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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 OCHOBHOH 00pa3oBaTebHOM

NporpaMMbl

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

Oco0oe 3HayeHue IUCLUUILIMHA HMEET NpU (POPMUPOBAHUM U PA3BUTUHU
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 nporpamMMmbl y4eOHOM TUCIUTIITMHBI 00Y4YaIOIIUMUCS OCBAaUBAIOTCS
YMEHUS Y 3HAHUS

OdopmitsiTh HHPOPMALIMOHHO-
CIPaBOYHYIO JOKYMEHTAIIUIO;
OdopmiATh KaAPOBYIO
JOKYMEHTAIHIO;

OdopMIsATh MPETEH3UOHHO-
HCKOBYIO JIOKYMEHTAIIHIO.

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 pPETIaMEHTUPYIOIINE 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 pacrnopsiauTENbHbBIX TOKYMEHTOB,

IIK 1.3. OpPraHU3aAIMOHHO- BXOAAIINX B YHU(DUIIMPOBAHHYO
pacrnopsauTEIbHBIX CUCTEMY OPTaHU3alMOHHO-
JOKYMEHTOB; pacrnopsiIuTEIbHbIX IOKYMEHTOB,

YHU(PULIHUPOBAHHYIO CUCTEMY
NIEPBUYHOM yYETHOU
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. TemaTu4yecKuii IJIAH U COAEPKAHNE Y4eOHOM JUCHUIIIIMHBI

HaunmenoBanue
pa3esioB U TeM

Conep:xanue yueOHOro MaTepuaJia
U (POpMBbI OpPraHu3anumn
AesITeJIbHOCTH 00y4aIoINXCs

O0beM, akaj.
y/

B TOM 4HcCJIe B
dopme
NPAKTHYEeCKOM
MOAr0TOBKH,
akaa. 4y

Koaw!
KOMIIEeTeHIIHIi,
(popmupoBanuio
KOTOPBIX
crnocod0cTByer
3JIEMEHT
NPOrpamMMbl

1

2

3

4

Paznea 1. OCHOBBI JOKYMEHTUPOBAHMUSI
YHHPABJIEHYECKOMU AEATEJIBHOCTH

5/2

Tema 1.1 IlonsTHe 0
JAOKYMEHTAIMOHHOM
odecreyeHNH
ynpaBJjieHus,
JAOKyYMeHTe u
cnocodax
JAOKYMEHTHPOBAHUS

Conep:kaHue y4eOHOT0 MaTepHuaJia

OcHOBHBIE CBOMCTBA JOKYMEHTOB U UX
GyHKIMHM B CHCTEME YIPaBJICHHUS.
[Tonstue noxymenta. Mudopmamus u
JIOKYMEHT. Knaccudukanus
JOKYMEHTOB: TI0 BHIY O(QOPMIICHHS;
0 COAep)KaHUlo; 1o (¢opme; 1o
IIPOMCXOXKICHNUIO; TI0  CpEeACTBaM
dukcanMy; MO CpOKaM XpaHEHHs.
Marepuaiibabie HOCUTEIIN
uHpopmanuu.
ITonsTne
OcHoBHbIE
JIOKYMEHTHUPOBAHUS.
COBPEMEHHBIE
IpUMEHsSIEMblE TP  OpraHU3alUH
paboThI c JIOKyMEHTaMU B
opra"u3anusx (yUpexaeHusx).

JOKYMEHTUPOBAHUSI.
CII0COOBI
OcHoBHBIE
TEXHOJIOTHH,

Tema 1.2
HopMmatusHo-
npasosas 0a3a
AOKYMEHTAIlHOHHOTO
o0ecneyenust
ylpaBJieHUS

Coaep:xanue yue0HOro MaTepuaJia

OK 01, OK 02,
OK 05, OK 09
K 1.2,I1IK 1.3

HopmartuBHO-TIpaBoBbIE aKTHl,
peryaupyoomue J0KyMEHTallMOHHOE
obecrnieueHue yIpaBiIeHUS.
VHuduKanus 1 CTaHIapTH3aIMs Kak
OCHOBHBIE HaTpaBJICHUS
COBEPILIEHCTBOBAHUS JOKYMEHTOB H
JOKYMEHTAIMOHHOTO  o0ecredeHus
yIpaBJIeHUS.
Ilepeuenn
roCyapCTBEHHBIX
YHUPUIIUPOBAHHBIE
JIOKYMEHTAIUH.
MIOJIOKCHHS
CHCTEMBI
o0OecrieyeHus YIpaBJICHHUS.
YHU(DUIUPOBAHHBIX
JIOKYMEHTAIUH: OpTaHU3aIMOHHO-
pacriopsiuTenabHas, OTYETHO-
CTaTUCTHYECKasi, GUHAHCOBAs U JIp.

OCHOBHBIX
CTaHAApTOB  HA
CUCTCMBbI
OcHoBHbBIC
roCyJapCTBEHHOMN
JIOKYMEHTAIMOHHOTO
Cocrasn
CHCTEM

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

Tema 1.3 Cnoco0bI 1
NMpaBUJIa CO3TAHUS
JTOKYMEHTOB

Coaep:xanue yueOHOro MaTepHaJia

3/2

XapakTepucThKa, COCTaB u
comepkanue ['OCTa Ha cucremy

OK 01, OK 02,
OK 03, OK 04,
OK 05, OK 06,

6




OpraHU3alMOHHO-PACIIOPAIUTEILHON
JOKYMEHTaluu.  YHUPHUIIMPOBAHHAS
cucrema OpraHM3aluOHHO-
pacropsANTEIbHON  IOKYMEHTAIIUH.
TpeGoBanus K odopmiteHHIO
JIOKYMEHTOB. dopmynsip-oOpaszerr
OP/. [TpaBuiia oopmienus
PEKBU3UTOB,  PETIAMEHTHPOBAHHBIX
I'OCTowm.

B TOoM umciie npakTHYeCKUX
3aHATHI

[IpakTrnueckoe 3ausitue Nel.
OdopmiieHne peKBU3UTOB Ha
JIOKYMEHTAaX.

OK 07, OK 08,
OK 09
K 1.2,I1IK 1.3

Paznen 2. OPTAHU3ALIUA CUCTEMBI
JOKYMEHTAIMOHHOT'O OBECIIEYHEHUA

26/14

Tema 2.1
Od¢opmienue
UHGpOPMALHOHHO-
CIIPABOYHOM
AOKYMEHTalluH

Coaep:xanue yueOHOro MaTepHaJia

4/2

XapaKkTepuCTUKA U COCTAB CIIPABOYHO-
UH(OPMAITMOHHBIX JIOKYMEHTOB
(cmy>keOHBIX HceM, CIIPaBOK,
3asIBIICHUIA, aKTOB, MIPOTOKOJOB,
JNOKJIQJHBIX W OOBSICHUTEIBHBIX
3aMuCcoK),  TpeboBaHUS K  HUX
opopmienuo.  JIOKyMEHTHpOBaHHE
JESITSIIBHOCTH KOJUICTHATTbHBIX
OpTaHoB.

B TOoM unciie npakTHYeCKUX
3aHATHH

ITpakTrueckoe 3ansaTue Ne2.
Odopmnenue nHbOpPMAITIOHHO-
CHPaBOYHON JOKYMEHTAIMH.

OK 01, OK 02,
OK 03, OK 04,
OK 05, OK 06
[IK 1.2, IIK 1.3

Tema 2.2
Odopmitenne
OpPraHM3alOHHO-
pacnopsauTeIbHON
AOKYMEHTalluH

Coaep:xanue yueOHOro MaTepuaJia

6/2

OCHOBHBIE TPYIIbl OPraHU3ALMOHHO-
pactopsIUTENbHBIX JIOKYMEHTOB.
XapakTepucruka u COCTaB
OpraHU3aIMOHHBIX JIOKYMEHTOB
(yctaBa, TOJOXEHHS, HHCTPYKIIHH,
JTIOJKHOCTHOM UHCTPYKLIUN),
TpeOoBaHUS K 0(OpMIICHHIO.
XapakTepucTuka u COCTaB
pacnopsIUTENbHBIX JIOKYMEHTOB
(mocTaHOBINIEHNUS, TPUKa3a, PEIICHHS,
pacnopsKeHus, yKa3aHus),
TpeOOBaHUs K UX OPOPMIICHHUIO.
[Tonsitue MOJIMHHHUKA, KOIIHH,
BBITIMCKH, ayOnukara. Bunbl komwmit
JIOKYMEHTOB, OCOO€HHOCTH 3aBEPEHUS
KOMMUA W BBIMUCOK HOTApUATBHBIMHU
KOHTOPaMH M JI0J>KHOCTHBIMU JIMIIAMHU
Opra”u3aIuu.

B Tom unciie npakTHYECKHUX
3aHATHNA

OK 01, OK 02,

OK 03, OK 04,

OK 05, OK 06,

OK 07, OK 08,
OK 09

[IK 1.2, 11K 1.3
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ITpakTrueckoe 3ansTue Ne3.
Odopmnenne opraHu3aluOHHO-
pacnopsiAMTENbHON JOKYMEHTAIMH.

Tema 2.3
Od¢opmienue
KaJpoBoii
JAOKYMEHTAIUH

Conep:kaHue y4eOHOT0 MaTepHuaJia

6/4

3asBiIEHUS W MPUKA3bl MO JHUYHOMY
coctaBy. JInunas kaprouka popmer T-
2 ¥ JIMYHBIC JIeTa

B Tom 4yHcie nNpakTHYecKHUX
3aHATHI

[IpakTnueckoe 3aHSTHE Ne4.
Odopmnenue KaJI[pOBOM
JIOKYMEHTaI1H.

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

Tema 2.4 JloroBopHO-
npasoBast
AOKYMEHTaIusi

Conep:xanue yueOHOIro MaTepHaJia

4/2

[lonsitTue  goromopa. OcHoBHBIE
pasebl JIOTOBOPOB. [Mopsimox
oopmieHHS TPYIOBOTO JOTrOBOpA,
JIOTOBOpa MOCTaBKH, JIOTOBOPa KYILUIU-
TIPOJIAXKH.

B TomM umcie TNPAKTHYECKHX
3aHATHI

[IpakTuyeckoe 3aHATUE Nes.
OdopmieHue 10roBopos.

OK 01, OK 02,
OK 03, OK 04,
OK 05, OK 06
[IK 1.2, IIK 1.3

Tema 2.5
IIperen3nonHo-
HCKOBas
AOKYMeHTalus

Coaep:xanue yue0HOro MaTepHaJia

6/4

OcCHOBHbIE DPEKBU3UTBI M MOPSAOK
oopmiIeHHs MPETEeH3U, OTBETOB Ha
nperensuto. FOpuanueckas cioyxo0a,
BBINOJIHSAOLIAs IIPETEH3UOHHO-
UCKOBYIO pPa0OTy Ha MpeANnpUsTUH.
XKypHan perucrpalu NpeTeH3ui.
[Topsimok  odopmieHUsT  UCKOBBIX
3a8BJICHUN W TIPEACTaBICHUE HX B
ApOuUTpaXHbIH CYA.

B Tom 4yuMcie mDpakTHYeCcKHX
3aHATHH

[IpakTrueckoe 3aHATHE Ne6.
Odopmienue mpeTeH3MOHHO-UCKOBOM
JIOKYMEHTAI1H.

OK 01, OK 02,

OK 03, OK 04,

OK 05, OK 06,

OK 07, OK 08,
OK 09

K 1.2,T1IK 1.3

Pa3znen 3 OPTAHU3 AL PABOTHI C
JOKYMEHTAMMUM B OPTAHU3AIUAX

(YUPEJKJIEHUSAX)

5/2

Tema 3.1
TexHosorus
OpraHu3anuu
JAOKYMEHT0000poTa B
OpraHu3anuax
(YupeskaeHHusX)

Conep:kanue y4eOHOT0 MaTepHuaJia

VYmpaBneHne u  JEIONPOU3BOACTBO.
Opranu3anOHHbIE bopMbI
JIEJI0NPOU3BO/ICTBA. Cayx0a
JOKYMEHTAIlMOHHOTO  0OecreyeHust
yOpaBl€HUs,  OCHOBHas  3ajaua,
GyHKIIMM,  TUIOBBIE  CTPYKTYPHI,
JIOJDKHOCTHOM cocTaB. Pernmamenranus
pabotel cnyx6p1 JJOY. Ilpumepnoe

MOJIOKEHUE 0 ciyx0e
JOKYMEHTAIMOHHOTO  o0ecredeHHs
YIIpaBJICHUS )41 JOJI?’KHOCTHBIC

OK 01, OK 02,
OK 03, OK 04,
OK 09
TK 1.2, IK 1.3

3




UHCTPYKLUU.

Tema 3.2
Oco0ennocTn

JeJI0ONPOU3BOACTBA

10 o0paleHusAM
rPaskIaH u

KOH(HUIeHIINATBLHOTO
JeJI0ONPOU3BOACTBA

Conep:kaHue y4eOHOT0 MaTepHuaJia

3/2

[ToHsATHS TIpEeIOKEHUS], 3asBICHUS H
*anoosl. [Ipuem u peructpanus nucem
IPaKJIaH. Paccmorpenue u
paszpelieHue MUCEM, CpOK
paccCMOTpEHHUS. Ananuz MACEM
rpax/aH.

Kondunennuanpaoe
JIEJIOIIPOU3BO/ICTBO. I'pud
OTpaHMYEHUsl J10CTyNa K JOKYMEHTY.
ABTOMaTH3UPOBAHHBIE CUCTEMBI
pabotel ¢ pokymentamu. Cpeacrta
U3TOTOBJICHUS,  KONUPOBAHUS U
pa3MHOKEHUs JIOKYMEHTOB.
Opranuzanus pabo4nx MecT.

B ToM 4ucie nNpaKTHYECKHX
3aHATHNA

IIpakTrueckoe 3aHATHE Ne7.
Odopmnenne oOpanieHuii rpakaaH.

OK 01, OK 02,

OK 03, OK 04,

OK 05, OK 06,

OK 07, OK 08,
OK 09

K 1.2,I1IK 1.3

Tema 3.3
Cucremaru3zanus
JOKYMEHTOB,

¢dopmupoBanue ux B
AeJia ¥ nepeaaya B
apXuB OPraHu3alMu

Coaep:xanue yueOHOIro MaTepHaJia

[Tonstue noxymenroodopota. O0miue
HPUHIUITBL OpraHu3aIIH
JOKYMEHTOOOOpOTa, €ro OCHOBHBIC
JTalbl: IPUEM U IIEpBUYHAs 00paboTKa
JIOKYMEHTOB; pacripenenenue
MOCTYMUBIIAX JIOKYMEHTOB;
peructpanus JIOKYMEHTOB U
NpeBapUTEIIFHOE HUX PAaCCMOTpPEHHE;
paccMOTpeHHe JIOKYMEHTOB
PYKOBOJICTBOM OpraHu3aIIH
(YupexaieHus1) ¥ HallpaBlieHHE HUX Ha
WCTIOTHEHHUE; HCITOJTHEHNE M KOHTPOJIb
3a UCTIOJTHEHUEM JIOKYMEHTOB;
TEKyIlee XpaHEeHHE JOKYMEHTOB.
Howmenknarypa nen. O6pabotka nen
JUTSL TIOCTIETYIOIIETO XPaHEHHS.
DKcrnepTu3a eHHOCTH IOKyMEHTOB,
odopMIIeHHE JIeN, COCTaBIICHUE
onuceil. Craya jie1 B apxusB.

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

ITpoMexxyTouHas arrecranus

Bcero:

42




3.1.

3. YCJIOBUSA PEAJIMBALIUN TPOT'PAMMBI ITUCHUITJIMHBI

TpeGoBanus K MUHUMAJIBHOMY MAaTEePHAJIbHO-TEXHHYECKOMY 00ecnedeHnI0

Kabunet «JloKyMeHTAIITMOHHOTO O0ECTICUEHUs YIIPaBICHUSD .
- paboyee MecTo mpenojgaBatTens - 1mrT.;
- CTOJIBI yYeHHYEeCKHe - 14 mrT.;
- CTYJIbSl yYEHUYECKHE -28 MIT.;
- MapKepHas ocka - 1 mrT.;
- KOMIbIOTEp - | 1IT.;
- IpoekTop - 1 mrT.;
- IOCKa JiJIs poekTopa - 1 mir.;
- HaTJISIIHBIC TOCOOuS - 28 mT.;
- KOMIUIEKTBI y4€OHO-METOIUYECKON JOKYMEHTAIIMH MO JUCUUIUIMHAM - 28 IIT.;
- WKad A1 XpaHeHHs y4eOHbIX MaTepHUaoB - 1 mrT.
NudopmarnmonHoe obecrneueHrne 00ydeHus

[lepeueHp pekoMeHIyeMbIX Y4eOHbIX u3laHui, HHTepHeT-pecypcos,
JOTIOJTHUTENBHON JIUTEPATYPBI

OCHOBHBIE HCTOYHHUKH:

1.Kopnees, U. K. JlokyMeHTallnOHHOE 0OECIIeUeHHE YIIPABICHUS | YU€OHUK U
MPaKTUKYM 1751 cpeaHero mnpodeccuonansHoro obpaszoBanusi / 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. — Tekct : omektpoHHbBIi // (OOpa3zoBarenbHas
mwiardopma FOpaiit [caiit]. ¢. 1 — URL.: https://urait.ru/bcode/539262/p.1 (nara
obpamenusi: 07.10.2024).

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

JIOKyMEHTOOOOPOT ¥ JIETOMPOU3BOJICTBO | YUEOHUK M TMPAKTUKYM JJISI CPETHETrO

npodeccruonanbHoro oopazoBanusi / U. H. Ky3nenos. — 4-¢ u3a., mepepad. u
non. — Mocksa : U3matenscTBo FOpaiit, 2024. — 545 ¢. — (IIpodeccuonansHoe
obpazoBanue). — ISBN 978-5-534-16004-8. — Tekct : dJIEKTpOHHBIMA //
Oo6pazoBarenbHast  miatrdpopma  FOpaiit  [caiit. ¢ 1 —  URL:

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

y4eOHUK W TPAKTUKyM U1 CpeAHero mnpodeCCHOHAIBLHOrO 00pa3oBaHus /
H. H. lllyBanoBa. — 3-e u3x., mepepad. u gom. — Mocksa : M3znatenscTBo FOpaiit,
2024. — 247 ¢. — (IIpodeccuonanpHoe oopazoBanue). — ISBN 978-5-534-16538-
8. — Texkcrt : anextponHHsIii / OOpa3zoBarenbHas maatdopma FOpaiit [caiit]. c. 1 —
URL.: https://urait.ru/bcode/536969/p.1 (mara oOparuenus: 07.10.2024).

10


https://urait.ru/bcode/539262/p.1
https://urait.ru/bcode/537146/p.1
https://urait.ru/bcode/536969/p.1

JlonoHUTEIbHbIE HCTOYHUKH:
1.KazakeBuu, T.A. JlokymeHTanmoHHOe oOO€cCleUeHUEe YNpPaBICHUS '
y4eOHUK W TIPAKTUKyM U1 CPEAHEro NpodecCHOHAIBLHOrO 00pa3oBaHus /

T. A. KazakeBuu, A.W. Tkanuu. — 2-¢ wu3n., wucnp. u Jgon. — Mocksa:
NznarensctBo FOpaiit, 2024. — 177 c. — (IIpodeccronanpHoe 00pa3oBaHHE). —
ISBN 978-5-534-06291-5. — Tekct : omektpoHHbi // (OOpa3zoBarenbHas
wiatgpopma 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 pemaxuuent
JI. A. Jloponunoit. — 4-e uzz., nepepad. u qon. — Mocksa : U3narenscTBo FOpaiiT,
2024. — 336 c. — (ITlpodeccuonansHoe 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

JANCHUITJINHBI

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 ITEPBUYHON
YYETHOU
JTIOKYMEHTAIIHU B
YaCTH JOKYMEHTAIMU
1o YYeTy Tpy/a;
[Topsimok mpoBeaeHUs
AKCHEPTU3BI IEHHOCTU
JIOKYMEHTOB U
MOATOTOBKU A€M K

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

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

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

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

- KOHCTPYKTHBHOCTD

B3aUMOJICHCTBUS ¢ 00YYaAIOIUMUCH,
npenoaaBaTesisiMU B X0J1e 00yUeHHUS,
PYKOBOJIUTEISIMH Y4EeOHOU U
MIPOU3BOJICTBEHHOMN MTPAKTHUK.

-COOTI0ZICHUE HOPM
po¢eCCHOHAILHON dTHKH;

— TIoCTpoeHHUE MPOoheCcCUOHATHEHOTO
OOIIIEHHS C yU4E€TOM COIMAIILHO-
poecCHOoHaLHOTO CTaTyca,
CUTyalluu OOIIEHUs, 0COOCHHOCTEM

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

- SKCIEPTHOE
HaOII0ICHIE
BBITIOJIHEHUSA
MPAKTUYECKUX 3aJaHUM,

- OLICHKA IO 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 MOBEICHUS;

- 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 IPOLIECCE
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 JUCHHITJIMHBI

[IpumeHnsTh Ha
MIPAKTHKE
roCyJapCTBEHHbBIE
CTaHJApTHI, IPyTUE
HOPMAaTHUBHO-
METOJIMYECKHE
JIOKYMEHTBI,
periaMeHTUPYIOIINE
OpraHU3aIuI0
JIOKYMEHTAITMOHHOTO
obecrieueHus
yIpaBJeHUs;
CocTaBiiaTh "

- opopMIIeHHE TOKYMEHTOB U
peIlIeHNEe PAKTHUSCKUX CHTYAIHH ¢
HOPMATHBHBIM IIPABOBHIM
000CHOBaHHEM;

- HCIIOJIb30BaHUE PA3IUYHBIX
HUCTOYHUKOB, BKJTFOUAS SJICKTPOHHBIC
peCypChl, MeJIha PeCypChl,
HHTepHET-pecypChl, MePUOTUICCKUEC
U3JIaHUs 110 CICIUATBHOCTH JIJIs
pelreHus mpodecCHOHAIBHBIX 3a1a4
- 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 MpoIecce
MIPOBEICHUS
IIPOMEKYTOYHOU
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, 0COOCHHOCTEN
TPYNIBI ¥ HHIABUATYaTbHBIX
0COOCHHOCTEH Y4aCTHUKOB
KOMMYHUKAIIHH;

- TPaMOTHOCTb YCTHOM 1
NIMCbMEHHOM PEYH;

- o(popMIieHHE TOKYMEHTOB B
cootBeTcTBUH ¢ 'OCTowm;

- AICHOCTb (DOPMYIMPOBAHUS U
W3JI0KEHUST MBICIICH;

- IPOSIBJICHUE TOJIEPAHTHOCTH B
poriecce OOIICHMS;

- COOJTIO/ICHHE HOPM TOBEJICHUS BO
BpeMsl y4eOHbIX 3aHATUH;

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

— OIpeesIeT HapaBIICHUS
pecypcocOepekeHus B paMKax
npo¢eCCUOHATILHON JIeATEIbHOCTH
IO CTICIIHAIBHOCTH;

- 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  YUYUTBIBAIOTCSI ~ OCOOCHHOCTHM  INCHUXO(HM3UYECKOrO  Pa3BUTHS,
MH/IMBH1yaJIbHbIE BO3MOXXHOCTU M COCTOSIHUE 3/JOPOBBS TAKUX 00YUaIOIIUXCSl.

O0pazoBaHue 0Oy4arONIMXCSl C OTPAHUYEHHBIMU BO3MOXHOCTSIMHU 3/I0POBbS
MOXET ObITh OPTAaHM30BAHO KAK COBMECTHO C JIPYTMMHU OOYYarOIIMMHUCS, 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 OCYIIECTBIIETCS TakXe B COOTBETCTBHUHM C
MHIUBUTyaJIbHOW MTPOTrpaMMoOil peabuiIuTalui HHBaNKU1a (Ipy HAJTMYUN ).

JUist 111 ¢ OrpaHUYEHHBIMUA BO3MOXKHOCTSMHU 37J0POBBS MO CIIYXY BO3MOKHO
MpeaocTaBieHne yueOHOW MHGOpMaLMK B BU3yalbHOU (popme (KpaTKUil KOHCIIEKT
JIEKIIMI; TEKCTHI 3a7anuii). Ha aymuTOpHBIX 3aHATHSX JOIMYCKAETCS MPUCYTCTBHUE
aCCHCTEHTa, a TaKXe CYpAONEPEBOTUMKOB M (MJIM) THQPIOCYPAONEPEBOTUHKOB.
Texymuii KOHTPOJb YCIEBAEMOCTH OCYIIECTBISETCS B MHCbMEHHON (opme:
oOy4aroluiicss NHCbMEHHO OTBEYAaeT Ha BOIPOCHI, MUCHBMEHHO BBIMOJIHSET
npaktudyeckue 3ananus. Jokman (pedepar) Takxke MOXKET ObITh MPEACTaBICH B
NUCbMEHHOM (hopMe, TPU 3TOM TpeOOBaHUS K COAECPKAHUIO OCTAIOTCS TEMU Ke, a
TpeOOBaHMSI K KauyeCTBY M3JIOKEHMsI Marepuana (IMOHSATHOCTb, KauyeCTBO pEYH,
B3aUMOJICWCTBHE C ayJIWTOPHEN M T. [1.) 3aMEHSIOTCS Ha COOTBETCTBYIOIIHE
TpeOOBaHMsI, MPEABIBISIEMbIE K MUCHMEHHBIM padoTaM (KayecTBO OGOPMIICHUS
TEKCTAa W CHUCKA JUTEPATYpbl, I'PAMOTHOCTb, HAJIUYHME 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
yctHOi (opme. [Ipu mpoBeneHHH MPOMEKYTOYHOM aTTeCTAllMU JJIS JIUI] C

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

JUis nui ¢ OrpaHUYEHHBIMH BO3MOXXHOCTSIMHM ~ 3JI0POBbSl, HMEIOIIMX
HapyLIEHUs OIIOPHO-ABUTaTENBHOIO aIlllapaTa MaTEPUAIbHO-TEXHUYECKHUE YCIIOBHS
KOJJIE[)Ka  OOECNEYMBAIOT  BO3MOXHOCTh  OECHpPENATCTBEHHOTO  JOCTYIa
oOyJaronuxcsi B yueOHbIE MOMELIEHUS, a TakKKe NpeObIBaHWA B HUX (HaIU4He
MaHyCOB, MOPYYHEH, PpACIIMPEHHBIX JBEPHBIX MPOEMOB, JIU(PTOB; HAJIUYHE
CHeUaIbHBIX Kpeced U IPYTruX NpUCocoOIeHU).

Ha ayauTOpHBIX 3aHATHSX, a TaKKe MPU MPOBEACHUM IPOLEAYP TEKYILETO
KOHTPOJISL yCIEBAEMOCTH M IIPOMEXYTOYHOM aTTECTALMK JTULAM C OTPAaHUYEHHBIMA
BO3MOXHOCTSIMU ~ 370POBbSl, HMMEIOIIMM HapyLIEHUS OIOPHO-IBUTaTEIBHOIO
anmapatra MOTYT OBITh MpPENOCTAaBIECHbl HEOOXOAMMBIE TEXHHUYECKHUE CpEeACTBa
(mepcoHa bHBI KOMIBIOTEP, HOYTOYK WM JIPYyroil TaJKeT); AOIMyCKaeTcs
MPUCYTCTBHE  aCCUCTEHTAa  (aCCUCTEHTOB), OKa3bIBAIOIIETO  O0YyYaroIIUMCS
HEOOXOJIMMYIO TEXHUYECKYIO IMOMOIIb (3aHATh pabouee MECTO, MEePEBUTaThCs 10
ayJIUTOPHH, IPOYUTATH 33aJlaHuE, OPOPMUTH OTBET, OOLIATHCS C MPEMNOAABATEIEM).
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