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1 OBIIAA XAPAKTEPUCTUKA ITPOTPAMMBI YYEBHOU JUCITATLTAHBI

1.1 MecTo TMCUMILIMHBI B CTPYKTYpPe OCHOBHOI 00pa30BaTe/IbHOM MPOrpaMMbl

Vuebnas muctmmamaa OIL06  «JlokymeHTanmoHHOE oOecreueHne —YIpaBICHUS
aBisieTcd vacTeio OOIenpoeccnoHaIbHOro y4yeOHOro LHMKIAa OCHOBHOM 00pa3oBaTeNbHOM
nporpammbl (manee OOII) B coorBerctBuu ¢ ®PI'OC CIIO mo cmeumanshHoctu  40.02.04
IOpucnpynenuust

1.2 leab u mi1aHupyeMble pe3yabTAaThl 0CBOEHHS TUCIHUTLIUHBI

[To wroram OCBOCHHSI IUCIUIUIMHBI, OOYyYaromyecs IOJDKHBI TPOACMOHCTPHUPOBATH
pe3ynbTaThl 00ydeHusi, cooTHecéHHbIe ¢ pesyinbTatamu ocBoeHus OOII CIIO, npuBeneHHbIC B

Ta0JIuIIE.

Koa xomnerenuuu Ymenus 3Hanusn
OK 05 [IpumensaTh Ha npaktuke | TepMuHOIOrUIO B obnactu
OcymectBsiTh rOCyAapCTBEHHBIE  CTAHAAPTHI, | JOKYMEHTAIIMOHHOTO  O0ecreyeHus
yeTHyo 1 Apyrue HOPMATUBHO- | yIIPABJICHUS;
MUCbMEHHYIO

METOINYECKUE noKyMeHThl, | HopmaTtuBHBIE JIOKYMEHTHI,
KOMMYHHUKAIUIO Ha
rocymapcteenmom | PETVIAMEHTHpYIOLHe pPErIaMEHTUPYIOIINE COCTAaBJIICHUE H
a3pike Poccuiickoii | OPTaHM3aLUIO opopmieHue  JOKyMEHTallMd U
denepanyu ¢ JOKYMEHTallMOHHOTO HOPSIIOK ee 00paboTKH;
y4eTOM obecrieueHus yrpaBlIeHUs; ITpaBuia COCTaBJICHUS U
0COOEHHOCTEH CocraBnarth U NPaBUWIBHO | 0(OpMIICHUS OpraHU3alMOHHO-
COLMATIBHOTO H OoQOpMIISITH ~ OCHOBHBIE  BMJIbI | paCHOPSAIUTENbHBIX JIOKYMEHTOB,
KYJBTYPHOTO OpraHU3aIlIOHHO BXOJLIMX B U(ULIUPOBaHH
KOHTEKCTa P e P Yo
OK 09 pacnopsiAUTEIbHBIX IOKYMEHTOB; | CUCTEMY OpraHU3alMOHHO-
IMonb30BaThCs OdopmiaTe  MHGOPMALIMOHHO- | PACTIOPSAAUTEIBHBIX JIOKYMEHTOB,
npodeCCHOHATBHOMN | CIIPAaBOYHYIO JOKYMEHTALUIO; YHU(DUITUPOBAHHYIO CUCTEMY
AOKyMCHTalMeH Ha | OpopMIIATh KaJpOBYIO | IEPBUYHON YYETHOU JOKYMEHTALIMHU
TOCYapCTBEHHOM | nokyMeHTaIINIO; B YaCTH JOKYMCHTAIlMHd TI0 Y4YETy
Y UTHOCTPAaHHBIX

ocTp OdopminsaTe IIPETEH3UOHHO- | TPYAa;

A3BIKAX
IIK 1.2 [IpumensTs
HOPMBI ITpaBa Jijist
peleHus 3a1a4 B

HCKOBYIO TOKYMCHTAIHIO.

[Topsimoxk mnpoBeneHUsT SKCHEPTU3BI
LIEHHOCTH JTOKYMEHTOB U MOATOTOBKHU
JIe]l K ApXMBHOMY XPaHEHHUIO.

npodeccuoHaNbHOM TexHoornIo OpraHu3aIu
eI TENLHOCTH JTIOKYMEHTOO0OpOTa B OpraHU3AIUAX
IIK 1.3 Bragets (YdpexaeHusx).

HaBBIKAMH

IMOJITOTOBKH

IOPUTTIECKUAX

JIOKYMEHTOB, B TOM
YUCIIE C
HCII0JIb30BaHUEM
MH(OPMaLMOHHBIX
TEXHOJIOTUI




2 CTPYKTYPA M COJIEP)KAHUE YUYEBHOM JJUCIIUTLJIMHBI

2.1 O0beM yueOHOii TMCHUIJIMHBI M BUABI Y4e0HOI padoThl

Bup yueOHoii padoThbl

O0beM yacoB

O0bem 00pa3oBaTeJIbHOM NPOrPpaMMbI Y4eOHOM TN CIUTIIHHbI 58
B TOM YHCIIE:
— TEOpPETHYECKOE O0yUYeHHE 22
— NIPAKTUYECKHE 3aHSTUS 24
— 1abopaTOpHBIE 3aHATHS -
— KypcoBas pabota (IpoeKT) -
— caMOCTOsITeNIbHas paboTa 12

KOHCYJIbTallUN

npomexxyrouHas arrecranus — AnddepenunpoBanuslii 3auet




2.2 TemaTn4yecKkni IUIAH U CoJepPKaHNE YUeOHON TUCHUNIMHBI

Koapl komMnereHumii,

HaumeHoBaHue Conep:kanue y4eOHOro MaTtepuasa u GopMbl OPraHU3anUM AeATeIbHOCTH Oo0bem (bopmuposanuio
pa3/iesioB M TeM o0y4yalomuxcs B Yacax KOTOpBIX
crnocod0cTByer
3J1eMEeHT IPOrpaMMbl
1 2 3 4

Pazgen 1. OCHOBBI JOKYMEHTHUPOBAHMS YIIPABJIEHYECKOM JAESATEJIbHOCTHU 14

Conep:xanue yueOHOTro MaTepuaJia 3 OK.05
Tema 1.1 IlousiTue 0 OCHOBHBIE CBOWCTBa JOKYMEHTOB M WX (YHKUMM B CUCTEME YIPABICHMS. OK.09
JIOKYMEHTAIMOHHOM [Toustue noxkymenra. Mupopmanusa u nokyment. Knaccudukauus 10KyMEHTOB: 1K' 1.2
obecrneyeHnu o BHUIYy O(QOPMIICHHUS;, MO COJEPKaHUIO; MO (opme; MO MPOUCXOKIACHUIO; IO IIK 1.3
yIpaBJieHus, cpeacTBaM  (UKCAlMM; MO CpOKaM XpaHeHHs. MarepuaabHble HOCHTEIH 1
JIOKYMeHTe U crnocodax | HHbopmanuu.
JIOKYMEHTHPOBAHHS [Tonsatue  nokymeHTHpoBaHUS. OCHOBHBIE CHOCOOBI  JOKYMEHTHUPOBAHMSL.

OCHOBHBIE COBPEMEHHBIEC TEXHOJIOTHH, IPUMEHIEMbIE TTPH OPTaHU3auN paboTHI ¢

JJOKYMEHTaMH B OpraHu3anusx (yUpexaeHusx).

CamocrosiTeibHas padoTa 00y4yaommxcst 2

[Torck nHpOpMAIK 110 PYHKIHSAM TIOKYMEHTOB
Tema 1.2 HopmaTuBHo- | Conep:kanue y4eGHOr0 MaTepuasia 3 OK.05
npasoBas 06a3a HopmaTuBHO-IIpaBOBbIE aKThl, PErYIHUPYIOLIME JOKYMEHTAIMOHHOE o0ecreyeHne OK.09
AOKYMEHTAIHOHHOT 0 ynpaBieHus. YHU(DUKAUS M CTaHAApTH3allMsg KaK OCHOBHbIE HaIlPaBICHUS TIK'1.2
obecrnieyeHust COBEPILIEHCTBOBAHUS  JOKYMEHTOB U  JOKYMEHTAlMOHHOTO  OOecreyeHHs K 1.3
ynpasJieHust yIpaBJICHUSL.

[lepeueHb OCHOBHBIX TOCYAApPCTBEHHBIX CTaHJAPTOB Ha YHU(PHUIMPOBAHHBIE 1

CUCTEeMBI JTOKyMeHTanud. OCHOBHBIC TIIOJIOKEHUSI TOCYIapCTBEHHOH CHCTEMBI

JIOKYMEHTAIMOHHOTo obOecriedeHus: ymnpasieHus. CocTaB yHH(PHUIHPOBAHHBIX

CHUCTEM  JOKYMEHTAIlMH:  OpraHW3alMOHHO-PACIIOpSIUTENbHAs,  OTYETHO-

CTaTUCTHUECKasi, GUHAHCOBAs U Jp.

CamocTtosiTeibHast padoTa 00yuyaommxcst 5

N3zyuenne 'OCT P 7.0.97-2016 OPJ|
Tema 1.3 Cnioco0b1 1 Conep:kanue y4eOHOT0 MaTepHuaJia 8 OK.05
NpaBUJIa CO3aHUSA Xapakrepuctuka, coctaB u cojepxkanue 'OCTa Ha cucreMy opraHu3aliiOHHO- 5 OK.09

pacrnopsIuTeIIbHON YHudunmpoBanHas cucrtema K 1.2

JOKYMEHTOB

JIOKYMEHTAITUH.




OpPraHU3aLMOHHO-PACTIOPAIUTEIHHON JIOKYMEHTAIWH. TpebGoBanus K I[IK 1.3
opopmiieHHI0 JOKyMeHTOB. Dopmynsip-oopazenr OPJI. [lpaBuma odopmieHus
PEKBU3UTOB, perameHTUpoBaHHbIX ['OCToM.
B ToM 4nc/ie NpaKTHYeCKUX 3aHATHI
[TpakTueckoe 3austue Ne 1. Oopmiienue pekBU3UTOB HA JOKYMEHTaX 2
[IpakTuueckas padora Ne 2. OdopmiieHne 6J1aHKOB TOKyMEHTOB 2
CamocrosiTesbHasi padoTa 00y4ar0IMXcs 2
W3ydenne TpeOboBaHu K OJIaHKaM JJOKYMEHTOB
Paznea 2. OPTAHU3ALIUA CUCTEMBI JOKYMEHTAIIMOHHOI'O OBECHHEYHEHUA 32
Tema 2.1 Odopmienune | Cogep:kaHue yueOHOro MaTepHuaJia 6 OK.05
OpPraHu3alMOHHO- 1. OcHoOBHBIE TpYHIbl OPraHU3ALKMOHHO-PACIIOPSIUTEIBHBIX JTOKYMEHTOB. OK.09
pacnopsiiuTe/1bHOM XapakTepucTUKa M COCTaB OPraHMU3aI[MOHHBIX JOKYMEHTOB (yCTaBa, 1K 1.2
AOKyMEHTALMH MOJIOKEHHUS, WHCTPYKLUUHU, TOJHKHOCTHOW HMHCTPYKLIHH), TpeOOBaHHS K [IK'1.3
0(hOpMIICHHUIO.
2. XapakTepuCTHKa W  COCTaB  PACHOPSAWUTENBHBIX  JOKYMEHTOB
(mocTaHOBNEHUS, MpUKa3a, pPEIICHUs, pPACIOPSIKEHUs, YyKa3aHus), 4
TpeOOBaHUS K UX OPOPMIICHUIO.
[lonarue mOMIMHHWMKA, KOMWHU, BBIMHCKU, AyOnukara. Bumasl komwit
JIOKYMEHTOB, OCOOEHHOCTH 3aBEpEHHUs] KONMUI W BBIIUCOK HOTAapHAIbHBIMU
KOHTOPaMH M JIOJDKHOCTHBIMH JIMIIAMU OpPTaHU3aIUi.
B ToM Ync/ie NpaKTHYeCKUX 3aHATHI
Ipaxktuueckoe 3anatue Ne 3. OdbopmMneHMne NnpuMmkKkasa no 5
OCHOBHOMW AeATEeNbHOCTMH
CamocrtosiTeibHast padoTa 00y4alMXCs -
Tema 2.2 Conep:xanue yueOHOTo MaTepHaJia 10 OK.05
Odopmaenue XapakTepucTUKa W COCTaB  CIPAaBOYHO-MH(OPMAIMOHHBIX  JOKYMEHTOB OK.09
HH(opMaLOHHO- (cmy>xeOHBIX THCEM, CIPABOK, 3asBICHHUI, aKTOB, MPOTOKOJOB, AOKIAJHBIX M 5 I[IK 1.2
CIPaBOYHOM OOBSICHUTENBHBIX 3aIMCOK), TPeOOBaHUS K UX opopmileHUI0. JIOKyMEHTHpOBaHHE IIK 1.3
AOKYMEHTaIlUH JIESITEJIbHOCTH KOJUIETHAJIHBIX OPTaHoB.
B ToM 4nciie NpaKTHYECKUX 3aHATHH
[TpakTtrueckoe 3ansTue Ne 4. Pabora 1o opopMIIeHHIO CITY>KEOHBIX MHCEM )
[Ipaktnueckoe 3anarue Ne 5. PabGora mno oQopMIeHHMIO JOKIATHBIX U )

00BACHUTENBHBIX 3aIIICOK




[IpaxTuueckoe 3ansTre Ne 6. Pabota mo opopmieHuIo akra

2
[TpakTuyeckoe 3ansatue Ne 7. PaGora no oopMieHn 0 IpoToKoIIa 2
CamocTtosiTeibHass padoTa 00y4YaommXxcst -
Conep:kanue y4eOHOT0 MaTepuaJia 6
Tema 2.3 OdopmieHue KaapoBOW JOKyMEHTAIIMU. 3asBICHHS M TMPUKA3bl 10 JTUYHOMY 5 OK.05
Odopmitenue cocraBy. JInunast kKapTouka Gopmbl T-2 U JTHUYHBIC ea OK.09
Ka/JpoBoii B ToM 4nc/ie NPAKTHYECKHX 3aHATH I 1K 1.2
JIOKyMEHTAIUH [Mpaktuueckoe 3anstue Ne 8. Odopmuenue Jlnanoit xaprouku Qopmbl T-2 u 1K 1.3
JMYHOTO Jesa 2
[Tpaktuyeckoe 3anstue Ne 9. OdopmiieHre 3asBiIeHHUs U NPUKa3a MO JUYHOMY 9
COCTaBy
CamocrosiTeibHasA padoTa 00y4Yalommxcst -
Tema 2.4 Coaep:xanue yue0HOro MaTepHaJia 6 OK.05
JlorosBopHo-npaBoBas [Tonsatue moroBopa. OCHOBHBIE pa3aensl A0roBopoB. [lopsmok odopmiteHUs OK.09
AOKYMEHTallUHA TPYZIOBOTO JOTOBOPA, JOTOBOPA MOCTABKH, JIOTOBOPA KYTUTU-TIPOAXKH. 2 1K 1.2
B ToM 4nciie NPAKTHYECKHUX 3aHATHH IK13
[Tpaktrueckoe 3ansTre Ne 10. Odopmierne 1oropopos 2
CamocrosiTeibHast padoTa 00y4yaommxcst 5
KontpakT, nonsrue
Tema 2.5 Conep:xanue yueOHOTro MaTepHaJia 4
IIperen3nonHo- OCHOBHBIE PEKBU3UTHI W TOPSANOK OG(OPMIICHUS TPETEeH3Wil, OTBETOB Ha
HCKROBas nperensuto. HOpuanueckas ciyx0a, BBIMOJNHAIOMAS HPETEH3UMOHHO-UCKOBYIO
AIOKYMEHTAIHH paboty Ha npeanpuaTuu. JKypHan perucTpauu NpeTeH3ui. 2
[Mopsimok  odopmiaeHHss HMCKOBBIX 3asBIEHHMM U IpelcTaBleHHE UX B
ApOuTpaxHsblii cy.
B ToM unc/ie NPpaKTHYECKHUX 3aHATHH
[Ipaktnueckoe 3anarue Ne 11,  OdopmieHne NpeTeH3MOHHO-UCKOBOM 5
JIOKYMEHTAITUH.
CamocrosiTesibHAsi padoTa 00y4a0IMXCs -
Pazgen 3 OPTAHU3BALIIUA PABOTHI C JOKYMEHTAMMUA B OPTAHU3ALUAX 12
(YYPEXKJEHUAX)
Tema 3.1 Texnosorusi | Coaepskanue yu4eGHOro MaTepHaia 4 OK.05




OpraHu3anuu VYnpasnenue u JIETIONIPOU3BOJICTBO. OpranuszanuoHHbIE hopmbI OK.09
AOKYMEHT0000poTa B nenonpousBozcTa. Ciyx0a JOKYMEHTAIIMOHHOTO OOECIIeYeHHs YIpaBJICHUS, I[IK 1.2
OpPraHu3anmsx OCHOBHasl 3ajaya, (QYHKIUH, THUIOBBIE CTPYKTYpHl, JOJDKHOCTHOM COCTaB. I[IK 1.3
(yupexaeHusix) Permamenrarust pa6oter cimyx0er JIOY. IlpumepHoe MONOXKEHHE O CIyKOe

JIOKYMEHTAIMOHHOT0 00eCIIeUeHus yIPaBJICHHs U JOJIKHOCTHBIE HHCTPYKIIUU.

CamocTtosiTeibHasA padoTa 00y4arOmMXCs

[Touck wHbOpMaUU M H3y4YE€HUE BOMPOCOB MO MPUMEHEHHUIO SJIEKTPOHHOTO

JIOKYMEHT0000pOoTa
Tema 3.2 Ocob0ennoctu | Cogep:kanue y4eOHOro MaTepHaJia OK.05
aeaonpoussoacTBa no | [lonarus npenioxeHus, 3asBieHus U kKanoObl. [Ipuem u peructpaius mucem OK.09
oOpaleHHsIM IPaXIAH | rpacnaH. PaccMOTpeHHE M paspellieHHe IHCEM, CPOK PACCMOTPEHHS. AHAIM3 1K 1.2
¥ KOHQHICHIHATBLHOTO | ..\ rpaKIaH. IIK 1.3
AeJI0NPOU3BOACTBA

Konduaennuansnoe aenonpou3BoACTBO. ['pud orpaHudeHus [gocTyma K

JOKYMEHTY. ABTOMAaTH3UPOBAaHHBIE CHCTEMBI PaboTHI ¢ TokyMeHTamu. CpencTBa

W3TOTOBJICHUS, KOMHPOBAHUS W Pa3MHOXKEHUS JOKyMEHTOB. OpraHuzaius

pabouux MecT.

CamocrosiTeibHas padoTa 00y4alOIMXCs
Tema 3.3 Coaep:xanue yueOHOTo MaTepuaJia
Cucremarusanus [TonsiTue JIOKYMEHTO000pOoTa. Ob6mue MIPUHIUIIBI OpraHu3au OK.05
AOKYMEHTOB, JIOKYMEHTOO0OpOTa, €ro OCHOBHBIE JTambl: MpUEM U TMepBUYHAs 00paboTKa OK.09
(popmupoBaHue X B JOKYMEHTOB;  pacHpelelieHHEe IOCTYNMBIIMX  JOKYMEHTOB;  pErucTpanus IK 1.2
Jena u nepeaada B K 1.3

apXuB OpraHUu3anMuu

JOKYMEHTOB U MPEIBAPUTEIBLHOE UX PACCMOTPEHUE; PACCMOTPEHUE JOKYMEHTOB
PYKOBOJICTBOM OpTaHu3aiuu (YIpexJAeHHs) U HAIpaBlIeHUE UX Ha HCIIOIHEHUE;
WCIIOJTHEHHE W KOHTPOJIb 3a HCIOJTHEHHEM JOKYMEHTOB; TEKyIee XpaHEHHUE
JIOKYMEHTOB.

Howmenknarypa nen. O6paboTka e i HOCIeaYIOIEero XpaHeHust. JKCIepTu3a
LIEHHOCTHU JIOKYMEHTOB, OpOpMIIEHHE Jell, cocTaBieHue onuceil. Cnaya nen B
apXuB.

B ToM unciie NpaKTHYECKHUX 3aHATHH

[Tpaktuueckoe 3anarue Ne 12. Pabora ¢ HOMEHKIATypou Jen

CamocrosiTeibHast padoTa o0yuyaommxcst
IIpaBuia noAroToBKa €1 K claye B ApXUB

KouncyabTanuun

IIpomexxyTounasi arrecranus (mudpepeHIMPOBaHHBIN 3a4ET)




| Bcero:
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3 YCJIOBHUSA PEAJIN3AIIMA ITPOT'PAMMBI YUEBHOM JUCIIUILINHBI

3.1 MaTepuajibHO-TEXHHUYECKOE 00ecreueHne
Kabuner  «JlokyMEHTAalMOHHOTO  OOCCIIEYCHUsT  YIPAaBJICHUSA»,  OCHAIICHHBIN

B COOTBETCTBUHU C 1. 6.1.2.1 oOpa3oBaTeIbHOM MPOrpaMMBbl IO CHIEITUATBHOCTH.

3.2 UnpopmanmoHHOe o0ecnieyeHne peain3auuu NporpaMmbl

Jlnst peanuzanuy MPOTpaMMbl  y4eOHOW JUCHMIUIMHBI OubOnuotreunsii dona BBIY
YKOMIUIEKTOBAH MEYaTHBIMU U 3JICKTPOHHBIMH U3aHUSIMH.

OOyuvaromuecs HW3 4YWCIa MHBAIMIOB W JIUI C OrPAHUYCHHBIMH BO3MOXXHOCTSIMU
3I0pOBbsI 0OecreueHbl NMeYaTHBIMU U (MJIM) 3JIEKTPOHHBIMU O0pa30BaTEIbHBIMU pecypcaMu B
dbopMax, afanTUPOBAHHBIX K OTPAHUYCHUSIM HX 37J0POBbSI.

OcHoBHas1 JiuTEepaTypa
1. Kysnenos, W. H. JlokymeHTaIrimonHoe odecredeHue ynpasieHus. JJokyMeHToO000poT 1

JICTIONPOM3BOCTBO © YYEOHHK M MPAKTUKYM JIJIsl CpeHero npodeccruonaibHoro odpasoBanus /
. H. Ky3neuoB. — 4-e¢ uzn., nepepad. u non. — Mocksa : M3gatensctBo HOpaiitr, 2023. —
545 ¢. — (ITpodeccuonanbroe oopazopanue). — ISBN 978-5-534-16004-8.

2. bacakoB, M. MW., JlokymMeHTallMOHHOE oOOeCIeUYeHUEe YIpaBJIeHUs (C OCHOBAMH
apxuBoOBeJeHH) : yueOHoe nocodue / M. U. bacakoB. — Mocksa : KnoPyc, 2023. — 216 ¢. —
ISBN 978-5-406-11367-7. — URL: https://book.ru/book/948724 (mara oOpaiieHus:
26.06.2023). — TeKcT : 3JeKTPOHHBIIA.

JonoiHUTeILHAS JUTEpPaTypa

1. AJbOOM TMEpBHYHBIX JIOKYMEHTOB: OjekrtpoHHas kuura (1 CD).- M.. U]
«PaBHoOBecue».- (Cepust JlenoBbie TOKYMEHTBI», BHIIL. 6).

2. PepkakoB A.II. OOpa3isl JOKYMEHTOB ISl TpaxKaaH: DJiekTpoHHas kaura (1
CD).- M.: U] «PaBHOBecue».

3. CrnpaBouHo-nipaBoBas cucreMa «I'apanT».

4. CrnpaBouno-npaBoBas cucreMa «Koncynbrantllmrocy.

S. I'OCT P 7.0.97-2016. HaumonansHblii crangapTt Poccuiickoit ®Peneparui.

Cucrema crapmaptToB 1o wuHpOpMalMH, OUOIMOTEYHOMY U  M3AATEIBCKOMY  JEINy.
Opranu3aliOHHO-PACTIOPSIANTENIbHAS ~ JIOKyMEeHTanusa.  [peboBanus K  o(opMIEHUIO
JIOKYMEHTOB.

6. PoxusitoBckas, 1. P. JlokymenTanimonnoe obecneuenue : yueoHoe nocodue / U.
P. PoxxusitoBckas. — Cumdeporons : YHUBEpCUTET SKOHOMUKH U yripasnenwus, 2016. — 104 c.
— ISBN 2227-8397. — Tekct : »IEKTpOHHBIH // DIEKTPOHHBIM pecypc HUPPOBOIA
o0Opa3oBaTenbHOI cpenbl CIIO PROFoGpa3zoBanue : [caiiT]. — URL:
https://profspo.ru/books/73265

7. bacakoB, M. MW. [enonpousBoactBo [[lokymeHTallMoHHOE oOecmedeHue
ynpasnenus| : yueonuk / M. U. bacakos, O. WU. 3ampinkoBa. — Poctos-Ha-/lony : deHukc,
2014. — 376 ¢. — ISBN 978-5-222-23063-3. — TeKCT : 3JeKTPOHHBIN // DINEKTPOHHBIA pecypc
nugppoBoit  obpazoBatenbHOM cpenpl  CIIO  PROFoOpazoBanme : [caiit]. — URL:

https://profspo.ru/books/59345



https://profspo.ru/books/73265
https://profspo.ru/books/59345

5 KOHTPOJb M OLEHKA PE3YJbTATOB OCBOEHHUSI YYEBHOI
JUCHUIINHBI

Pe3ysbTaThl 00y4eHHs ‘

Kputepun onenkn

|

MeToabl OLIEeHKH

Hepequb 3HaHHI>i, OCBAMBACMBIX B paMKaxX AUCHUIIJIMHBI

Tepmunosnorus B o6nactu
JOKYMEHTAIlMOHHOT'O
obecrnieueHus
yIIpaBICHUS;
HopmatusHbIe
JIOKYMEHTHI,
periaMeHTHPYIOIIHE
COCTaBIICHUE u
odopmiieHre
JIOKYMEHTaIu!
MOPSIIOK €€ 00padOTKH;

u

[IpaBuna cocraBneHus u
odopmIieHUs
OpraHU3alMOHHO-
pacnopsaUTENbHbIX
JIOKYMEHTOB, BXOJSILIUX B
YHUDULIUPOBAHHYIO
CUCTEMY
OpraHU3alMOHHO-
pacnopsaUTeNbHbIX
JIOKYMEHTOB,
YHUPHUIIMPOBAHHYIO
CUCTEMY MIEPBUYHOMN
YYETHOM TOKYMEHTALIUH B
4acTH JOKYMEHTaluu IO

yuery Tpyaa;

ITopsnox IIPOBEEHUS
DKCIEPTU3Bl  LIEHHOCTH
JIOKYMEHTOB U
MOJITOTOBKU nen K

apXMBHOMY XpaHEHHUIO.
TexHomorus
OpraHu3aIuu
JIOKYMEHTO00O0pOTa B
OpraHu3aIusIxX
(YUpeKACHUSAX).

- oopMIICHHE JOKYMEHTOB H
pelicHre MPAKTUYECKUX CUTYaIUi ¢
HOPMATHBHBIM ITPaBOBBIM
000CHOBAHHUEM;

- UCMOJIb30BaHUE PA3JIMYHBIX
HMCTOYHUKOB, BKJIFOYAsl JIEKTPOHHBIE
pecypcbl, Meaua pecypebl,
HNutepueT-pecypchl, epuoandecKue
W3aHMS IO CIIELMAIBHOCTH IS
penreHus mpodecCHoHATBHBIX 331a9
- IEMOHCTpAIUsi OTBETCTBEHHOCTH 32

MIPUHSATHIC PEIICHHSI,
000CHOBaHHOCTb CaMOaHalIn3a u
KOPPEKIIHsI pe3yJIbTaTOB
coOCTBEHHOM pabOTHI;

- HCIIOJIb30BAaHKUE 3aKOHOAATEIbHBIX
Y HOPMATUBHO-TIPABOBBIX aKTOB IPU
TUTAHUPOBAHUH
MPEIINPUHUMATETbCKON
NESATEIILHOCTH B MPO(ECCHOHATBHOM
chepe;

- IEMOHCTpAIIHs 3HAHUI B 00JIaCTH

(uHaHCOBOW I'PaMOTHOCTH;
- KOHCTPYKTHUBHOCTb

B3aMMOJICHCTBHS C 00YJIarOIIUMHUCS,
MpenojaBaTeNs MU B X0e 00y4YeHHs,
PYKOBOJUTENSIMHU yueOHOU U
MIPOU3BOJICTBEHHOU MPAKTHK.
-COOJI0/IEHNE HOPM
po¢eCCUOHAIIBHON ITUKH,

— TOCTpOEHUE MPOPECCHOHATHHOTO
OOIIIeHUs ¢ Y9€TOM COIHAITBHO-
npodeccroHabHOTO cTaTyca,
CUTYaIINH OOIIEHUS, 0COOCHHOCTEH
TPYMIBl ¥ HHAWBUYaTbHBIX
0COOEHHOCTEH y4aCTHHUKOB
KOMMYHHKAITUH;

- TPaMOTHOCTh YCTHOM U
MMCEMEHHOW peun;

- ohopmIiIeHNE TOKYMEHTOB B
cootBeTcTBUN ¢ 'OCToMm;

- ICHOCTb ()OPMYJIUPOBAHUS U

- DKCIEPTHOEC HaOIII0JICHUE
BBITIOJTHEHUS TTPAKTHYCCKHX
3aJIaHuH,

- OlEHKa 10 HTOram
YCTHOT'O OIPOCA CTYJICHTOB,
- HaOJIIOJEHHE [0 HMTOraM
TECTUPOBAHUS,

- OLUEHKa B
IIPOBEICHUS
IIPOMEKYTOYHON
aTTecTaluu.

nporecce




WU3JI0KECHUST MBICJICH;

- IPOSIBJICHHE TOJICPAHTHOCTH B
MpoILecce OOIIEHUS;

- cOOJTI0/IEHUE HOPM TTOBEACHHUSI BO
BpeMs yUeOHBIX 3aHSATHIA;

- COOJII0/IEHUE CTaHJAPTOB
AQHTUKOPPYILIUOHHOTO MOBEACHUS;
- COOJTIOTACT HOPMBI IKOJIOTUYECKOM

0€e30I1aCHOCTH;

— OIlpeNeNsieT HAIPaBICHUS
pecypcocOepexeHns B paMKax
npodeccroHaABHOM e TEIBHOCTH
0 CHEIHATBHOCTH;

- 3(peKTUBHOCTH UCTIOIB30BAHUS
cpeacTB GU3NIECKON KYIbTYPBI IS
COXPAHCHHUS U YKPEIUICHUS 370POBbS
B Iiporiecce mpodecCuoHaANBHOM
NESATSILHOCTH U TIOJIIICPKAHS
HEe00X0IMMOT0 YPOBHS (hH3HUUECKOM
MTOATOTOBJICHHOCTH;

- 3(heKTUBHOCTH MCTIOJIB30BAHUS B
npodeccCnOHABHOM IeATEIIBHOCTH
HEOOXOUMOM JOKYMEHTAIUH, B TOM
YHCJIC HA HHOCTPAHHOM SI3bIKE

HepequL yMeHHﬁ, OCBAMBACMBIX B paMKaX TUCIHUIIJIMHBI

[TpumeHATh Ha TpaKTHKE
rOCY/apCTBEHHBIE
CTaHJAPTHI, npyrue
HOPMAaTHUBHO-
METOMYECKHE
JIOKYMEHTHI,
perilaMeHTHPYIOLIHe
OpraHu3aIUIo
JIOKYMEHTAI[UOHHOTO
o0ecrieueHus
yIIpaBJICHUS;

CocTaBnaTh U MpaBUIBHO
0hOopMIIATH
BU/IBI

OCHOBHEIC
OpraHU3aIMOHHO-
pacropsaANTEIbHBIX
JIOKYMEHTOB;

Odopmitsate
UH(POPMAaIMOHHO-
CIPaBOYHYIO
JOKYMEHTAITHIO;
OdopMasaTe  KaapoBYIO
JOKYMEHTAITHIO;
OdopmnsaTs
PETEH3UOHHO-UCKOBYIO
JIOKYMEHTAIHIO.

- 0(1)OpMJ'IeHI/Ie JAOKYMCHTOB u
PCUICHUC IIPAKTHYCCKUX CI/ITyaL[I/Iﬁ C

HOpMaTI/IBHBIM Hp ABOBBIM
000CHOBaHHEM;

- HCIIOJIb30BAHHUE pa3IMYHBIX
HCTOYHHUKOB, BKJIFOYas SHCKTPOHHI)IC
pecypchl, Meana pecypchl,

HNHuTtepHeT-pecypchl, MEpUOTUUYECKHE
W3aHUS 10 CHEUUAIbHOCTH A
perneHust TpoecCHOHANBHBIX 3a71a4

- IEMOHCTpAIIUsl OTBETCTBEHHOCTH 32

MIPUHSATHIE pemenus,
O0OCHOBAaHHOCTb ~ CaMOaHaJU3a U
KOppEKLIHs pe3ynbTaToOB

COOCTBEHHOM paboTHI;

- HCIIOJIb30BAaHHE 3aKOHOAATEIhHBIX
1 HOPMATHBHO-TIPABOBBIX aKTOB MPHU
TUTAHUPOBAHUH
MpEINPUHUMATETbCKON
NEeSTeNIbHOCTH B MpOo¢ecCHOHaTbHON
chepe;

- JIEMOHCTpaIus 3HaHUN B 00JacTu

(uHaHCOBOW T'PaMOTHOCTH;
- KOHCTPYKTHMBHOCTb

B3aHMOHCﬁCTBHH C 06yanOL[IPIMHCH,
npenoaaBaTeiiiMu B XO0O€ 06yqu1/1;1,

- DKCIIEpTHOE HAOJIOJICHUE
BBITIOJIHCHUS TTPAKTHYECKUX
3aJIaHuMH,

- OlEeHKa 10 HTOoram
YCTHOTO OIPOCA CTYJICHTOB,
- HAONIONEHUE II0 HUTOraM
TECTUPOBAHUS,

- OLUEHKa B
[IPOBEACHUSA
IIPOMEKYTOUYHON
aTTeCTaluu.

nporecce




PYKOBOIUTENIMU yueOHO "
IIPOU3BOJCTBEHHOM IIPAKTUK.
-cobmroienue HOPM
npodeccCHoHALHOM ATUKY;

— MOCTpoeHUe TPOodecCHOHATBHOTO
OOIIEHUSI C Yy4YETOM COIHAIBHO-

npodeccrnoHaIbHOTO cTaryca,
cUTyanuu OOIIeHus, OCOOCHHOCTEH
TPYIIIBI 51 WHIBUIYaJIbHBIX
0COOEHHOCTEH YY4aCTHUKOB
KOMMYHHKAITUH;

- rpaMOTHOCTb YCTHOM u

IIACbMEHHOU peuH;

- odopmiieHHE  JIOKyMEHTOB B
coorBercTBun ¢ 'OCToM;

- scHOCTh  (opmynupoBaHUS U
W3II0KEHHUS MBICIIEH;

- TPOSIBJICHHE TOJICPAHTHOCTH B
Mporiecce OOIICHHMS;
- coOJI0JIeHHe HOPM TIOBEIACHHUS BO

BpcEmMmA y‘le6HBIX SaHHTHﬁ;

- coOuroIcHHE CTaHJapTOB
AHTUKOPPYIIIUOHHOI'O [TOBEICHHUS;
- COOJIIOAACT HOPMBI HKOJOTUYECKON

0e30I1aCHOCTH;

— onpezaenser HaIpaBlICHUS
pecypcocOepekeHrsi B paMKax
npoeCCUOHATIBHON  JIeATEIbHOCTH
0 CIEIMATHHOCTH;

- 3(hdeKTUBHOCT, HMCTOIB30BAHUS
cpeactB (pU3MUECKOW KYIBTYpPHI IS
COXPAHEHHUS U YKPEIJICHUS 37J0POBbS
B mpomecce  MpodecCHOHATEHON
NEITENbHOCTH W TOAJEpKaHus
HEOO0X0UMOTO YPOBHS (HU3NIECKOMH
MOJITOTOBJICHHOCTH;

- 9(eKTUBHOCTH HUCTIOIB30BAHUS B
poeCCHOHATILHOM 1eATeIbHOCTH
HE00X0IMMOM TOKyMEHTAalluH, B TOM
YyClie HA HHOCTPAHHOM SI3bIKE

JlJiss OLIEHKHW OCTHIKEHUS 3aIUIaHUPOBAHHBIX PE3YIbTaTOB OOyUYEHHUS MO JUCIUILTAHE
pa3paboTaHbl KOHTPOJIBHO-OIEHOYHBIE CPEACTBA [JII TMPOBEACHHUS TEKYIEro KOHTPOJIS U
MIPOMEKYTOUHOM aTTeCTaIlK, KOTOPbIE MPHUIIAraroTcs K paboueil mporpaMMe JUCIUILTHHBL.




