPaHEHHS U YKPETUICHHS 3/10pPOBbSI B
nporiecce npodeCCHOHATLHON
JeSITeIbHOCTH u HOJICPIKAHUS
HEOOXOAMMOTO YpOBHS (hU3NUYECKOMN
HOJTrOTOBJICHHOCTH;

- 3¢ (EKTUBHOCTh HCHOJB30OBAHUS B
npodecCHOHATHLHON JeSITeTTHHOCTH
HEOOXOIMMOW JOKYMEHTAIlMH, B TOM
YrCIIe HA MHOCTPAHHOM SI3BIKE
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5. JMYHOCTHBIE PE3YJIbTATHBI

JIMYHOCTHBIE Pe3yIbTAThI
peaju3aluu NPOrpaMMbl BOCIIMTAHUS
(Oeckpunmopwi)

Kona
JINYHOCTHBIX
pe3yabpTaToB
peaju3anum
MporpaMMbl
BOCIIUTAHUA

Oco3zHaronuii ceds rpaxJaHMHOM U 3aIlIUTHUKOM BEJIMKOW CTpaHBbI.

JP1

[IposBistOIIM  aKTUBHYIO TPaXJAHCKYIO MMO3ULHIO, JEMOHCTPUPYIOIIHI
MPUBCPIKCHHOCTDH NpuHIUIIaM  YCCTHOCTHU, MopsAaA049YHOCTH, OTKPBITOCTH,
SKOHOMMYECKH  AaKTHBHBIHK W  YYacTBYIOUIMH B  CTyIEHYECKOM U
TCPpUTOPUATIEHOM CaMOyIpaBJICHUU, B TOM qUCJe Ha YCII0BUSAX
n00pOBOJIBYUECTBA, MPOJYKTUBHO B3aWMOJCHCTBYIONIUNA W Yy4YacCTBYIOIIUNA B
ACATCIIbHOCTH OGH.ICCTBGHHLIX OopT: aHHBaHHﬁ.

JIP 2

Cobmroaromuii HOPMBI MPABOIIOPSAKA, CIACAYIOMMUA HaealaM T'PaKIaHCKOTO
obmecTBa, oOecrieueHust Oe30mMacHOCTH, MpaB M cBoOOX Tpaxkaan Poccum.
JlosimpHBI K yCTAaHOBKAM W TIPOSIBJICHUSIM TIPEICTABHUTENICH CYOKYyIbTYD,
OTJII/I‘-IaIOH_[I/II\/'I HUX OT rpynn ¢ ACCTPYKTUBHBIM U ACBUAHTHBIM ITOBCIACHUCM.
JIeMOHCTpUPYIOIIMI HENPUATHE W TPEAYNPEeKAAIOMNNA CONUAIBHO OMAaCHOE
MOBEJICHUE OKPY>KAIOIIHX.

JIP 3

[IposBistomnil 1 AEMOHCTPUPYIOIIUN YBAKEHHUE K JIIOASAM TPY1a, OCO3HAIOIIHI
[IEHHOCTh cOOCTBeHHOTO Tpyna. Crpemsimuiics K (HOPMUPOBAHHIO B CETEBOM
cpele JIMYHOCTHO M TNPOQPECCHOHANBHOIO KOHCTPYKTUBHOTO «IU(POBOro
crenan.

JIP 4

JIeMOHCTpUPYIOIIHMIT MPUBEP)KEHHOCTh K POJHOW KYJIBTYpE, HCTOPUUYECKOM
maMsTd Ha OCHOBe JoOBH K PoauHe, pogHOMy Hapoay, Majod poJIUHE,
MPUHITHIO TPAAUIIMOHHBIX [IEHHOCTE MHOTOHAIIMOHAJIBLHOTO Hapoja Poccuu.

JIP S

[IposiBnsitominii yBa>keHHE K JIOJSM CTApUIErO IMOKOJEHUSI U TOTOBHOCTh K
YYaCTHIO B COITMATILHOM MOJEPIKKE M BOJIOHTEPCKUX JIBHDKCHHSIX.

JIP 6

Oco3Hamuil TPUOPUTETHYIO LEHHOCTh JUYHOCTU YEJOBEKA; YBAXKAIOUIUI
COOCTBEHHYI0O U YYXYIO YHMKAJIbHOCTh B Pa3IUYHBIX CHUTYallUsX, BO BCEX
(dbopMax ¥ BHJIaX IEATEIHHOCTH.

JP 7

[IposBistomnii 1 IEMOHCTPUPYIOIINI YBaKEHUE K MPEACTABUTEIISAM Pa3TMIHBIX
STHOKYJIBTYPHBIX, COIHUATBHBIX, KOH(PECCHOHANBHBIX M WHBIX TPYHIL.
ComnpuyacTHbIi K COXPAaHEHMIO, NMPEYMHOKEHHUIO U TPAHCISALUMN KYJIbTYPHBIX
TpaJULMi U HEHHOCTEN MHOTOHAIMOHAJIBHOTO POCCUIMCKOr0 rOCYAapCTBa.

JIP 8

Cobmroaronuii ¥ MpomaraHAUPYOIIUNA MpaBUiia 3I0pOBOT0 W 0€30MmacHOro
oOpaza KW3HM, CIOPTa; MNPEIYNPEKIAIMUNA JTUO0 MPEOI0ICBAIONTUI
3aBUCUMOCTH OT aJIKOI'OJId, Ta6a1<a, NCUXOAKTUBHBIX BCILICCTB, a3apPTHBIX UT'P U
T.1. COXpaHSIOMUNA MCUXOJOTMYECKYI0 YCTOMYUBOCTh B CUTYaTUBHO CIIOKHBIX
HJIN CTPCMUTCIIbBHO MCHAIOIUXCS CUTyallUsIX.

JIP 9

3aboTAmuics O 3amMTe OKPY)KAIoIMIEH Ccpelbl, COOCTBEHHOW | UYXKOU
6€30MacHOCTH, B TOM YHUCIIe HU(POBOIi.

JIP 10

[TposiBastomunii yBa)KeHHE K SCTETUYECKUM IIEHHOCTSIM, 00J1a/Taf0INil OCHOBAMHU
JCTETUYECKON KYJIbTYPHI.

JIP 11
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[IpuauMaronuii ceMeiHble LEHHOCTH, TOTOBBIM K CO3JaHUI0 CEMbU H
BOCIIUTAHHUIO JIETEW; JEMOHCTPUPYIOIINI HEMPUITHE HACUIIUS B CEMBE, YX0/1a OT
POUTEIICKON OTBETCTBEHHOCTH, OTKA3a OT OTHOIICHHUH CO CBOUMH JACTHMHU B UX
(MHAHCOBOTO COJICPKAHUS.

JIP 12

JIn4HOCTHBIE pe3y/IbTaThl
peaJM3aluM NPOorpaMMbl BOCIIUTAHMS,
omnpe/eeHHbIE OTPACIEBLIMH TPEOOBAHUSIMH K /1€JIOBBIM KauecTBaM
JIMYHOCTH

CobOmoaromuii B cBoe MpoeCCHOHATBHOW  JIESITEIIbHOCTH  ATHYECKHE
HpI/IHL[I/IHbII YCCTHOCTH, HC3aBHCHMOCTH, HpO(I)eCCI/IOHaJIBHOFO CKCIITUIIM3Ma,
MPOTUBOACHCTBHS KOPPYIIIMA M IKCTPEMH3MY, OOJIAJArOIIHA CHUCTEMHBIM
MBIIIJICHUEM U YMCHI/IGM HpI/IHI/IMaTB pemeHHe B YCJ'IOBI/HIX pI/ICKa nu
HEOMPECICHHOCTH

JIP 13

["'0TOBBIN COOTBETCTBOBAThH OKUAAHUSAM pabOTOAATENECH: TPOSKTHO-MBICIISALIHA,
3¢ PEeKTUBHO B3aUMOICHCTBYIONIUI C YWICHAMH KOMaHIbI U COTPYIHUYAIOIINN C
JIPYTUMH JIF0JIbMH, OCO3HAHHO BBITTOJIHAIOIINN npodeccruoHaNbHbIE TpeOOBaHUS,
OTBETCTBEHHBIN, TWYHKTYaJlbHbIH, JIUCIUIUIMHUPOBAHHBIN, TPYAOJIOOUBBIN,
KPUTHYECKH MBICIISIINI, HALEICHHBIM HA JTOCTUKEHUE MOCTABIICHHBIX LEJIEH;
JTEMOHCTPUPYIONTUH TPO()ECCHOHATIBHYIO KU3HECTOMKOCTh

JIP 14

OTKpBITBIM K TEKYLUIMM M NEPCHEKTUBHBIM HM3MEHEHMSIM B MHUpE Tpyda H
npodeccuit

JIP 15

JIMYHOCTHBIE Pe3yJIbTAThI
peajM3anuy NporpaMMbl BOCIIMTAHUS,
onpeaejieHHbIe cy0ObeKkTOM Poccniickoii @enepanun

[TpuHUMarOIIHMI MATPUOTHIECKUE B3TIISAIBI U YOCKICHHS, YBAYKAIOIIIHMA
HCTOPHIO U KYJIbTYPY MHOTOHAIIMOHAIBbHOM Poccnn 1 MOCKBBI

JIP16

[IposBisromumii yBaxenue k cuMmBoiinke Poccuiickoit @eneparuu, MOCKBEI, K
KYJIbTYPHO-UCTOPUYECKOMY HacyeIut0 PonuHbI

JIP 17

JINYHOCTHBIE pe3yJIbTaThI
peanu3anuy NporpaMMbl BOCIIUTAHMS,
onpeaeeHHbIE KJIOYeBbIMH padoToaaTesiMu

["0TOBBII COOTBETCTBOBATH OXKUIAHUSAM pabOTOAATENEH: IPOSKTHO- MBICIISIINH,
3¢ PEeKTUBHO B3aUMOCHCTBYIONINI C YWICHAMH KOMaHbl U COTPYIHUYAIOIINN C
JAPYTUMH JIIOJIbMHU, OCO3HAHHO BBIMOJIHSAIOUINN TPo(dhecCHOHaIbHBIE TPEOOBaHUS,
OTBETCTBEHHBIH, IYHKTYQJIbHBIH, IUCHHUILTMHUPOBAHHBINA, TPYHOIIOOUBBIH,
KPUTHYECKH MBICIAIIUI, HALEJICHHBIM Ha JOCTM)KCHHE IIOCTABICHHBIX LIEICH,
JEeMOHCTPHP YOI MPO(heCcCHOHAIBHYIO KU3HECTOHKOCTh

JIP 18

[Tpu3HaOMMii EHHOCTh HENPEPHIBHOIO 00pa30BaHUs, OPUEHTHPYIOLIUICS B
M3MEHSIONMIEMCSl PBIHKE Tpyda, H30eraromuii 0e3paOdoTHIlbI, YIPaBIISIOMIHA
COOCTBEHHBIM MPO(PECCHOHATBHBIM Pa3BUTHEM, PE(PICKCUBHO OLIEHUBAIOIIUI
cOOCTBEHHBIN KU3HEHHBIN OMBIT, KPUTEPUN JTUYHON YCTICIITHOCTH

JIP 19

["oTOBBII K TpoeccuOHaTbHON KOHKYPEHIIMU U KOHCTPYKTUBHOM peakuy Ha
KPUTHKY

JIP 20

JINYHOCTHBIE pe3yJIbTaThI
peaJn3aluu NpPorpaMMbl BOCIIUTAHMS,
onpeaeaeHHbIe CyObeKTaMM 00pa30BaTeIbHOIO NpoLecca

ConelcTBOBaTh COXPAHEHHUIO PECYPCOCOCPEKEHHUTO

JIP 21

[TposBIATE JOOPOKENATENBEHOCT K OKPYXKAIOIIUM, JIEIUKATHOCTh, YyTKOCTb,
YYBCTBO TAKTa U TOTOBHOCTb OKAa3aTh YCIYTy KaXJA0MY, KTO B HEH HYKJIaeTCs

JIP 22
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CriocoOHBIHM aHaTM3UPOBATh TPOU3BOJCTBEHHYIO CUTYAIINIO, OBICTPO
MIPUHUMATD PEIICHUS

JIP 23
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