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1. OBIIAA XAPAKTEPUCTHUKA }'IPI/IMEPHOFI PABOYEN
ITPOI'PAMMBbI YYHEBHOU JUCIIUITJINHBI
«OI1.06 JOKYMEHTALIMOHHOE OBECIIEYHEHME YIIPABJIEHUS»

1.1. MecTo AUCUMILIMHBI B CTPYKType OCHOBHOHM 00pa3oBaTe/IbHOM

NporpaMMbl

VYyeOHas nucuuiuiiHa «JlOKyMEHTAllMOHHOE OOECIEUYEeHUE YIPABICHUS»
ABIsETCS 00s13aTeNbHON 4acThio OOIIenpopecCHOHATBHOIO IUKIa MPUMEPHON
oOpazoBarensHOM mporpaMmMbl B cooTBeTcTBUH ¢ PI'OC CIIO 1o crienuaibHOCTH.

Oco0oe 3HayeHHWE AMCLUUILIMHA UMEET Tpu (OPMUPOBAHUU U PA3BUTHH
oommux xomnereHimi OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 07,

OK 08, OK 09.

1.2. Heab u njiaHupyeMble pe3yabTaThbl 0CBOEHHS IMCUMILIUHBI:
B pamkax nporpaMMbl y4eOHOM TUCHHUTIITUHBI 00y4YalOIUMKCS OCBAaBAIOTCS
YMEHUS Y 3HAHUS

OdopmitsiTh HHPOPMALIMOHHO-
CIIPaBOYHYIO JOKYMEHTAIIHIO;
OdopMIIsATh KaIPOBYIO
JOKYMEHTAIHIO;

OdopMIsATh MPETEH3UOHHO-
HCKOBYIO IOKYMEHTAIIHIO.

Kon YMmeHus 3HaHusn
IIK, OK

OK 01, [IpuMEHATH HA ITPAKTUKE TepmuHOIOrMIO B 001aCTH

OK 02, roCyJIapCTBEHHBIE CTAaHAAPTHI, | TOKYMEHTAIlMOHHOTO 00ECIIEUeHUS

OK 03, Ipyrue HOPMAaTUBHO- yIpaBJIEHNUS,

OK 04, METOANYECKUE JOKYMEHTHI, HopmartnBHBIE TOKYMEHTHI,

OK 05, pETIaMEHTUPYIOIINE pETIaMEHTUPYIOIINE COCTABICHUE

OK 06, OpraHu3alHUI0 U opopMIICHUE TOKYMEHTAIUU U

OK 07, JTOKYMEHTAI[MOHHOTO MOPSZIOK €e 00paboTKH;

OK 08, oOecrieueHus ypaBiCHUS; [IpaBuia cocraBieHus u

OK 09, CocTaBisTh U IPaBUIBHO oopMIIEHHUST OpTaHU3AIIMOHHO-

K 1.2, 0(OpMJISITH OCHOBHBIE BHJIbI pacrnopsauTENbHbIX IOKYMEHTOB,

IIK 1.3. OpraHu3alOHHO- BXOJIAIINX B YHU(PUITUPOBAHHYIO
pacrnopsauTEIbHBIX CUCTEMY OPraHHU3aLMOHHO-
JOKYMEHTOB; pacnopsIuTENbHBIX JOKYMEHTOB,

YHU(PULIHUPOBAHHYIO CUCTEMY
IIEPBUYHOMN yYETHOM
JIOKYMEHTAIIMU B YaCTH
JOKYMEHTAIMU 10 YYeTy TpyJa;
[Topsinok nmpoBeaeHUS IKCIIEPTU3BI
LEHHOCTH IOKYMEHTOB U
MOATOTOBKH JIEJI K apXUBHOMY
XPaHEHHUIO.

TexXHOJIOTHIO OpraHu3aluu
JIOKyMEHTO000pOTa B
opranu3anusx (y4pexxJIeHUsIX).




2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JJUCHUTLJIAHBI

2.1. O0bem yueOHOI TUCHHUIUINHBI U BUAbI Y4e0HO padoThl

Bup yueOHoi padoThI O0beMm B yacax
O0bem 00pa3oBaTe/ibHOI NPOrpaMMbl Y4eOHOM 42
TUCHTUTITTHHBI
B T.4. B (p)OpMe NPAKTHYECKOH MOATOTOBKHU 22
BT. 4.
TEOPETUUYECKOE 00yUCHHE 20
MPAKTUYECKUE 3aHITHUS 22
Camocmosamenvras paboma -
IIpome:xxyToyHasi aTTecTaAlUsA /[3 6 4 cemecmpe




2.2. TemaTu4ecKHii IVIAH U COAEPKAHME Y4eOHOM M CUUIIHHBI

HaumenoBanue
pa3aesioB U TeM

Conep:xaHue y4eOHOro MaTepuasa
u (pOpMBbI OpPraHu3aluu
AeITeJIbHOCTH 00y4aroluxcst

O0bem, akaj.
y/

B TOM 4HcJje B
dopme
NMPaKTHYECKOM
NMOAr0TOBKH,
akaj. 4

Koanl
KOMIIeTeHIIUIA,
¢popmupoBanmnio
KOTOPBIX
crmocoo0cTByeT
3J1eMeHT
NMPOrpaMMbl

1

2

3

4

Paznesa 1. OCHOBBI JOKYMEHTHUPOBAHUA
YHOPABJEHUYECKOM JEATEJbHOCTH

5/2

Tema 1.1 IlonsiTHe 0
JAOKYMEHTAIMOHHOM
o0ecneyeHUH
ylpaBJieHHusl,
JAOKYMEHTe 1
cmocodax
JTOKYMEHTHUPOBAHUS

Conep:xanue yueOHOTo MaTepHaJia

OCHOBHBIE CBOMCTBA JOKYMEHTOB M UX
GyHKIMM B CHCTEME YIPaBIICHUS.
[Tonstue noxymenra. Undopmanus u
JIOKYMEHT. Knaccudukanus
JOKYMEHTOB: MO BUAY OGOpPMIICHHUS;
o coJepkaHuio; 1o Qopme; 10
MPOUCXOXKICHUIO; MO  CpelcTBaM
¢duKcanuu; 1O CpPOKaM XpaHCHHS.
MarepuaibHbie HOCUTEIH
MH(pOpMaLINH.
ITonsTue
OCHOBHEBIC
JIOKYMEHTHUPOBAHUSI.
COBpPEMEHHBIC
MpUMEHSEMbIE TPU  OpraHU3aIU
paboThI c JIOKyMEHTaMU B
opram3ausax (yupexaeHusX).

JOKYMEHTUPOBaHUS.
CIIOCOOBI
OcCHOBHEBIE
TEXHOJIOTHH,

Tema 1.2
HopMmatusno-
npasosas 6aza
JAOKYMEHTAIIHOHHOT 0
olecnieueHust
ynpasJieHUst

Coaep:xanue yueOHOTro MaTepuaJia

OK 01, OK 02,
OK 05, OK 09
K 1.2,IIK 1.3

HopmaTtuBHO-TIpaBOBEIC aKTBhI,
PEryJIUpPYIOIIUe  JTOKYMEHTAI[HOHHOES
o0ecrieueHue yIIpaBIEHHUS.
Yaudukanys v craHIapTH3aNUs Kak
OCHOBHBIE HarpaBJICHUS
COBEPIICHCTBOBAHUS JIOKYMEHTOB H
JOKYMEHTAIMOHHOTO  o0ecredeHus
yIIpaBJICHUSI.
Ilepeuenn
rOCY/IapCTBEHHBIX
YHU(DUIMPOBAHHBIC
JIOKYMEHTAITHH.
TIOJIOXKEHHSI
CHCTEMBI
oOecrieueHHs  yIpaBlICHHS.
YHUPHUIIMPOBAHHBIX
JOKYMEHTAIUH: OpraHu3aIlHOHHO-
pacnopsauTenbHas, OTYETHO-
CTaTHCTUYECKasl, GPUHAHCOBAS U JIP.

OCHOBHBIX
CTaHAApTOB  HAa
CHUCTEMBI
OcHOBHBIE
roCyJapCTBEHHOMN
AOKYMEHTAIITHUOHHOT'O
Cocras
CUCTEM

OK 01, OK 02,
OK 05, OK 09
IIK 1.3

Tema 1.3 Cnoco0nI u
NMPaBWJia CO31aHUA
JTOKYMEHTOB

Conep:kanue y4eOHOT0o MaTepHuaJia

3/2

XapaKkTepucTuKa, COCTaB u
cogepkanue ['OCTa Ha cucremy

OK 01, OK 02,
OK 03, OK 04,
OK 05, OK 06,
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OpraHU3aIMOHHO-PACTIOPSAAUTENHEHOM
JOKYMEHTAIlluu.  YHHUPHUIMPOBAHHASL
cucrtema OpraHU3aI[MOHHO-
pacTOpsSANTENFHOW  JIOKyMEHTAIUH.
TpeboBanus K 0o(pOpMIICHUIO
JIOKYMEHTOB. dopmymsip-odpaszern
OPU. [IpaBuia odopmIIeHUS
PEKBHU3UTOB,  pEriiaMEHTHUPOBAHHBIX
I'OCTowm.

B Tom umnciie npakTHYECKHUX
3aHATHNA

[TpakTueckoe 3anstue Nel.
OdopmiieHne peKBU3UTOB Ha
JIOKYMEHTaX.

OK 07, OK 08,
OK 09
I[IK 1.2,1IK 1.3

Paznen 2. OPTAHU3ALIUA CUCTEMbI
JOKYMEHTAIIMOHHOT'O OBECIIEYHEHUA

26/14

Tema 2.1
Odopmienue
HMH(OPMAIIUOHHO-
CIIPABOYHOM
AOKYMEHTAIlu1

Coaep:xanue yue0HOro MaTepHuaJia

4/2

XapakTepHucTHUKa M COCTaB CIIPABOYHO-
UH(POPMAIIMOHHBIX JIOKYMEHTOB
(cimyxeOHBIX MMceM, CIIPaBOK,
3asBJICHUN,  aKTOB,  IPOTOKOJIOB,
JOKJIATHBIX U OOBSICHUTEIHHBIX
3aMMCOK),  TpeOOBaHUSA K  HUX
obopmiieHno.  JlokymeHTHpOBaHUE
JESITEIbHOCTH KOJIJIETHATTbHBIX
OpraHoB.

B TOM uMciIe IpaKTHYeCKUX
3aHATHH

[TpakTrueckoe 3ansTue Ne2.
Odopmiienne nHpopMaMoOHHO-
CIPaBOYHON JOKYMEHTAITHH.

OK 01, OK 02,
OK 03, OK 04,
OK 05, OK 06
K 1.2,IIK 1.3

Tema 2.2
Odopmiaenue
OpPraHM3anuoOHHO-
pacnopsiauTeIbHOM
AOKYMEHTAIlU1

Coaep:xanue yue0HOro MaTepHaJia

6/2

OcHOBHBIE TPYIIIBI OpraHU3aIMOHHO-
pacopsAUTEIbHBIX JOKYMEHTOB.
Xapakrepucruka u COCTaB
OpraHU3alMOHHBIX JIOKYMEHTOB
(yctaBa, TOJOXEHHS, HHCTPYKIIHH,
JIOJIKHOCTHOM MHCTPYKLIUN),
TpeOOBaHUS K 0 OpMIICHHUIO.
XapakTepucTuka U COCTaB
pacnopsiANTETbHBIX JIOKYMEHTOB
(mocTaHOBNIEHUS, NpUKa3a, PELICHMUS,
pacnopsKEHHUs, yKa3aHus),
TpeGoBaHuUs K UX 0(POPMIICHHUIO.
[Tonsitue MOIJIMHHUKA, KOIUH,
BBIMMCKHU, AyOnukata. Buasl komwii
JIOKYMEHTOB, OCOOCHHOCTHU 3aBEPEHUS
KONUI M BBINMCOK HOTapHAIbHBIMU
KOHTOpPaMH M TOJDKHOCTHBIMH JIUIIAMH
Opra”u3aluu.

B TOoM umciIe nIpakTHYeCKUX
3aHATHI

OK 01, OK 02,

OK 03, OK 04,

OK 05, OK 06,

OK 07, OK 08,
OK 09

K 1.2,TIK 1.3

7




[IpakTrueckoe 3anstue Ne3.
OdopmieHne opraHu3aluoOHHO-
pacropsAUTEIbHON TOKYMEHTAIINH.

Tema 23
Odopmienue
KaJpoBoil
AOKYMEHTAIlUH

Conep:xanue yueOHOTo MaTepHaJia

6/4

3asgBIeHUS W TPUKA3bl MO JHYHOMY
cocraBy. Jlnunas kaprouka popmsl T-
2 ¥ JINYHBIE Aelia

B ToM 4ucie nNpaKTHYeCKHX
3aHATHNA

[TpakTrueckoe 3aHsTHE Ned.
Odopmienue KaJpoBOit
JIOKYMEHTal1U.

OK 01, OK 02,
OK 03, OK 04,
OK 05, OK
06,09
IIK 1.3

Tema 2.4 JIoroBopHO-
npasoBast
AOKYMeHTalus

Coaep:xanue yue0HOro MaTepHaJia

4/2

[lonsiTue JIOTOBOPA. OcHOBHbIE
paszenbl JIOTOBOPOB. [Topsanok
oopMIIEHHS TPYIOBOTO JOTOBOpA,
JIOrOBOpA MOCTaBKH, I0r0OBOpa KYILUIN-
IIPOJIAXKH.

B ToM 4ucie nNpaKTHYECKHX
3aHATHNA

IIpakTrueckoe 3aHATHE Nes.
OdopmiieHue 10roBopoB.

OK 01, OK 02,
OK 03, OK 04,
OK 05, OK 06
K 1.2,IIK 1.3

Tema 2.5
IIperen3uonno-
HCKOBast
NOKYMEHTalus

Coaep:xaHue yueOHOTo MaTepHaJia

6/4

OCHOBHBIE DPEKBH3UTBI M MOPAIOK
odopmIleHUs] TIpETEH3UN, OTBETOB Ha
nperensuto. FOpuauueckas ciyxo0a,
BBITTOJTHSTIOIIAs MIPETEeH3NOHHO-
UCKOBYIO palOTy Ha MpeanpHsTUH.
JKypnau perucrpanuy npeTeH3uil.
[Topsimok  odopmileHUS  HCKOBBIX
3asBIICHUA W TPEACTaBICHHE HX B
ApOuTpaxHsbIii cy.

B Tom 4yHcie mDpakTHYeCcKHUX
3aHATHH

[TpakTrueckoe 3aHsATHE Neb.
OdopmiieHne npeTeH3MOHHO-UCKOBOI
JOKYMCHTAIHH.

OK 01, OK 02,

OK 03, OK 04,

OK 05, OK 06,

OK 07, OK 08,
OK 09

I[IK 1.2, 1IK 1.3

Pa3znen 3 OPTAHU3AIIUA PABOTBI C
JOKYMEHTAMMU B OPTAHU3ALIUAX

(YUPEXKJEHUSX)

5/2

Tema 3.1
TexHoJiorust
OpPraHM3aunu
AOKYMEHT0000poTa B
OpraHM3anusx
(YupexnaeHHusx)

Coaep:xanue yueOHOTro MaTepHaJia

VhpaBneHue # JI€TOMPOU3BOJICTBO.
OpranuzanuoHHbIe dbopMBI
JIeTIOTIPOU3BOJICTBA. Cmyx0a
JOKYMEHTAI[MOHHOTO  00ecIeYeHMsI
yIIpaBJICHUS, OCHOBHas 3ajauqa,
(GyHKUIMU,  TUMIOBBIE  CTPYKTYpHI,
NOJDKHOCTHOM cocTaB. Pernamedranus
paboter ciyx6s1 J1IOY. Ilpumepnoe

MTOJIOXKEHUE 0 ciryx0e
JOKYMEHTAI[MOHHOTO  00eCIIeYeHUs
yIpaBJICHUS " JOJDKHOCTHBIE

OK 01, OK 02,
OK 03, OK 04,
OK 09
I[K 1.2, TIK 1.3
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WHCTPYKIHUU.

Tema 3.2
Ocobennoctu

A€J0MPOU3BOACTBA

1o o0pameHus M
rpaxIaH u

KOH(PUIEHIIHATBHOTO
JAeJIONPON3BOACTBA

Conep:xanue yueOHOTo MaTepHaJia

3/2

[TonsTHs peIOKeHNS, 3asSBICHUS U
xanoOslL. [IpreM u peructpanus nucem
rpak/iaH. Paccmorpenue "
pasperienue TTUCEM, CpOK
PacCMOTPEHHUS. Ananms HceM
rpaxkJIaH.

Konduaenmnuanpaoe
JIEJIONPOU3BOJICTBO. I'pud
OTpaHWYEHHUS JIOCTYNa K JAOKYMEHTY.
ABTOMAaTU3MPOBAHHBIC CHCTEMBI
pabotel ¢ nokymeHtamu. CpencTBa
W3TOTOBJICHHS,  KONUPOBAaHHA |
Pa3MHOMKECHUS JTOKYMEHTOB.
Opranuzanys pabo4ux MecT.

B TomM umcie TNPAKTHYECKHX
3aHATHI

[IpakTuyeckoe 3aHATUE Ne7.
OdopmiieHne 0OpanIeHU rPAKIAH.

OK 01, OK 02,

OK 03, OK 04,

OK 05, OK 06,

OK 07, OK 08,
OK 09

I[IK 1.2, 1IK 1.3

Tema 3.3
Cucremarusanus
JOKYMEHTOB,

¢popMupoBanue ux B
AeJia U nmepeaava B
apXuB OPraHu3auuu

Coaep:xanue yue0HOro MaTepHaJia

[Tonstne moxymeHntoobopora. Obmme
MIPUHIIMITBI OpraHuzalu
JIOKYMEHTOO0OpOTa, €ro OCHOBHBIE
ATaIlbl: IpUEM U IIepBUYHasi 00paboTka
JIOKYMEHTOB; pacripenenenue
HOCTYMUBIINX JIOKYMEHTOB;
perucTpanus JOKYMEHTOB u
IpeBapUTEIbHOE HUX PAaCCMOTPEHHUE;
paccMoOTpeHHe JOKYMEHTOB
PYKOBOJICTBOM OpraHu3aIH
(yupexneHus) U HamlpaBlieHUE UX Ha
UCITIOJIHEHHUE; UCIIOJTHEHUE U KOHTPOJIb
3a UCTIOJTHEHUEM JIOKYMEHTOB;
TEKyIllee XpaHEeHHE JOKYMEHTOB.
Howmenknarypa nen. O6paboTtka aen
JUISL TIOCTIETYIOIIETO XPaHEHHS.
DKcnepTh3a IEHHOCTH JOKYMEHTOB,
odopmiieHHe e, COCTaBICHUE
onucei. Craya J1e1 B apXuB.

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

HpOMC)KYTO‘-IHaSI aTTeCTanus

Bcero:

42




3.1.

3. YCJIOBUSA PEAJIMBALIUN TPOT'PAMMBI ITUCHUITJIMHBI

Tpe0oBaHusA K MUHMMAJIbHOMY MaTEePUAJIbLHO-TEXHUYECKOMY 00eCIe4eHN 0

Kabunet «JloKyMeHTAIITMOHHOTO O0ECTICUEHUs YIIPaBICHUSD .
- paboyee MecTo mpenojaBatTens - 1mrT.;
- CTOJIBI yYeHHYEeCKHe - 14 mrT.;
- CTYJIbSl yYEHUYECKHE -28 MIT.;
- MapKepHas Jocka - 1 mr.;
- KOMIbIOTEp - | 1IT.;
- IpoeKTop - 1 mit.;
- IOCKa JiJIs poekTopa - 1 mir.;
- HaTJISIIHBIC TOCOOuS - 28 mT.;
- KOMIUIEKThI y4€OHO-METOIUYECKON JOKYMEHTALIMH M0 JUCUUIUIMHAM - 28 IIT.;
- WKad A1 XpaHeHHs y4eOHbIX MaTepHUaoB - 1 mrT.
NudopmarnmonHoe obecrneueHne o0ydeHus

[lepeuenr pexkoMEHAYEMbIX y4yeOHBIX H3AaHuii, HHTepHET-pecypcoB,
JOTIOJTHUTEBHOU JINTEPATYPBI

OCHOBHBIC HCTOYHUKU:

1.Kopnees, U. K. JlokyMeHTallnOHHOE 0OECTeUeHHE YIPaBIEHU | yU€OHUK U
MPaKTUKYyM 1751 cpeaHero mpodeccuonansHoro obpaszoanusi / U. K. Kopuees,
A. B. [lmenko, B. A. Mamypues. — 3-¢ u3za., nepepad. u jgom. — Mocksa :
N3narensctBo FOpaiit, 2024. — 438 c. — (IIpodeccuonanbHoe o0pa3zoBaHue). —
ISBN 978-5-534-16002-4. — Texct : omektpoHHBI // (OOpa3zoBarenbHas
mwiatdopma FOpaiit [caiit]. ¢. 1 — URL.: https://urait.ru/bcode/539262/p.1 (nara
obpamenusi: 07.10.2024).

2. KysnenoB, W.H. JlokyMeHTanmoHHOE OOECTieueHHEe YIPaBJICHUS.

JIOKyMEeHTOOOOPOT ¥ JIETOMPOU3BOJICTBO | YUEOHUK M TPAKTUKYM JJISI CPETHErO

npodeccuonansuoro ooOpaszoanusi/ U. H. Ky3nenoB. — 4-e wu3n., nepepad. u
non. — Mocksa : U3matenscTBo FOpaiit, 2024. — 545 ¢. — (IIpodeccunonansHoe
obpazoBanue). — ISBN 978-5-534-16004-8. — Tekct : D2JIEKTpOHHBIM //
O6pazoBarenbHast  miatrdpopma  FOpaiit  [caiit. ¢ 1 —  URL:

https://urait.ru/bcode/537146/p.1 (mara o6pamenus: 07.10.2024).
3. Illysanosa, H.H. [oxymeHTanmoHHOE€ oOO€CIEYEHUE YNPABICHUS '

y4eOHUK W TPAKTUKyM U1 CpeAHero mnpodeCCHOHAIBLHOrO 00pa3oBaHus /
H. H. IllyBanoBa. — 3-e u3x., mepepad. u gom. — Mocksa : M3zgatenscTBo FOpaii,
2024. — 247 c. — (IlpodeccuonansHoe oobpazoBanue). — ISBN 978-5-534-16538-
8. — Tekcr : anextponHsIii / OOpa3zoBarensHas maaTdopma FOpaiit [cait]. c. 1 —
URL.: https://urait.ru/bcode/536969/p.1 (mara oOparuenus: 07.10.2024).
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JlonoHUTEIbHbIE HCTOYHUKH:
1.KazakeBuu, T.A. JlokymeHTanmoHHOe oOO€cCleUeHUEe YNpPaBICHUS '
y4eOHUK W TIPAKTUKyM U1 CPEAHEro NpodecCHOHAIBLHOrO 00pa3oBaHus /

T. A. KazakeBuu, A.W. Tkanmuu. — 2-¢ wu3n., wucnp. u Jgon. — Mocksa :
NznarensctBo FOpaiit, 2024. — 177 c. — (IIpodeccronanpHoe 00pa3oBaHuE). —
ISBN 978-5-534-06291-5. — Tekct : omektponHbi // OOpa3zoBarenbHas
wiatpopma HOpaiit [caiit]. — URL: https://urait.ru/bcode/538470  (mara
obpamenwus: 01.10.2024).

2.JIOKyMEHTOBEe/IeHHEe :  Y4eOHMK W TPAaKTHKyM  JJII  CPEIHETO

npodeccuonansHoro oodpaszoBanus / JI. A. [loponuna [u np.]; moa pemaxiuent
JI. A. Jloponunoit. — 4-e uzz., nepepad. u qon. — Mocksa : U3narenscTBo FOpaiiT,
2024. — 336 c. — (IlpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-19113-
4, — Tekct : anekTpoHHbIN // O6pa3zoBatenbHas miatgopma FOpait [caiit]. c. 1 —
URL.: https://urait.ru/bcode/555974/p.1 (nata oopamienwus: 01.10.2024)

HNuTepHeT-pecypcesl
http://www.consultant.ru/
http://www.garant.ru/
http://ppt.ru/kodeks.phtml
http://www.zakonrf.info/content/view/kodeksy/
http://www.kodeks.ru/
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4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUSA

JAUCHUITJINHBI

PesyabTaTnl
00y4eHus

Kpurtepuu oneHkun

MeToabl OlLIEHKH

HepequL 3H3HPII>1, OCBAUMBACMBIX B paMKaX JUCHUIIJINHBI

TepmuHonorus B
o0nactu
JTIOKYMEHTAI[MOHHOTO
o0ecrniedyeHus
YIPABIICHHUS;
HopmartusHbie
JTIOKYMEHTBI,
periaMeHTUPYIOIINE
COCTaBJICHUE U
odopmieHuE
JOKYMEHTAIUU U
HOPSIZIOK €€
00paboTKy;

[IpaBumna cocraBieHus
1 opopMIIeHUs
OpraHu3aluOHHO-
pacropsiIuTEIbHBIX
JIOKYMEHTOB,
BXOASAIIUX B
YHUDUIIUPOBAHHYIO
CUCTEMY
OpraHM3alMOHHO-
pacropsauTEIbHbBIX
JIOKYMEHTOB,
YHUDUIIUPOBAHHYIO
CUCTEMY IIEPBUYHOMN
YYETHOU
JTIOKYMEHTAIIHU B
YaCTH JOKYMEHTAIMU
1o YYeTy TpyJa;
[Topsimok mpoBeaeHUs
AKCHEPTU3BI IEHHOCTU
JIOKYMEHTOB U
MOATOTOBKH A€M K

- ohopMIICHHE TOKYMEHTOB H
perIeHNe MPAKTHIECKUX CUTYaIui C
HOPMATHBHBIM TPABOBBIM
000CHOBaHHEM,;

- ACTIOJIH30BAaHUE PA3TUIHBIX
UCTOYHHUKOB, BKJIIOYAs DJIEKTPOHHBIC
pecypchl, Meiua pecypchl,
NHuTepHeT-pecypchl, NIEPUOTUUECKUE
U3JIaHUA 110 CIEIUATBHOCTH IS
penieHus mpodeccuoHaIbHBIX 33/1a4
- IEMOHCTpAIIHS OTBETCTBEHHOCTH
3a MPUHATHIE PEIICHUS,
000CHOBAaHHOCTh CaMOAHAIIN3a H
KOPPEKITUS PE3yJIbTaTOB
COOCTBEHHOM PabOTHI;

- ACTIOJIH30BaHUE 3aKOHOIATEIBLHBIX
¥ HOPMATHUBHO-TIPABOBBIX aKTOB IPHU
TUTAHUPOBAHUN
IIPEAIIPUHUMATEIIBCKOU
JeSTEILHOCTH B MPOGECCHOHAITBHON
ctepe;

- IEMOHCTpAII¥sI 3HaHUW B 00J1acTH
(buHAHCOBOI TPAMOTHOCTH;

- KOHCTPYKTHBHOCTH

B3aUMOJICHCTBUS C 00YYaIOIIUMUCH,
npenoaaBaTesisiMU B X0J1e 00yUeHHUS,
PYKOBOJIUTEISIMH Y4EeOHOU U
MIPOU3BOJICTBEHHOMN MTPAKTHUK.

-COOTI0ZICHUE HOPM
po¢eCCHOHAILHON dTHKH;

— TIoCTpoeHHUE MPOoheCcCUOHATHEHOTO
OOIIIEHHs C yYE€TOM COIMAIILHO-
npo¢eCCHOHAILHOTO CTaTyCa,
CUTYyaIluu OOIIEeHUs, 0COOCHHOCTEM

apXUBHOMY
XPaHEHHMIO. TPYNIbI U UHIUBUYaJIbHBIX
TexXHOIOTUs 0COOCHHOCTEH Y4YaCTHHKOB
OpraHu3aluu KOMMYHHUKAIUH,

- SKCIEPTHOE
HaOII0ICHIE
BBITIOJIHEHUSA
MPAKTUYECKUX 3aJaHUM,

- OLICHKA 10 UTOram
YCTHOI'O ompoca
CTYICHTOB,

- HaOJII0JICHUE TI0 UTOTaM
TECTUPOBAHUS,

- OLICHKA B IIPOLIECCe
IIPOBEICHUS
IIPOMEKYTOUYHOU
aTTECTalNH.
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JOKYMEHTO000pOTa B
OpraHU3aIMsIX
(YUpeXIEHUsX ).

- TPaMOTHOCTb YCTHOMU U
MMACBMEHHOU peYH;

- ohopMIICHHE TOKYMEHTOB B
cootBercTBHH ¢ 'OCTowm;

- ICHOCTb (DOPMYIHPOBAHUS U
WU3JI0KECHUS MBICIICH;

- IPOSIBJICHUE TOJIEPAHTHOCTH B
npoliecce 00IIeHus;

- CO0JII0/ICHHE HOPM MOBEICHUS BO
BpeMsi yUeOHBIX 3aHATHIH;

- COOJTI0ICHHE CTaHIapTOB
AHTUKOPPYIIIMOHHOTO TOBE/ICHUS,

- cO0JII0TaeT HOPMBI SKOJIOTUYECKOMN
0e30I1aCHOCTH;

— OMpeIeIIIeT HalpaBICHUS
pecypcocOepekeHts B paMKax
podheCCUOHAIBHOM JIeSITENLHOCTH
0 CTICIIHATBHOCTH;

- 3(p(heKTUBHOCTH UCTIOJIb30BAHUS
CpencTB PU3NUECKON KyIbTYPHI IS
COXpaHEHUS U YKPETUICHUS
310POBbSI B IIPOLIECCE
poeCCUOHAIILHON JIeATEIIbBHOCTH U
nojjiepKaHusl HE0OXO0UMOTO
ypOBHS (DU3UUYECKOM
MOJITOTOBJICHHOCTH;

- 3(p(eKTUBHOCTH UCTIOJIL30BAHUS B
npodeCCUOHANILHON JIeATEIIbBHOCTH
HEO0OXOIMMOMN JOKYMEHTAIINH, B TOM
YHCJIe HA MTHOCTPAHHOM SI3BIKE

HepequL YMeHHﬁ, OCBAMBACMBIX B paMKax JUCHHUITIJIMHBI

[IpumeHnsTh Ha
MIPAKTHKE
roCyapCTBCHHbBIC
CTaHJApTHI, IPyTUE
HOPMAaTHUBHO-
METOJIMYECKHE
JIOKYMCHTBHI,
periaMeHTUPYIOIINE
OpraHu3aIUI0
JTIOKYMEHTAITMOHHOTO
obecrieueHus
yIpaBJeHUs;
CocTaBiiaTh "

- ohopMIIeHHE TOKYMEHTOB H
peIlIeHNEe PAKTHUSCKUX CHTYAIHH ¢
HOPMATHBHBIM IIPABOBHIM
000CHOBaHHEM;

- HCIIOJIb30BaHUE PA3IUYHBIX
HUCTOYHUKOB, BKJTFOUAS SJICKTPOHHBIC
peCypChl, MeJIha PeCypChl,
HHTepHET-pecypChl, MEPUOTUICCKUE
U3JIaHUS 110 CICIUATbHOCTH IS
pelreHus mpodhecCHOHAIBHBIX 3a71a4
- ICMOHCTpAIIHsI OTBETCTBEHHOCTH
3a MIPUHSTHIE PEIICHHUS,
000CHOBAaHHOCTh CAMOAHAJIN3a U

- DKCTIEPTHOE
HaOJII0/IeHNE
BBITIOJTHECHUS
MPAKTUYECKUX 3aJIAHUN,

- OIIEHKA M0 UTOTaM
YCTHOTO OIpoca
CTY/ICHTOB,

- HaOIIOIEHUE 10 UTOTaM
TECTUPOBAHUS,

- OLICHKA B MpOLIecce
MIPOBEICHUS
MIPOMEKYTOUYHOU
aTTeCTaIiH.
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IIPABHIIEHO

o OpMIISITH OCHOBHBIC
BU/IBI
OpraHU3aIMOHHO-
pactopsIuTETHLHBIX
JIOKyMEHTOB;
OdopmisaTe
nH(pOpMaITMOHHO-
CTIPaBOYHYIO
JIOKYMEHTAITHIO;
OdopmisThb
KaJIPOBYIO
JIOKyMEHTAIHIO;
Odopmiats
IPETEH3UMOHHO-
HCKOBYIO
JIOKYMEHTAIIHIO.

KOPPEKITUS PE3yJIbTaTOB
coOCTBEHHOMU PabOTHI,

- UCTIOJIb30BaHUE 3aKOHOIaTETbHBIX
¥ HOPMAaTHBHO-TIPABOBBIX aKTOB MPHU
TJIAHUPOBAHHUH
MPEANPUHUMATETBCKON
JEeSATEILHOCTH B PO ECCHOHATBHON
cdepe;

- IEMOHCTpAIIMsI 3HaHUU B 00J1acTU
(brHAHCOBOM TPAMOTHOCTH;

- KOHCTPYKTHUBHOCTb

B3aMMOJICUCTBHS C O0YUYaIOIIUMHUCH,
MpernojaBaTesiiMH B X0J1€ 00yUeHHUS,
PYKOBOJUTEISAMH Y4EeOHOU 1
MIPOU3BOJICTBEHHOM MTPAKTHUK.

-COOJII0ICHUE HOPM
npodeCCUOHATLHON ITHKH;

— TIoCcTpoeHUe NMPohecCUOHATHLHOTO
OOIIIEHHS C YYETOM COIUAJIbHO-
mpoeccuoHaNBbHOTO CTaTyca,
CUTYaIIMH OOIICHUS, 0COOCHHOCTEH
TPYNIBl ¥ HHIABUATY ATbHBIX
0COOCHHOCTEH Y4aCTHUKOB
KOMMYHHKAIIHH;

- TPaMOTHOCTb YCTHOM 1
NIMCbMEHHOM PEYH;

- o(popMIieHHE TOKYMEHTOB B
cootBeTcTBUH ¢ 'OCTowm;

- AICHOCTb (DOPMYIMPOBAHUS U
W3JI0KEHUST MBICIICH;

- IPOSIBJICHUE TOJIEPAHTHOCTH B
poriecce OOIICHMS;

- COOJII0/ICHHE HOPM TTOBEJICHUS BO
BpeMsl y4eOHbIX 3aHATUH;

- COOJTIOICHHE CTaHIaPTOB
AHTUKOPPYIIIMOHHOTO TTOBEICHHUS,
- COOJTI0/TaeT HOPMBI DKOJIOTUYECKOM
0e30I1acCHOCTH;

— OIpeesIeT HapaBIICHUS
pecypcocOepexeHus B paMKax
po(heCCUOHATLHON e TEIbHOCTH
10 CIIEIUATBHOCTH;

- 3O PEKTUBHOCTD MCITOTH30BAHUS
CpencTB PU3NUECKON KyIbTYPHI JIJIS
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COXpaHEHUS U YKPETUICHHUSI
3JI0POBBS B IIPOIIECCE
poeCCUOHAIBHOMN ACATEIHHOCTH U
nmojiepKaHusi HE0OX0IUMOTO
YPOBHS (PpU3UUECKON
MTOATOTOBJICHHOCTH;

- 3(0PEeKTUBHOCTD HCITOTH30BAHUS B
po(heCCUOHATTLHON JAeSATEIIEHOCTH
HEOOXOIMMOMN JOKYMEHTAIINH, B TOM
qHCIIe HA HHOCTPAHHOM SI3BIKE

5. OCOBEHHOCTH PEAJIM3ALIMU JTUCHUIIJIMHBI 1A
HUHBAJINI0B U JINL C O'PAHUYEHHBIMHU BO3MOKHOCTAMU

3/I0POBbS

B ciydyae oOydeHust B KOJUIEIKE JIMIL C OFPAaHUYEHHBIMU BO3MOXKHOCTAMU
3I0pOBbSl  YYUTBIBAIOTCSI ~ OCOOCHHOCTHM  INCHUXO(HM3UYECKOrO  Pa3BUTHS,
MH/IMBH1yaJIbHbIE BO3MOXXHOCTU M COCTOSIHUE 3/JOPOBBS TAKUX 00YUaIOIIUXCSI.

O0pazoBaHue 0Oy4arONIMXCSl C OTPAHUYEHHBIMU BO3MOXHOCTSIMHU 3/I0POBbS
MOET ObITh OPTaHM30BAHO KAK COBMECTHO C JIPYTMMHU OOYy4YaroIIMMHUCS, TaK U B
OTZIETBHBIX PyIIIaX.

OOyuaromuecs U3 Yncia JIMI C OTPAaHUYEHHBIMU BO3MOKHOCTSIMH 3/10pPOBbS
oOecrnedeHbl eyaTHbIMU U (MJIK) 3JIEKTPOHHBIMH 00pa30BaTeIbHBIMU PECYPCaMU B
(opMax, aAanTUPOBAHHBIX K OTPAHUYEHUSAM UX 3/10POBBS.

OOyueHre WHBAIUAOB OCYUIECTBIISETCS TakXe B COOTBETCTBHUHM C
MHIUBUTyaJIbHOW MTPOTrpaMMoOil peabuiIuTalui HHBaNKU1a (Ipy HAJTMYUN ).

JUist 111 ¢ OrpaHUYEHHBIMUA BO3MOXKHOCTSMHU 37J0POBBS MO CIIYXY BO3MOKHO
npenocTaBieHue yueOHOM MH(pOpMalUy B BU3yaIbHOU (popMe (KpaTKUH KOHCHEKT
JIEKIUI; TEKCThl 3ajanuii). Ha ayquTOpHBIX 3aHATUSX JOMYCKAETCSl MPUCYTCTBUE
aCCHCTEHTa, a TaKXe CYpAONEPEBOTUMKOB M (MJIM) THQPIOCYPAONEPEBOTUUKOB.
Texymuii KOHTPOJb YCIEBAEMOCTH OCYIIECTBISETCS B MHCbMEHHON (opme:
oOydaroluiicss MHCbMEHHO OTBEYAaeT Ha BOIPOCHI, MUCHBMEHHO BBIMOJIHSIET
npaktudyeckue 3ananus. Jokman (pedepar) Takxke MOXKET ObITh MPEACTaBICH B
NUCbMEHHOM (hopMe, TPU 3TOM TpeOOBaHUS K COAECPKAHUIO OCTAIOTCS TEMU Ke, a
TpeOOBaHMSI K KauyeCTBY H3JIOKEHMsI Marepuana (IMOHSATHOCTb, KauyeCTBO pEYH,
B3aUMOJICWCTBHE C ayJIWTOPHEN M T. [1.) 3aMEHSIOTCS Ha COOTBETCTBYIOIIHE
TpeOOBaHUs, MPEABABISEMbIE K MUCbMEHHBIM paboTam (KauecTBO OGOpMIICHHUS
TEKCTAa W CHUCKA JUTEPATYpbl, I'PAMOTHOCTb, HAJU4YHME WJUTFOCTPALIMOHHBIX
MarepuaioB u T.1.). [IpoMexxyTounas arrectauus Juisl UL ¢ HAPYLICHUSIMU CIIyXa

IPOBOJUTCS B MUCBMEHHOM (popme, MpH 3TOM HMCHOJB3YIOTCS O0IIHUe KPUTEPHUU
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oueHuBanud. [Ipm HeoOXOaUMOCTH BpeMsi MOATOTOBKM K OTBETY MOXET OBITh
YBEIIUYECHO.

JIng 7un ¢ OrpaHUYEHHBIMM  BO3MOKHOCTSMH  370POBbSl 110  3PEHHIO
YHUBEPCUTETOM 00€CIIEUMBAETCS BBITYCK U MCIOJb30BaHUE HA YUEOHBIX 3aHATHUIX
aIbTEPHATUBHBIX (OPMATOB TMEUATHBIX MaTepuanoB (KPYMHBIA MPUPT WK
ayauodailsipl) a Takke 00ecreYrMBacT OOYyYaIOIIMUXCS HaIJIEKalUMHU 3BYKOBBIMU
CpeICTBaMHU BOCIIpOU3BeAeHU MH(popManuu (IUKTOPOHOB U T.A.). Jomyckaercs
IOPUCYTCTBUE ACCUCTEHTAa, OKAa3bIBAIOIIEIO O0O0ydaromemycsi HEoOXOJUMYIO
TEXHUYECKYI0 NOMOIIb. TEeKyInid KOHTPOJb YCIIEBAEMOCTH OCYLIECTBIIIETCSA B
ycTHOM ¢opme. Ilpu mpoBeneHUM MPOMEKYTOUHOW aTTECTALMM I JIUL C

HapylIEHUEM 3pEHUs TECTUPOBAHUE MOXKET ObITh 3aMEHEHO Ha YCTHOE
cobece0BaHuE IO BOIIPOCAM.

JUis v ¢ OrpaHUYEHHBIMH  BO3MOXKHOCTSIMHM ~ 3JI0POBbS, HMEIOIINX
HapyLIEHUs OIIOPHO-ABUTaTENBHOIO aIlllapaTa MaTEPUAIbHO-TEXHUYECKHUE YCIIOBHS
KOJJIE/)Ka  OOECNEYMBAIOT  BO3MOXHOCTh  OECHpPENATCTBEHHOTO  JOCTYIa
oOydaronuxcsi B y4eOHbIE MOMELIEHUS, a TaKKe NpeObIBaHWA B HUX (HaIU4He
MaHyCOB, MOPYYHEH, PpACIIMPEHHBIX JBEPHBIX MPOEMOB, JIU(PTOB; HAJIUYHE
CHeUaIbHBIX Kpeced U IPYTruX NpUCocoOIeHU).

Ha ayauTOpHBIX 3aHATHSX, a TaKXKE€ MPU MPOBEACHUU IPOLEAYP TEKYILETO
KOHTPOJISL yCIEBAEMOCTH M IIPOMEXYTOYHOM aTTECTALMK JTULAM C OTPAaHUYEHHBIMA
BO3MOXHOCTSIMU ~ 370POBbSl, HMMEIOIIMM HapyLIEHUS OIOPHO-IBUTaTEIBHOIO
anmapatra MOTYT OBITh IpPENOCTAaBIECHbl HEOOXOAMMBIE TEXHHUYECKHUE CpEACTBa
(mepcoHa bHBI KOMIBIOTEP, HOYTOYK WM JIPYyroil TaJKeT); AOMyCKaeTcs
MPUCYTCTBHE  aCCUCTEHTAa  (aCCUCTEHTOB), OKa3bIBAIOIIETO  O0YyYaroIIUMCS
HEOOXOJIMMYIO TEXHUYECKYIO IMOMOIIb (3aHATh pabouee MECTO, MEePEBUTaThCs 10
ayJIuTOPHH, IPOYUTATH 3aJlaHu€e, OPOPMUTH OTBET, OOLIATHCS C MPENOAABATEIEM).
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