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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 6
— TNPAKTHUYECKUE 3aHITHUS 8

— 1abopaTOpHBIE 3aHATHS -

— KypcoBas pabota (IpoeKT) -

— caMOCTOsITeNIbHas paboTa 44

— KOHCYJIbTalluH -

— TnpoMexyTodHas arrecraiys — JnddepeHmpoBanHblii 3a4et -




2.2 TemaTn4yecKkni IUIAH U CoJepPKaHNE YUeOHON TUCHUNIMHBI

Koabl koMneTeHIuid,

¢opmupoBanuro
HaumenoBanue Conep:xxaHue yueOHOro MaTepuaja u ¢popMsbl OpraHu3anMu AesiTeTbHOCTH Oo6bem
pa3iesioB  TeM o0y4yaromuxcs B Yacax KOTOPBIX
CIOCOOCTBYET 3JI€eMEHT
NPOrpaMMbl
1 2 3 4

Paznea 1. OCHOBBI JJIOKYMEHTHUPOBAHMS YIIPABJIEHUECKOM AEATEJbHOCTHU 16

Conep:xaHue yueOHOro MaTepuajia 4 OK.05
Tema 1.1 IlousTHe 0 OCHOBHBIE CBOWMCTBA JOKYMEHTOB M MX (D)YHKLIMHU B cUCTeMe ympasieHus. [loHsTue OK.09
AOKYMEHTAIHOHHOM nokymenra. Mupopmamms u gokymeHT. Kiaccudukanmsi DOKyMEHTOB: IO BHIY TIK'1.2
o0ecnieyeHN oopmieHus; Mo coiep:KaHuio; Mo ¢Gopme; MO IMPOUCXOXKACHHUIO; 10 CPeACTBaM K13
ynpasJieHusl, ¢duKcanuu; Mo cpokaM XpaneHus. MarepuaibHble HOCUTENH HH(POPMAIIUH.
nokymenTe u cnocodax | [lonsartue noxymentupoBaHus. OCHOBHbIE CHOCOOBI TOKyMEHTHPOBaHUsS. OCHOBHBIE
OKYMEHTHPOBAHHSI COBpPEMEHHBIE TEXHOJIOTHH, IPUMEHSIEMbIE TIPH OPraHU3aluu paboOTHI C TOKYMEHTaMHU

B OpraHu3aiusax (yapexacHusX).

CamocrosiTeibHas padoTa o0y4aromuxcst 4

[Touck nadopmarmu no GyHKIUAM TOKYMEHTOB
Tema 1.2 Hopmatusno- | Cojep:xkanue y4eGHOro MaTepuasia 4 OK.05
npasoBas 0a3a HopMaTHBHO-TIPABOBbIE AKThI, PETYIMPYIOIIME JOKYMEHTALIMOHHOE OOecreueHHe OK.09
AOKYMEHTAIIMOHHOT 0 ynpaBiieHus. YHU(UKAUS W CTaHAAPTH3alMsl KaKk OCHOBHBIC HAIIPaBICHHS IIK 1.2
obecrnieyeHus COBEPILECHCTBOBAHMS IOKYMEHTOB U JIOKYMEHTAIMOHHOTO O0ECIICUEeHUS yIIPABICHHS. K 1.3
ynpasJjieHusi

HepequL OCHOBHBIX I'OCYJApCTBECHHLIX CTAHJAPTOB Ha YHI/I(l)I/II_II/IpOBaHHBIe CHUCTEMBI

JOKYMCHTAIUH. OcHOBHBIE TIOJIOKCHU A FOCY}IapCTBCHHOﬁ CHUCTEMBI

JOKYMEHTAIIHOHHOTO obOecnieueHus ynpasieHus. CoctaB yHU(DUIIMPOBAHHBIX CUCTEM

JOKYMEHTAIlMM:  OpPraHM3allMOHHO-PACTIOPSIUTENbHASA,  OTYETHO-CTATUCTUYECKas,

¢dbuHaHCcOBas U Jp.

CamocrosiTeibHast padoTa 00y4aromuxcs 4

Wzyuenue OCT P 7.0.97-2016 OP]]
Tema 1.3 Cnoco0b1 u Conep:xxanue yueOHOro MaTepuajia 8 OK.05
NpaBHJIA CO3AAHUHA Xapakrepuctuka, coctaB u coxaepkanne I'OCTa Ha cucremy opraHW3alMOHHO- OK.09
AOKYMEHTOB pacropsAANTENbHON JOKYMEHTAMH. YHU(UIIMPOBAHHAS CHCTEMa OpraHU3allMOHHO- 9 K 1.2

pacTlopsiIuTeIbHON JOKyMeHTanuu. TpeboBanus K O(OpPMIICHHIO JOKYMEHTOB. IIK 1.3

Dopmynsip-odpazen; OPI. IIpaBuina odopmieHNs] peKBU3UTOB, pEriaMEeHTHPOBAHHBIX




TOCTowm.

B Tom unciie MPpaKTHYeCKUX 3aHATHH

[TpakTnueckoe 3ansTre Ne 1. Odopmienne peKBU3UTOB Ha JOKYMEHTaX

[TpakTrdaeckas pabota Ne 2. OpopmiieHne 6J1aHKOB TOKYMEHTOB

CamocTosiTe/ibHAsA padoTa 00y4yaomuxcs
W3ydenune TpeboBaHMi K OJIaHKaM JTOKYMEHTOB

N N

Pasnea 2. OPTAHU3AIIUA CUCTEMbI JOKYMEHTAIIMOHHOI'O OBECIIEYHEHUSA

Tema 2.1 Odopmienne
OPraHU3aLMOHHO-
pacnopsiauTeIbHOI
AOKYMeHTALMHU

Copep:xaHue y4e0HOro MaTepuaJia

1. OcHoBHbIE Tpynmbl OpPraHU3AIMOHHO-PACTIOPSIAUTENBHBIX  JTOKYMEHTOB.
XapakTepuCTHKAa W COCTaB OPraHU3AIMOHHBIX JOKYMEHTOB (yCTaBa,
HOJIOKEHHSI, WHCTPYKIHMH, JODKHOCTHOW HMHCTPYKIMH), TpeOOBaHUS K
0(OpPMIICHHUIO.

2. XapaKkTepUCTHKa U COCTaB PAaCHOPSIUTEIbHBIX JOKYMEHTOB (IIOCTAaHOBJICHMS,
NpUKas3a, peIICHUs, paCIOpsDKCHUs, YKa3zaHHs), TpeOOBaHHsS K HX
0(OpPMIICHHUIO.

[oHsiTHE MO/UTMHHUKA, KOMUH, BBIMHUCKHU, AyOnukaTa. Buipl Konuii JOKYMEHTOB,

OCOOCHHOCTH 3aBEPeHMs KOMHH M BBIMUCOK HOTAPUAIBHBIMA KOHTOpAaMH U
JOJIPKHOCTHBIMU JIMIIaMHU OpFaHI/I?)aIII/Iﬁ.

B Tom umucie MPAKTHYCCKHUX 3aHATHI

ITpaktuueckoe 3anstue Ne 3. OdopmiieHre MprUKas3a N0 OCHOBHOM JesITEIbHOCTH

CamocrosiTeibHast padoTa 00y4yaromuxcs

N

OK.05
OK.09
K 1.2
IK' 1.3

Tema 2.2 Odopmiaenue
HUHGOPMALIMOHHO-
CTIPABOYHOM
AOKYMEHTAINH

CoaepsxkaHue y4eOHOI0 MaTepHaJIa

XapaKTepuCTHKa U COCTAaB CIIPABOYHO-MH(OPMAIIMOHHBIX JOKYMEHTOB (CIYKeOHBIX
MUCEeM, CIPABOK, 3asBJICHH, aKTOB, MPOTOKOJOB, JOKIAJHBIX M OOBICHUTEIBHBIX
3ammcok), TpeboBanus K uX odopmieHuro. [JokymMeHTHpOBaHHE IESITEITLHOCTH
KOJUIETUAJIbHBIX OPTaHOB.

B Tom umciie MPAKTHYECKUX 3aHATHI

[Tpaktuueckoe 3ansatue Ne 4. Pabora 1o opopMIIeHHIO CITy>KEOHBIX THCEM

[Tpaktnueckoe 3anstue Ne 5. PabGora mo oQopMmiIeHHIO [OKJIAQAHBIX U
OOBSICHUTENIbHBIX 3aITUCOK

[IpakTuyeckoe 3anarue Ne 6. Pabora mo opopmieHuto akra

IIpakTtrueckoe 3anstue Ne 7. Pabota mo oopmiteHHIO MPOTOKOJIA

CamocrosiTesibHass padoTa 00y4yaomuxcs

OK.05
OK.09
IK 1.2
IIK 1.3




ConepxaHue yueOHOro MaTepuasia

Tema 2.3 Odopmienne kaapoBoi JOKYMEHTALUU. 3asiBICHUS U MIPUKA3bI 10 JUYHOMY COCTaBY. OK.05
Od¢opmienue Jlnunas kaptouka ¢opmsbl T-2 u nuyHbIe nena OK.09
Ka/IpoBOii B TOM 4nc/ie IPAKTHYECKUX 3aHITHI IK 1.2
JOKYMEHTAIUH I[TpakTuueckoe 3anatue Ne 8. Odopmnenue JInuHOI KapTouku popMbl T-2 M IMYHOTO IIK 1.3

nena

[Tpaktrueckoe 3anstue Ne 9. OdopmieHue 3asBICHHS W TMpUKa3a MO JUYHOMY

COCTaBy

CamocTosiTe/ibHAsA padoTa 00y4yaonmuxcs 6
Tema 2.4 Copaep:xanue y4e0HOro MaTepuaJia 6 OK.05
JorosopHo-npaBoBas [Tonsitne poroBopa. OcHOBHBIE pa3znensl JOroBopoB. Ilopsmok  odopmieHus OK.09
AOKYMEHTaUsI TPYZIOBOTO AOrOBOPA, JOrOBOPA MOCTABKH, JOTOBOPA KYIUIU-IIPOIAXKH. 1K 1.2

B TOM unciie nIpaKTHYECKUX 3aHATHI K13

[TpakTrueckoe 3ausTre Ne 10. OdhopmiieHne 10roBopos

CamocTosiTe/ibHAs padoTa 00y4aomuxcs 6

KoHTpakT, noHsTHE
Tema 2.5 CoaepsxkaHue y4eOHOI0 MaTepHaJIa 4
IIperensnonHo-uckoBasi | OCHOBHBIE PEKBU3MTHI U MOPSI0K 0OPMIICHHS NPETEH3HH, OTBETOB HA MPETEH3UIO.
AOKYMEHTalust Opuanueckas cmyx06a, BBIIOMHAOLIAS NPETEH3MOHHO-UCKOBYIO paboTy Ha

npennpuaTun. JKypHai perucTpaluy NpeTeH3 .

[Mopsimox odopMiteHUs] UCKOBBIX 3asBJICHUN W TpEACTaBICHUE UX B ApOUTpPaKHBIH

Cya.

B ToM uyMciie TpaKTHYeCKUX 3aHATHH

[Tpaktuueckoe 3ansatue Ne 11. OdopmieHne npeTeH3nOHHO-UCKOBOH TOKYMEHTAIUH.

CamocrosiTeibHas padoTa 00y4aromuxcs 4
Paznea 3 OPTAHU3ALUA PABOTHI C JOKYMEHTAMMU B OPTAHUSALUAX (YUPEXIEHUSAX) 12
Tema 3.1 Texnosiorus Conep:xxanue yueOHOro MaTepuajia 4 OK.05
OpPraHu3aluu VYnpasnenue u aeaonpou3BoAcTBO. OpraHu3alMoHHbIE (GOPMBI AETONPOU3BOJICTBA. OK.09
JAOKYMEHT0000poTa B Cnyxba JOKYMEHTAallMOHHOTO OOecrleueHus] YIpaBJIeHUs, OCHOBHAas 3ajaya, K 1.2
OpraHu3anusaxX (GYHKIMH, THUIOBbIE CTPYKTYphl, JOKHOCTHOM cocTaB. Pernmamentanms paOoTbl K 1.3
(Y4pexaeHusx) ciyx0b1 JIOY. IlpumepHOe MoioKeHue 0 Ciayxk0e TOKyMEHTAlMOHHOTO 00ecreueHus

yIpaBJICHUsI U JOKHOCTHBIE HHCTPYKIIMU.

CamocTosiTesibHAs padoTa o0ydyaoumuxcs

[Tonck wHpOpMAaLIMU W H3y4YEHHWE BOMPOCOB IO MPUMEHEHHUIO 3IIEKTPOHHOTO 4

JIOKYyMEHT0000poTa




Tema 3.2 Ocobennoctu | Conep:kanue y4eOHOT0 MaTepuaa 2 OK.05
AeJIONPON3BOACTBA IO [TonsTHst mpeayioXeHus, 3asBieHHS M kanoObl. Ilpmem u peructpamms mucem OK.09
00paIleHHsIM IPAKIAH | rpacaH. PaccMOTpeHNe M pa3pelieHne MIHCEeM, CPOK PAaCcCMOTPEHHs. AHAIN3 THCEM 1K 1.2
U KOH(pHAeHIHAILHOT 0 rpaskiaH. K 1.3
ACTONPOUSBOACTEA KondunenuunansHoe aenonpou3BoAcTBo. I'pud orpaHnueHus A0CTyna K J0KYMEHTY.

ABTOMaTH3UPOBAHHBIE CHCTEMbI PabOThl ¢ JOoKymMeHTamH. CpeacTBa M3rOTOBICHHS,

KOMMPOBAHUs ¥ Pa3MHOKEHHS TOKyMeHTOB. Opranuzanus pabounx MecT.

CamocTosiTesibHas padoTa 00y4yalonmuxcs 2
Tema 3.3 Conep:xaHue y4eOHOro MaTepuajia 6
Cucrematuzanus [TonsiTe mokymeHToOOOpoTa. O0IIMe MPUHLIMUIBI OPTaHU3alMK JOKYMEHT0000pOoTa, OK.05
JIOKYMEHTOB, €ro OCHOBHBIE DTaIlbl: PHEM M MEPBUYHAs 00pabOTKa JOKYMEHTOB; pacipeieeHue OK.09
opmupoBanue ux B NOCTYNUBINMX JOKYMEHTOB; PETHCTPAlUs JOKYMEHTOB M MPEIBAPUTENBHOE HX IIK 1.2
jeJia i mepeata b paccMOTpeHHe;  PacCMOTPEHHE  JOKYMEHTOB  PYKOBOJICTBOM  OpraHU3aINH K 1.3
apXuB OPraHu3anuu

(YdpekaeHus1) M HalpaBlIeHHE MX Ha HCIIOJIHEHHUE;, HUCIIOJIHEHHE M KOHTPOJIb 3a

UCIIOJIHEHHEM JOKYMEHTOB; TEKYIllee XpaHEHUE TOKYMEHTOB.

Homenknarypa nen. O6paboTka /e uis MOCIeAYIOEro XpaHeHus. JDKCIepTH3a

IIEHHOCTHU JIOKyMEHTOB, 0(hopMIIeHHE Jiell, cocTaBieHne onucer. Crava fen B apXus.

B ToM uMciie TpaKTH4YeCKUX 3aHATHH

[TpakTuyeckoe 3ansrue Ne 12. PaboTa ¢ HOMEHKIATYpOil e

CamocrosiTeibHas padoTa o0y4aromuxcst 6

[TpaBuia NOAroTOBKA JIeN K CAa4Y€ B apXHB
KoncyapTauuun -
IIpomesxyTouHnas artecranus (1uddepeHIpPOBAHHBIN 3a4ET) -
Bcero: 58




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. CrpaBouHO-TIpaBoBas cucremMa «l apanT.

4. CrpaBouHo-nipaBoBas cucrema «Koncynprantllinrocy.

S. I'OCT P 7.0.97-2016. HauumonanbHblii ctangapt Poccuiickoit ®exnepauun.

Cucrema crapmaptToB 1o wuHpOpMalMH, OUOIMOTEYHOMY U  M3AATEIBCKOMY  JEINy.
Opranu3aliOHHO-PACTIOPSIANTENIbHAS ~ JOKyMEHTalnus.  [peboBaHuss K  odopmieHHIO

JIOKYMEHTOB.

6. PoxwusitoBckas, U. P. Jlokymentanmonnoe obecnieuerue : yuednoe nmocooue / U.
P. PoxxusitoBckas. — Cumdeporons : YHUBEpCUTET SKOHOMUKH U yripasnenwus, 2016. — 104 c.
— ISBN 2227-8397. — Tekct : »IeKTpOHHBIH // DIEKTpOHHBI pecypc uudpoBoi
o0Opa3oBaTenbHOI cpenbl CIIO PROFoGpa3zoBanue : [caiiT]. — URL:
https://profspo.ru/books/73265

7. bacakoB, M. MW. [enonpousBoactBo [[lokymeHTallMoHHOE oOecmedeHue
ynpasnenus| : yuebnuk / M. U. bacakos, O. W. 3amsbiikoBa. — Poctos-Ha-/lony : denukc,
2014. — 376 ¢. — ISBN 978-5-222-23063-3. — TeKCT : 3JeKTPOHHBIN // DIEKTPOHHBIA 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,
periIaMeHTHPYIOIINE
COCTaBIICHUE u
odopmiieHre
JIOKYMEHTaIu! u
MOPSIIOK €€ 00padOTKH;
[IpaBuna cocraBneHus u
odopmIieHUs
OpraHu3aIMOHHO-
pacropsaIuTeIbHBIX
JIOKYMEHTOB, BXOJISAIINX B
YHUPHUITTPOBAHHYIO
cUcTeEMY
OpraHu3aIMOHHO-
pacropsIuTeTbHBIX
JIOKYMEHTOB,
YHUPHUIIMPOBAHHYIO
CUCTEMY MIEPBUYHOMN
YUETHOM TOKYMEHTAIIUU B
YacTH JOKYMEHTAIUU 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 mpodeccCHoHATBHBIX 3a1a9
- IEMOHCTpAIUsi OTBETCTBEHHOCTH 32

MIPUHSATHIC PEIICHHSI,
000CHOBaHHOCTb CaMOaHallu3a u
KOPPEKIIHsI pe3yJIbTaTOB
coOCTBEHHOM pabOTHI;

- HCIIOJIb30BAaHKUE 3aKOHOAATEIbHBIX
Y HOPMATUBHO-TIPABOBBIX aKTOB IPU
TUTAHUPOBAHUH
MPEIINPUHUMATETbCKON
NeSITeIbHOCTH B PO eCCUOHAIBHOMN
chepe;

- IEMOHCTpaIus 3HaHUI B 001aCcTH

(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-
npodeccnoHaIbHOTO cTaTycCa,
CUTYaIINH OOIIEHUS, 0COOCHHOCTEH
TPYMIBl ¥ HHAWBUYaTbHBIX
0COOEHHOCTEH y4aCTHHUKOB
KOMMYHHKAITUH;

- TPaMOTHOCTh YCTHOM U
MMCEMEHHOW peun;

- ohopmIiIeHNE TOKYMEHTOB B
coorBercTBuu ¢ '[OCTowm;

- ICHOCTb ()OPMYJIUPOBAHUS U

- DKCIEPTHOEC HaOIII0JICHUE
BBITIOJTHEHUS TTPAKTHYCCKHX
3aJIaHuH,

- OlEHKa 10 HTOram
YCTHOT'O OTIPOCa CTY/ICHTOB,
- HaOJIIOJEHHE [0 HMTOraM
TECTUPOBAHUS,

- OLUEHKa B
IIPOBEICHUS
IIPOMEKYTOYHON
aTTecTaluu.

nporecce




WU3JI0KECHUST MBICJICH;

- IPOSIBJICHHE TOJICPAHTHOCTHU 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
He00X0IMMOT0 YPOBHS (hH3HUECKOM
MTOATOTOBJICHHOCTH;

- 3(heKTUBHOCTH MCTIOJIB30BAHUS B
npodeccnoHATBHOMN IeATEIBHOCTH
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;

CocTaBniTh U NpaBUIBHO
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/ITyaI_II/Iﬁ C

HOpMaTI/IBHBIM Hp ABOBBIM
000CHOBaHHEM;

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

HNHuTtepHeT-pecypchl, MEpUOTUUYECKHE
W3aHUS 10 CHEUAIbHOCTH ISt
perneHust TpoecCHOHANBHBIX 3a71a4

- IEMOHCTpAIIUsl OTBETCTBEHHOCTH 32

MIPUHSATHIE peuieHus,
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 I'PaMOTHOCTH;
- KOHCTPYKTHMBHOCTb

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

- DKCIIEpTHOE HAOJIOJICHUE
BBITIOJIHCHUS MTPAKTHYECKHUX
3aJIaHuMH,

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

- OLUEHKa B
[IPOBEACHUSA
IIPOMEKYTOUYHON
aTTeCTaluu.

nporecce




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

— MOCTpoeHUe TPOodecCHOHATBHOTO
OOIIEHUSI C Y4YETOM COIHUAIBHO-

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

- rpaMOTHOCTb YCTHOM u

IIACbMEHHOU peuH;

- odopmiieHHE  JIOKyMEHTOB B
coorBercTBun ¢ 'OCToM;

- scHOCTh  (opmynupoBaHUS U
W3II0KEHUS MBICTICH;

- 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  NpodecCHOHATHLHON
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.




