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1 TACHOPT PABOYEM ITPOI'PAMMBI JTUCIIUITIJIMHBI

OI1.13 lokyMeHTAaLMOHHOE OOecneyeHHe YIpaBJieHus
1.1 ObaacTh npuMeHeHus1 padoveil NPOrpaMMbl I CHUILIHHBI

PabGouass mporpamMma AUCHUILIMHBI SIBJISIETCS YacThIO IPOTPAMMbl ITOJTOTOBKU
CIIEIIMATIUCTOB cpesiHero 3BeHa B cooTBeTcTBUU ¢ PI'OC CIIO no cnenualibHOCTH
40.02.01 IIpaBo u opra"u3aius COUaIbLHOTO 00CCIIeUEHNS.

1.2 MecTo y4eOHO# OMCHMIUIMHBI B CTPYKTYpe NPOrpaMMbl NMOATrOTOBKH
CIEeNUAJMCTOB CPeIHEro 3BeHAa. JTUCIHIUIMHA OTHOCHUTCS K 00menpodeccuoHambHbIM
JTUCITUTIIMHAM M BXOJUT B IPO(hECCHOHATBHBIN UK.

1.3 Heau u 3ana4m JUCHUILUIMHBI — TPEOOBAHUA K Pe3yJbTATAM OCBOEHMS
JTUCHHUILIMHBI:

B pe3ynbraTe 0CBOEHUS TUCHUILUIMHBI 00yUYarONIUICS TOKEH YMETh!

- 0hOpMIIATh  OPraHU3AIMOHHO-PACTIOPSAUTENbHBIE  JOKYMEHTHl B
cooTBeTcTBHHU C aercTByomuM 'OCTom;

- OCYHIIECTBJISATH OOpaOOTKY BXOMSIIMX, BHYTPEHHUX U MCXOMISIINX
JOKYMEHTOB, KOHTPOJIb 32 UX UCIIOJIHCHUEM;

- 0(bOpPMIIATH IOKYMEHTHI JIJIsl TIEpE/Iauu B apXUB OpTraHU3alIiy;

- 0CYWecmeisImsb Xpanernue 1 NOUCK OOKYMEHMO8;

- UCNOJIL3068AMb  MENeKOMMYHUKAYUOHHbIE MEXHON02UU 8 IJIeKMPOHHOM
0oKyMeHmoobopome;

3HATH:

- MIOHSITUE JOKYMEHTA, €ro CBOMCTBA, CIIOCOOBI TOKYMEHTUPOBAHUS;

- MpaBuiia COCTaBJICHUS u odopmiieHUs OpraHU3aIMOHHO-
pacnopsaauTeIbHBIX JOKYMEHTOB (fanee - OPJ]);

- CHUCTEMY M THUIIOBYI) TEXHOJOTHIO JOKYMEHTAIMOHHOTO OO0eCleueHUs
ynpasienus (naiee - JJOY);

- O0COOCHHOCTH JIETIOTIPOM3BOJICTBA IO  OOpAIlIEHUSIM TpaxaaH U
KOH(HICHIIUATEHOTO JCJIONPOU3BOJICTBA;

- opeanusayuilo OOKyMeHmoobopoma: npuem, oOpabomky, pecucmpayuro,
KOHMPOJlb, XpaHeHue O0OKYMEeHMO8, HOMEHKIamypy oeJl

Jucuumuinaa  ciocoOCTByeT  (OPMUPOBAHUIO  CIASAYIOIIUX  OOIIMX
KOMIIETECHITUM:

OK 01. IloHuMarh CyIIHOCTh U COLIMAJIBHYIO 3HAYUMOCTh CBOEW Oymyuiei
npodeccuu, MposIBIATh K HEW YCTOMUMBBIA HHTEPEC;

OK 02. OpranuzoBbIBaTb COOCTBEHHYIO JIEATECIBHOCTh, ONPEACISATh METObI
W CIocoObl  BBHITIOJIHEHUS  MNpo(ecCHoHalIbHBIX  3ajay, OIEHHWBaTh  HUX
3¢ (HEKTUBHOCTD U KaYECTBO;
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OK 03. Pemarp mpoOieMbl, OLIEHUBATh PUCKH U MPUHUMATh PEIICHUS B
HECTaHJAPTHBIX CUTYaLHsX;

OK 04. OcymecTBiasTh NOHWCK, AaHaIM3 MW OLEHKY HH(pOpMalUH,
HEOOXOAMMOW Uil TOCTAHOBKM M pelIeHusT TpoeCCHOHANBHBIX —3ajad,
1po(heCCUOHATIBHOTO U IMYHOCTHOTO PA3BUTHUS

OK 05. Hcnons3oBaTh MHPOPMALIMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTUU
JUIsL COBEPILIEHCTBOBaHMSI MPO(PECCUOHAIBHOM 1€ATENbHOCTH,

OK 08. CaMocToSTeNnbHO ONpeneiaTh 3a7auu  MNpodhecCUOHATBHOTO |
JMYHOCTHOTO PAa3BUTHS, 3aHUMAThCSI caM000pa30BaHUEM, OCO3HAHHO TUIAHUPOBATH
NOBBILIEHHE KBAIN(UKALINH;

OK 09. OpueHTupoBaThCs B YCIOBHUSAX MNOCTOSHHOIO M3MEHEHHUs MPaBOBOM
0as3bl.

JucuunnuHa CHOCOOCTBYET (dopMupOBaHHUIO CJIETYIOIINX
po(EeCCUOHAIBHBIX KOMIIETEHITUI:

I[IK 1.1. OcymectBisaTh Npo(ecCHOHATBLHOE TOJKOBAHUE HOPMATUBHBIX
IPaBOBBIX AaKTOB [UIS peaju3allid NpaB TpaxaaH B cdepe MEeHCUOHHOrO
oOecIieueHNs U COMAIILHOM 3aIlUTHI,

I[IK 1.2. OcymecTBisTe HOpHEM TpaxAaH MO BOIMpPOCaM MEHCUOHHOTO
o0ecrnedeHns U COLUaIbHON 3alUThI;

IIK 1.3. PaccmarpuBarh MakeT JOKYMEHTOB JUIs Ha3HA4YCHHS IECHCHIA,
nocoOuii, KOMIIEHCALUN, IPYIUX BBIILIAT, @ TAKKE MEpP COLMATbHOU MOIAEPKKU
OTJIEJBHBIM KaTErOPUAM I'paKIaH, HYAAUIUMCS B COUUAIBHON 3aIlNTE;

[IK 1.4. OcymiecTBasTh yCTaHOBJICHUE (HA3HAYEHUE, TTepepacyeT, MepeBoy),
WHJEKCALIUI0 U KOPPEKTUPOBKY IMEHCHUW, Ha3HAYEHUE MOCOOMM, KOMIIEHCALM U
JIPYTUX COLMAIBHBIX BBILIAT, HCHOJIb3Ys HH(DOPMALMOHHO-KOMIBIOTEPHBIE
TE€XHOJIOTHH;

IIK 1.6. KoHCynbTHpOBaTh rpa)kJaH U MPEICTABUTEIEH FOPUINYECKUAX JIULL
110 BOMPOCaM NEHCUOHHOTO 00ECIIEYEHHS M COLMAIbHOM 3alUThI;

[IK 3.2. [IpoBoauTh MOHHTOPHHI M aHAJNW3 COIMAIBHBIX MPOIIECCOB
(ycioBusl, IPUYMHBI, MOTHUBBI TPOSIBIICHHS) B MYHULIUITAIbBHOM 00pa30BaHHH.

B pamkax mnporpaMMmbl JUCHUIUIMHBL OOYYalOUIMMHCS OCBaMBAIOTCS
CJIEIYIOLIME JHYHOCTHBIE Pe3yJIbTAThI:

JIMYHOCTHBIE Pe3yIbTAThI Koa 1u4HOCTHBIX
peajiu3aluy NPOrpaMMbl BOCITUTAHUS pe3yJIbTaToB

[IposBrsrommi AKTUBHYK0  T'PaXXIAHCKYIO IIO3ULHIO,
JEMOHCTPUPYIOLINNA ITPUBEPKEHHOCTh NPUHIIMIIAM YECTHOCTH,
MOPSIAOYHOCTH, OTKPBITOCTH, HSKOHOMHUYECKM AaKTUBHBIM H
YYaCTBYIOIIMM B  CTYACHYECKOM U  TEPPUTOPUAIBHOM JIP 2
CaMOymnpaBJ€HWW, B  TOM  4YUCIE€  HAa  YCIOBHSX
N0OpOBOJIbYECTBA, MNPOAYKTHUBHO B3aUMOJCHCTBYIOIIMNA U
YYaCTBYIOIIMH B EATEIBHOCTH OOIIECTBEHHBIX OpraHU3aIHii

[IposBnsironMiA CO3HATENBLHOE OTHOILIEHUE K HEMPEPHIBHOMY
00pa30BaHUIO KAaK YCJIOBHIO YCHENTHOW MpodheCcCUOHATBLHOU U JIP 14
OOIIECTBEHHOM N1€ATEIbHOCTH
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CaMOocCTOSTENbHBIA U OTBETCTBEHHBIN B IPUHATUHU PEILIEHUN B
CTaHJIAPTHBIX U HECTAHJIAPTHBIX CUTYALUAX U CIIOCOOHBIN JIP 20
HECTH 33 HUX OTBETCTBEHHOCTD

YMeromuii 0CyIecTBIsATh MOUCK, aHATTU3 U OLICHKY
nHpopMaru, He0OX0UMOM SISl TOCTAHOBKH M PEIICHUS JP 21
poheCCUOHANIBHBIX 3aJ1a4

OnpenensaTs 3a1a4u NpoPecCHOHATBLHOTO U TUYHOCTHOTO
Pa3BUTHS, 3aHUMATHCS CaMOOOPa30BaHUEM, OCO3HAHHO JIP 26
TJIAHUPOBATH MOBHITIICHNE KBATU(UKAITUU

Opranu3oBbIBaTh COOCTBEHHYIO ACSITENbHOCTD, BEIOUPAThH
METOJIBI I CTIOCOOBI BBITIOJTHEHUSI POGECCHOHANTBHBIX 3a71a4, JIP 28
OLIEHUBATh UX 3(Q(HEKTUBHOCTH U KAYECTBO

1.4 KosnvecTBO 4acoB HA 0CBOeHHe padovell MpPorpaMmbl y4eOHO
TUCHUNIHHBI:
010]0)
O6bem oOpazoBaTeIbHON MporpamMmbl yueOHON AuciuIuinHbl 144 yaca (M3 HHX
sapuamusnou yacmu 30 wacos), B TOM YHCIIE:
BCETO BO B3aMMOJCHCTBUY C TIpenoaBareiaeM 96 4acos, U3 HUX:
jaexnuii 48 yacos,
MPAKTUICCKUX 3aHATHI 48 Jacos;
CaMOCTOATEILHOM paboThl 0Oy4Jaromierocs 48 4acos;
POMEKYTOUHas arrecTauus B popme auddhepeHunpoBaHHOTO 3a4eTa.
300
O6bem oOpa3oBaTeIbHON MporpaMmbl yueOHON AuciuIUiMHbl 144 yaca (M3 HHX
sapuamueHoil yacmu 4 uaca), B TOM 4HCIIE:
BCET0 BO B3aMMOJICHCTBUU C TpenoaBareiemM 16 yacos, U3 HUX:
0030pHO-YCTaHOBOYHBIC 3aHATHS (JIEKIIUH) 8 YacoB,
MPaKTHYECKUX 3aHATUH 8 4acoB,
CaMOCTOATENBHOM paboThl oOy4varomierocs 128 yacos;
MPOMEKyTOUHas arrectanus B popme auddhepeHmpoBaHHOTO 3a4eTa.
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2 CTPYKTYPA U COAEP KAHUE NJUCIIUIIJIIMHBI
OI1.13 JloxkyMeHTaLMOHHOE O0ecneyeHue YIpaBJaeHusl

2.1 O0beM AUCHMIJIMHBI U BUABI Y4eOHOH padoThl

Buna yuyeo6Hoit padoThl

Oovem uacos

paboTHI ) 3a1aHUI

oDOBPO
MakcuMmasibHasi yueOHasi Harpy3ka (Bcero) 144/144
Oo0si3aTesibHAs ayIMTOPHAasA yueOHasi Harpy3ka (Bcero) 96/14
B TOM YHUCIJIE:

JICKITUN 48/8
71a00paTOpHBIE 3aHATUS -
MPAKTUYCCKUE 3aHATHS 48/8
KOHTPOJIbHBIE paOOTHI
KypcoBas padoTa (eciii Ipe1yCMOTPEHO)

CamocrosiTesibHas padoTa o0yuawierocs (Bcero) 48/128
B TOM YHCIJIE:

PaboTa ¢ nuTepaTypHbIMU HCTOYHUKAMHU 12/16
CocraBnenue cxem, Ta0auI] KjlacCupUKaIu TOKYMEHTOB 6/18
BrinonHeHne WHAMBHAYaJbHBIX (TIPE3EHTAIMN, TBOPYECKHUE 10/42

IIpomesicymounas ammecmayusi 8 popme oughghepenyuposannozo 3avema




2.2 TemaTnuyeckuii miiaH u cogepxxkanue ydeoHoii nucuumiunel OI1.13 lokymeHTaninoHHOe o0ecnieyeHne ypaBJieHust
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HaumeHoBaHue pa3aeioB U TeM Coaep:xkaHue y4e0HOT0 MaTepuaa, JJadopaTopHble padoThl M MPAKTHYECKHE 3aHATHS, O60bem yacoB | YpoBeHb
CaMOCTOSITEJIbHAS Pad0oTa 00y4aIOIIHXCS 0P0O/390 0CBOEHHS
1 3 4
BBenenue Coaeprxanue yueOHOro MaTepuasa 2/2 1
Ilenu, 3amaum © npuHUUNBL JenonpousBoicTBa.  IIpenmer u 3agadm  Kypca.
PekomeHnnmanuu 1o OpraHu3alMd CaMOCTOSATEIBHOM W BHEAYAMTOPHOW paboThI
cryneHTtoB. Ilomatne o KoppecnoHzeHuuMu U JenonpousBoAcTse. Jlormdeckas
CTpYKTypa JUCUUIUIMHBI, €€ MECTO B CHUCTEME IOJArOTOBKM CIEIHaIUCTa,
MEXIPEAMETHBIE CBSI3H.
Paznen 1 Oomas 8/16
XapaKTepPUCTHKA
AOKYMEHTAIlHOHHOI0
o0ecreyeHusi ynpaBJieHHsl
Tema 1.1 Coaepixanue yueOHOIro MaTepuasa 4/2 2
OcHoBHbIE HIOHSITHS OcCHOBHBIE TIOJIO)KEHHS 10 JOKYMEHTHUPOBAHHUIO YIPABIECHYECKOW NEATEIbHOCTH.
JTIOKYMEHTAIMOHHOTO Enunas ['ocynapcrBennas cuctema aenonpousBojactsa (EI'C JOY)
o0ecrieyeHns yrpaBiIeHUs KntoueBble  MOHATHA:  JAOKYMEHT,  JIOKyMEHTOOOOpOT,  JI€JIONPOHM3BOJICTBO,
YHU(QUKALUs, CTaHAApTH3alus, apXWBHOE Jeno, oprrexHuka. Kiaccuduxanus
JIOKYMEHTOB,
CamocrtosiTeibHAsA padoTa 00y4yalomMXxcs: 4/14 3
Coo061enus Ha TeMsl : «Mcropuueckue 3Tamnsl AI0MPOU3BOICTBAY ,
«denonpounssoacteo B Poccuu B 20 Beke.»
KpoccBopa 10 KJIFOUEBBIM MOHATUSAM
Paznen 2  TpeGoBanusa K 24124
COCTABJICHHI0 U O0(OPMJICHUIO
AOKYMEHTOB
Tema 2.1 Coaeprxanue yueOHOro MaTepuasa 4 2

Odopmienne NTOKyMEHTAllUH B
COOTBETCTBUU C HOPMATHUBHOI
Oazoi

Odopmienune TOKyMEHTAllMd B COOTBETCTBHHM ¢ HOPMAaTUBHOW 0a30i, B TOM YHCIE C
UCTIONIb30BaHNEM MH(GOPMAITMOHHBIX TEXHOIOTHA.
OcHoBHBIE mTpaBwiIa OGOPMIICHHS MAIIMHOIHACHBIX
dbopMaTUPOBAHUIO TEKCTA

TEeKCTOB. TpeOoBaHHs K
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Tema 2.2 Ocdopmienue OcHOBHBIE PEKBU3UTHI JOKYMEHTA, UX KJIacCHU(pUKaIus, mpaBuia ohopMIiIeHHs B 4
OCHOBHBIX PEKBU3UTOB cootBercTBUH ¢ 'OCTom. @opmyiisip 1 6J1aHK TOKyMEHTa
JOKYMEHTa
IIpakTnyeckue 3aHATHSA 8
Ne 1 OpopmieHune npoCcThIX PEKBU3UTOB JOKYMEHTOB
Ne 2 OdopmiieHue CI0KHBIX PEKBU3UTOB JOKYMEHTA
Ne 3:Tloanuce, yTBEpKAECHHUE U COTIIACOBAHUE JOKYMEHTOB.
CamocrosiTejibHasi padoTa 00yYarOIIUXCs: 8/24
OdopMHUTh pacroNOKEHWE PEKBU3UTOB M TpaHHIBI 30H Ha (opmate A4 yrioBoro u
npojonsHOro Onanka. ( pucyHok ) CocraB dopmynsipa AOKYMEHTOB Ha pa3iMYHBIX
HOCHUTEIISIX WH(POPMAIIHH.
Paznen 3 Cucremsl 54/44
AOKYMEHTAIlHOHHOI0
o0ecrevyeHusi ynpaBJieHHsl
Tema Copaepxxanue yuyeOHOIro MaTepuasa 4
3.10pranu3zanuoHHas YCOPJl — yHuduuupoBaHHas cHCTEMa OPraHU3aLMOHHO—PACHOPSIAUTEIBHOM
JIOKYMEHTAIHS nokymentanuu: coctaB YCOPJI, ob6nactu ee mpumenenus. OpraHu3aiiOHHBIC
JIOKYMEHTBI, UX Ha3zHaueHue, Gopmyinspbi-oopasisl. [Iponenypa cocraBnenus u
oQOopMIIEHHS  OpraHU3alMOHHBIX  JOKyMeHTOB.  OOjacTb  NPUMEHEHMUS
OpraHU3alMOHHBIX TOKYMEHTOB. Mcnoab3oBaHue YHUGDHUIIMPOBAHHBIX (opM
IIpakTnyeckne 3aHATHSA 4
Ne 4 OdopmiieHre OCHOBHBIX BUJIOB OPraHU3ALMOHHBIX TOKYMEHTOB
Tema 3.2PacniopsnurenbHas PacniopsinutensHble TOKyMeHTHl. VX HasHaueHue, Gopmyispsl-oOpasusl IIpouenypa 4
10KyMEHTalus COCTaBJIEHUSI U O(POPMIIEHUS PaCHOPAIUTENBHBIX JOKYMEHTOB. O0IacTh MPUMEHEHUS
pacropsauTeNbHbIX JOKYMEHTOB. Vcnonp30BaHne yHUPHUIMPOBAHHBIX (hopM
IIpakTHyecKkue 3aHATHS 6/4
Ne 5 OdopmiieHre MpUKa3oB, UX PETUCTPALTIS
Ne 6 OdopmiteHne pacnopsiKeHUH U MOCTAaHOBICHUH .
Ne 7TloaroroBka u oopMIIEHHE MPOTOKOJIA U PELICHHH.
Tema 3.3 UndopmannonHo- HNHdpopMannoHHO-CIIpaBOYHbIE JOKYMEHTHI. WX Ha3HaueHue, (GopMyispbl-o0pasibl. 4

CIIpaBOYHas JOKYMCHTaIWA

IIponienypa cocraBnenus u odopmiaeHus HHHOPMAITMOHHO-CIIPABOYHBIX JTOKYMEHTOB.
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Ob6nacte mpuMeHeHHs HH()OPMALMOHHO-CIIPABOYHBIX JOKyMeHTOB lcmonp3oBanue
yHU(DUIIMPOBAHHBIX (HOpM.

I[IpakTuyeckue 3aHATHS
Ne 8 OdopmiteHne crpaBoK, JOKIATHBIX U 00BSICHUTEIBHBIX 3aIMHCOK.
Ne 9 OdopmiieHne akToB
Ne 10 Tenehonorpammsl U TenedOHHBIE TEPETOBOPEI

CamocTosiTesqibHasi padboTa 00y4YarOIMXCsi:
[MopTdonmo no kraccupuKay JOKYMEHTOB; 110 Pa3IMYHBIM BUAAM IHCEM.
IIpoBenuTe CpaBHHUTENBHBIA aHAIW3 IMPABUI BHYTPEHHETO TPYNOBOIO paclopsika u
I0JIOXKEHHUS 0 nepcoHase . CpaBHUTENbHbIE TAPAMETPHI:
HanpaBiieHHOCTb JOKyMEHTa
IIpumepHas CTpyKTypa JOKyMEHTa
Kewm ytBepxkaaercs
OcHoBa 151 pa3paboTKu
CyOBeKTbl IpUMEHEHUS

8/22

Tewma 3.4 JIoKyMeHTHI 10 KaJapam

Coaep:xanue yueOHOro MaTepuaJia

OOm1re cBeeHUs 0 JOKYMEHTAIUH 110 TMIHOMY cocTaBy. OdopMiieHne pe3roMe 3asBICHUN
o mmpueMe Ha paboTy. JIOKyMEHThI, IpebsBIIsieMble IPU 3aKIOUYEHUHN TPYAOBOTO JIOTOBOPA.
JInuHasi KapTOYKa, XapaKTEPUCTHKA, aBTOOMOrpadus, aHKeTa , JUYHOE IeJ0 PabOTHHUKA.
ITpukassl o 1nyHOMY cocTaBy. TpyaoBasi KHHXKKA : BblJ1auya, 0QOpMIIEHUE, XpaHEHHE.

6/2

IIpakTHYecKkue 3aHATHS
Ne 11 Ocopmiienue TuYHOrO Jesia Ha pabOTHUKA
Ne 12 OdopmieHre U BHECEHHE 3aMUCell B TPYAOBYIO KHIXKKY.

6/2

CamocrosiTesibHas padoTa 00y4YarOIMXCs:
Pa3paboraiiTe anroputm odpopMiIeHHs TOKYMEHTOB IIPU IIPHEME COTPYIHUKA Ha padoTy.
Odopmute XapakTepuUCTUKY (IIpeACcTaBICHNE) Ul TPOBEACHUS aTTECTALUH.

3anonnute yHUUIUpoBaHHYIO Gopmy Ne T-2.

8/14

Paznen 4 Opranuszauus
AOKYMEHT0000poTa

56/58

Tema 4.1Tex"onorus u

Conep:xanue yueOHOro MaTepuaJia

212
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HPUHIIUATIBI OPraHU3aIHH
JIOKYMEHTO000pOTa

Opranuzanus JOKyMEHTOOOOpOTa: TMpueM, o00pabdoTka, perucTpanus, KOHTPOIb,
XpaHEHHE JOKYMEHTOB, HOMEHKJIaTypa Jen. TpeOoBaHWsS K 3arojioBKam Jedl.
®opmupoBanue aen. Cucremarusanusi JOKyMEHTOB BHYTpH nena. OdopmieHue nen.
TunoBble CPOKU XpaHEHUsI JOKYMEHTOB.

Tema 4.2 IToaroroska
JIeNT K apXMBHOMY XPaHEHUIO

Conep:kanue y4eOHOIro MaTepuaa
OcCHOBHBIE OHSTHSI: APXUBHBIN (POH, JOKYMEHTAIIMOHHBIN (OH/.

I[IpakTuyeckue 3aHATHS
Nel3 CoctaBuTh TabIUIly MEPOTIPUATHIA AJIs TIEpelavn Jeil B apXUB.
Nel4 Vcnonb30BaHue KOMIbIOTEpA IPH pabOTe ¢ TOKYMEHTaMHU B OpraHU3alHH.

CamocrosiTesibHas padoTa 00y4aromIMXCs
CocraBiieHre CpaBKH O Epeadu Jell B apXUuB.
cocraBieHue qoknana no teme 4.2. «IloaroToBka aen K apXUBHOMY XPaHEHHIO)

6/14

Tewma 4.3. Opranuzanus paboThI €
KOH(HICHIIMATbHBIMU
JOKyMEHTaMH

Conep:xanue yueOHOro MaTepuaJa

[TonsTre KoH(UIEHITHAIBHBIX JOKYMEHTOB.

Opranuzanus padoTsl ¢ KOH(UACHIIUAIEHBIMU JTOKyMEHTaMU

CamocrosiTesibHas padoTra o0y4yarumuxcst

[ToxroroButs coobmienue mo teme 4.3. «Opranuzanus padoThl ¢ KOH(PUICHINATbHBIMA
JIOKYMEHTaM#»

6/14

Tema 4.4 TexHonorus
aBTOMATH3UPOBAHHOM 00pabOTKH
JOKYMEHTaIlu!

Conep:xxanue yueOHOro MaTepuaJia

ABTOMAaTU3UPOBAHHBIE CUCTEMBI JICJIONPOU3BO/ICTBA.

Cucrema »3JIEKTpOHHOTO JOKyMeHTooOopora (CDOJl), ee cTpykTypa, HacTpolka
cucteMbl. O030p COBPEMEHHBIX CPEJCTB OPITEXHUKHU I MEepelauyd U nepepadoTKu
uHpopmanuu. lludpoas mnoamuce. DeKTpoHHas moyTa. 3amuTa HHPOPMAIUH.
AHanu3 nmuceM rpaxkJaH, 3asBICHUs, )KaJI00bl.

[ToHATHE TOMIMHHWKA, KOMHHW, BBIMHCKH, MyOnvkara. Buapl KoOmuil JTOKYMEHTOB,
O0COOEHHOCTH  3aBEpeHMs KONMMH U BBIIMCOK HOTapUAIbHBIMU KOHTOpAaMH U
JOJKHOCTHBIMY JIMIIAMH OPTaHU3aLUH.

CnyxeOHble MMCbMA, UX KJIaccuuKanus U TpeOoBaHUs K 0(pOPMIICHHIO

IIpakTHYecKkue 3aHATHA
Ne 15 Peructpanust BXOIAUX U UCXOSIINX JOKYMEHTOB.
Ne 16 Cnava nen B apxuB
Ne 17 CinyxeOHbIe MIChMa, OTBETHI HA KAJIOOBI.

6/2
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CamocrosiTesibHasi padboTa 00y4YarOIMXCS:

Cxema opraHn3any KOHTPOJI UCIIOJIHCHHUA JOKYMCHTOB , U CXEMY ACATCIBHOCTU

AKCIIEPTHON KOMHUCCHH MPH MOATOTOBKE JOKYMEHTOB K MEepe/laue B apXUB .

Tabnuna :-OcHOBHBIE BU/IbI JOKYMEHTOB, HY>KJIAIOLLIUECS B YTBEP)KICHUU.
-OCHOBHBIE BU/IbI IOKYMEHTOB, Ha KOTOPBIX MIPOCTABIISIETCS M1€YaTh

8/26

JAnddepeHnupoBaHHbIH 32a4ET
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3 YCJOBHUS PEAJIN3ALINM PABOYEI ITPOTPAMMBI
T CTUTIIAHBI

3.1 TpeGoBaHUA K MUHMMAJIbHOMY MaTE€PHAJIbHO-TEXHUYECKOMY
o0ecnmeYeHN o

JUia  peanuzanuy MpOrpaMMbl  JUCHMIUIMHBL MPEAYCMOTPEH CIEAYIOUIUi
KaOuHeT: KaOMHET MEHEKMEHTa UM OKOHOMHUKM opraHu3auuu. KaOuner
COOTBETCTBYET JEHCTBYIOIIMM CAHUTAPHBIM M IPOTUBOMOXAPHBIM HOpPMaM,
TpeOoBaHUAM CaHUTApHO-3MUAEMHUOIOIMUECKUX MTpaBuil 1 HopMaTuBoB (CanlluH
242 Ne 178-02) (COOTBETCTBYET  JEWCTBYIOIIMM  CAHUTApHBIM U
IPOTUBOMOXKAPHBIM HOPMAaM): OCHAIIIEHO THUIOBBIM 00OPYJIOBaHHEM, B TOM YHCIIE
CHCIMATU3UPOBAHHON  y4eOHOM  MeOenbl0 W CpeAcTBaMU  OOy4yeHwus,
HEOOXOJMMBIMU JJI1  BBITIOJIHEHUS TpeOOBaHWUN K ypPOBHIO TOATOTOBKHU
o0yyJarommxcs.

O6opynoBanre kKaOWHETa MEHEIKMEHTAa U SKOHOMHUKH OpPTaHU3ALMH. CTYI
IpPEernoaBaresis, A0CKa YYEHHYECKasi, KOMIUIEKT CHEUATN3UPOBAHHOW y4eOHOMU
Mebenn (YYeHHMYECKHME CTOJIbl W CTyNbsl), IKadp OQUCHBIM st y4eOHO-
METOJMYECKMX MAaTepHuajoB, HAay4dHOH M MOHOrpapuMuecKod JHUTEepaTypshl,
KOMIUIEKT TEXHMUYECKHX CpEACTB OO0ydeHHs (HOYyTOyK ¢ JOCTYyIIOM K
MHPOPMALIMOHHO-KOMMYHUKAIIMOHHOW ~ ceTu  «VIHTepHET»,  TeleBU3MOHHAs
cucTeMa), ydeOHO-HAIJIsIIHbIE TOCO0Us, THPOPMAIIMOHHBIE CTEH/bI.

3aibl:

bubnuoTeka, YMTANBHBIN 3aJ1 C BBIXOJIOM B ceTh IHTEepHET.

NupopmanuoHHbIE TEXHOJIOTHH

Peanuzanust paboyeit mporpaMMbl JUCHUILIMHBI o0ecriedeHa He0OXO0UMbIM
KOMITJIEKTOM JIMIICH3UOHHOTO TPOTPaAaMMHOTO OOECredeHusi, B TOM YHCIIC
Microsoft Office, Microsoft Visual monnucka Visual Studio Dev Essentials.
NudopmarimoHHbie CIIpaBOYHBIE CUCTEMBI
1. UudopmanmonHnast cipaBo4HO-TIpaBoBasi cuctema «l apanT.

CoBpeMenHbie npodheccuoHaIbHbIe 0a3bl JAHHBIX:

1. ®enepanbHbiii 1IEHTp WHOOPMAITMOHHO-00pa3oBaTeNbHBIX pecypcoB. - URL:
http://fcior.edu.ru/ (cBoOGOAHBIN HOCTYyM). - Peskxum mocryna: cBoOOaHBIN. — TeKCT:
DIEKTPOHHBIM.

2. Nndopmammonnas cuctema «EmmHOEe OKHO JocTyma K 0Opa3oBaTelbHBIM
pecypcam». - URL: http://window.edu.ru/ (cBoGoanswiii pgoctym). — TekcT:
DIIEKTPOHHBIM.

3. https://avidreaders.ru - BecruiathHast siekTpoHHass OuOIHOTEKa (CBOOOMHBIN
JIOCTYT)

4. OOpazoBatenbHas 1aTdopMma (JIEKTPOHHO-OMOIMOTeUHast cuctema) FOpaidr.
— Pesxxum noctyna: https://urait.ru/



https://urait.ru/
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CrnenuajbHble YCJIOBHS HHBAJIUIAM M JUIIAM ¢ OTPAHUYEeHHBIMH
BO3MOKHOCTSIMH 3/10POBbSI

CrennanbHble YCIOBUSA OOyUEHHUSI M HAIpaBJICHUs paOOTHl ¢ MHBAIUIAMU U
JHUIIAMHA C OTPAaHMYEHHBIMH BO3MOKHOCTSIMH 3JI0pOBBs (fanee - oOydaromuecs ¢
OTpaHUYCHHBIMUA BO3MOKHOCTSIMU 3JI0POBbsI) OIMPEIeNIEHbl HA OCHOBAHUU:

- ®enepanbHoro 3akoHa ot 29.12.2012 No 273-03 «O6 obpa3zoBaHuU B
Poccuiickon @enepauumy;

- @depepanpHoro 3akoHa oT 24.11.1995 No 181-®3 «O comnuanbHOM 3amuTe
MHBAIMIO0B B Poccuiickont Denepannm»;

- npukaza Munnpocseuienus PO ot 24.08.2022 Ne 762 «O06 yTBepKIeHUU
[lopsinka opraHu3anuu M OCYIIECTBIEHUs OOpa30BaTEIbHON MEATEIBHOCTH IIO
00pa30BaTeNbHBIM MIPOrPAMMaM CPEIHEro MPohecCHOHATBFHOTO 00pa30BaHUAY,

- IHBIMU HOPMATHBHO-IIPABOBBIMU aKTaMHU.

[log cneuuaJbHBIMUA  YCIOBHUSIMH  JJI1  TOJy4eHUS  0Opa30BaHHUS
OOy4aromMxcss C OrPaHUYECHHBIMA BO3MOKHOCTAMH 3J0POBbS IOHHUMAIOTCS
yCIIOBUSI O0y4Y€HHUs, BOCIIUTAHUS U PA3BUTUS TAKUX OOYYAIOIIMXCS, BKIIOUYAOIINE
B ce0sl MCIOJIb30BAaHUE MPU HEOOXOJAMMOCTH alallTUPOBAHHBIX 00pPa30BATEIbHBIX
OporpaMM M METOAOB OOYy4YeHUSI U BOCIUTAHUS, CHEIHUAIBbHBIX Y4€OHUKOB,
y4eOHBIX MOCOOMH M JAMJAKTUYECKHUX MATEpPHAJIOB, CHELMAIbHBIX TEXHUYECKHX
CpeaCcTB  OOyueHUss KOJUIEKTUBHOIO UM  HWHAMBHUIYAJBbHOTO  IOJIB30BaHUS,
IPEOCTABIICHUE YCIYTI aCCUCTEHTA (IIOMOIIIHUKA), OKa3bIBAIOIIETO HEOOXOIUMYIO
IIOMOILb, ITPOBEJACHNUE IPYNIIOBBIX U UHANBUAYAJIBHBIX KOPPEKIIMOHHBIX 3aHATUH,
o0ecrnieueHne AOCTyIa B 3/1aHUS U IPYTUE YCIOBUsI, 0€3 KOTOPHIX HEBO3MOKHO WUJIH
3aTPyIHEHO  OCBOEHHME  O00pa30oBaTENIbHBIX  MporpamMMm  OOydYamImMXcia C
OTrpaHU4YEHHBIMUA BO3MOKHOCTSIMU 3JI0POBBSI.

OOyueHue B paMKax Yy4eOHOW JUCHUIUIMHBI  OOYyYarolUXcs ¢
OTPaHUYECHHBIMA  BO3MOXXHOCTSMH  3JI0POBbSl  OCYILIECTBISIETCSI C  Y4ETOM
0COOEHHOCTEN MCUXO(PU3NUECKOT0 PA3BUTHUSA, UHIUBUIYAIbHBIX BO3MOXKHOCTEH U
COCTOSIHUA 37I0POBBSI TAKUX O0YyHarOIIUXCS.

OOyueHue oOydYarouIMXcsi C OrPaHUYEHHBIMU BO3MOXHOCTSIMH 370pPOBBS
MOJKET OBITh OPraHM30BAaHO KaK COBMECTHO C JAPYTUMHU OOyYaroIIMMHUCA, TaK U B
OTJEJIBHBIX IpyNIax.

B nensx noctynHocTy 00y4yeHus MO AUCHUIIIIMHE 00ecTIeunBaeTCs:

1) Ay au1 ¢ orpaHUYEHHBIMUA BO3MOYKHOCTSIMU 37I0POBbSI 110 3PEHHUIO:

- HaJIM4Ke anbTepHATUBHON BepcUM O(ULMATIBHOIO caliTa TEXHUKyMa B CETU
«HTepHeT» N5 Cl1abOBUISALINX;

- BECh HEOOXOAMMBIN ISl MU3YUYEHUsI MaTepual, COrIacHO Y4eOHOMY IUIaHy
(B TOM uwmcine, s OOydaloIIMXCAd MO WHIWBUIYAIbHBIM YYEOHBIM IIJIaHAM)
MPEIOCTABIISAETCS B AJIEKTPOHOM BHJIE Ha JHCKE.

- HIHAMBUYaJIbHOE paBHOMEPHOE ocBenieHne He MeHee 300 Jrokc;

- MPUCYTCTBUE ACCUCTEHTA, OKA3bIBAIOIIETO O0yUYaromeMycs HEO0X0UuMYIO
MOMOIIIb;

- o0ecrieueHHe BO3MOXXHOCTH  BBIYCKAa aJIbTEPHATUBHBIX (POPMATOB
MEeYaTHBIX MATEPHUATIOB (KPYMHBIN MpU(T Win ay1uodans);

- of0ecrmeyeHue JocTyna OOydYaromerocs, SBJSIIONIETOCS CIEMbIM U
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UCIIOJIB3YIOIIET0 COOaKy-IPOBOHHUKA, K 3MaHUI0 TEXHUKYMA.

2) 15 JIALL ¢ OTPAHUYEHHBIMHU BO3MOKHOCTSIMH 3/10POBBS IO CITYXY:

- HAJINYUe MUKPO(OHOB U 3BYKOYCHJIMBAIOILIEH aNIapaTypbl KOJUIEKTUBHOTO
MOJIb30BaHUs (ayIMOKOJIOHKH);

3) ans ML C OrPaHUYEHHBIMU BO3MOYKHOCTSMH 3JI0POBBS, HMMEIOIINX
HapyLIEHUs OIIOPHO-JBUTATEIBHOIO amnmapara, MaTEpUAIbBHO- TEXHUYECKHE
YCIOBUSL JIOJDKHBI OOECIEeYrBAaTh BO3MOYKHOCTh OECIPENSTCTBEHHOIO JOCTYyIa
oOyyaroluxcs B Yy4eOHble IIOMEIICHUS, CTOJIOBbIE, TYaJe€THbIE M JIPyrUe
NOMEILIEHUS] TEXHUKYMa, a TakkKe INpeObIBaHUA B YKa3aHHBIX IIOMEIICHUAX
(HamuuMe MaHayCcOB, IMOPYYHEH, paCIIMPEHHBIX JBEPHBIX IPOEMOB U JPYrHX
MPUCHOCOOJICHHI ).

Ilepen HayaaoM 00y4Y€HUsI MOTYT MPOBOAUTHCS KOHCYJIbTaTUBHbBIEC 3aHATHSI,
MO3BOJISIIOLIME oOy4arommmcs C OrpaHU4YECHHBIMU BO3MOKHOCTSIMU
aJanTHPOBAThCA K YYeOHOMY IIpoLiecCy.

B mpouecce BeneHus y4yeOHOW AUCHUIUIMHBI MEAAroraM peKOMEHIYeTCs
UCIIOJIb30BAHUE COLIMAIIBHO-aKTUBHBIX M PEQIIEKCUBHBIX METOJOB OO0y4YeHUs,
TEXHOJIOTUHA COLMOKYJbTYPHOU peadWIuTaliuu ¢ 1EeJbl0 OKa3aHus IOMOIIU
OOy4aroluMMCsi ¢ OTPAaHUYEHHBIMU BO3MOXKHOCTSIMH 3[I0pPOBBbSl B YCTaHOBJICHUU
MOJIHOLIEHHBIX MEKJIMYHOCTHBIX OTHOILIEHUHN C IPYTUMH OOy4YaroIUXCsl, CO3/1aHuU
KOM(pOPTHOTO MCUXOJOTUYECKOT0 KJINMaTa B y4eOHOM TpyIIie.

OcoOeHHOCTH TPOBEACHUS TEKYIIEM M NPOMEXKYTOUHOH aTTecTaluu o
JUCHUIUIMHE A1 OOy4arolUuXCsl ¢ OrPAaHUYEHHBIMH BO3MOKHOCTSMHU 3/10pPOBbS
YCTaHABIMBAIOTCA C Y4€TOM HMHIUBUAYAJIbHBIX MCUXO(PU3NUECKUX OCOOEHHOCTEN
(ycTHO, THMCBMEHHO Ha Oymare, NHCbMEHHO Ha KoMmIbiloTepe, B (opme
TecTUpoBaHUs U Apyroe). IIpu npoxoxaeHUH NPOMEKYTOYHOM aTTecTaluu Npu
HEOOXOJAMMOCTU TMPEAOCTABIIAECTCS JOMOJHUTEIbHOE BpeMs ISl MOATOTOBKH
OTBETA.

3.2 UndopMmaunoHHoe odecnevyeHue o0yueHust
HNuTepHeT-pecypcoB, I0NOJHUTEIbHOI JTUTEPATYPHI
OcHoBHas JuTEpaTypa

1. [llyBanora, H. H. JlokyMeHTannoHHOE oOecIlieueHue yMpaBlICHUs : yUSOHUK U
MPaKTUKYM TUTSt CPEIHETO poecCuOHaNBEHOTO obpasoBanwus /
H. H. lllyBanoBa. — 2-e¢ wu3a. — MockBa: UsnmarensctBo FOpaiit, 2022. —
265 c. — (IIpodeccuonanpHoe obOpazoBanue). — ISBN 978-5-534-00088-7. —
Tekcr : anexkTponHbIit / O6pazoBarenbHas miardpopma FOpait [caiit]. — URL:
https://urait.ru/bcode/489985.

2. KopueeB, U. K. JlokyMeHTallMOHHOE OOECeUYeHHUE YNpaBIICHUA : YYeOHUK U
NPaKTUKyM Il cpeaHero mnpodeccuonanbHoro obpazoBanusi / U. K. Kophees,
A. B. [lmenko, B. A. Mamypue. — 2-e wu3g., nepepad. u pgon. — Mocksa :
N3natensctBo FOpaiit, 2022. — 384 ¢. — (IIpodeccuonansHoe oOpazoBaHue). —

ISBN 978-5-534-05022-6. — Tekct : »anekTpoHHbIM // OOpa3zoBaTenbHas
wiatdopma FOpaiit [caiir]. — URL.: https://urait.ru/bcode/492541.
3.  Kysunenos, WU.H. JIOKyMEHTaITMOHHOE ~ OOECIEUYeHHE  YNpaBIICHUS.

JIoKyMeHTOOOOPOT M JIETOMPOU3BOJICTBO | YUEOHUK M TPAKTUKYM JUIsI CPEIHETO
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npodeccuonansHoro obpaszosanus / W. H. Kysnenos. — 3-e u3a., mepepad. u
non. — Mocksa : M3gatensctBo FOpaiit, 2022. — 462 ¢. — (IIpodeccnonanpHoe
obopazoBanue). — ISBN 978-5-534-04604-5. — Tekct : 2JIEKTpOHHBIN //
OO6pazoBartenbHas maTdopma Opaiit [caliT]. — URL:

https://urait.ru/bcode/490168.
4. bsnr, B. C. [loxymeHTanmoHHOe oOecrieueHue yrpasieHus. FOpuaudeckas
TEXHUKA : y4eOHOe MOCOOue IS CPeAHEro MpoecCHOHAIBLHOIO 00pa3oBaHUs /
B. C. bsuit. — 2-e u3a., ucnp. u non. — Mocksa : M3narensctBo FOpaiit, 2022, —
103 c. — (IIpodeccuonanbuoe obpazoBanue). — ISBN 978-5-534-08233-3. —
Teker : anexkTponHbI // O6pazoBarenbHas miatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/493900.
JlonoJIHUTeIbHASI JIUTepaTypa
1. KazakeBuu, T. A. JlokyMEHTaIlMOHHOE OOCCIICUCHHE YIIPABICHUS : YICOHUK H
MPaKTUKyM JJI cpenHero mnpodeccuonanbHoro obpazoBanus / T. A. KazakeBud,
A. W. Tkanua. — 2-e¢ wu3n., mcop. U aom. — Mocksa : M3gatensctBo HOpaiir,
2022. — 177 c.— (Ilpodeccuonanproe oOpazoBanue). — ISBN 978-5-534-
06291-5. — Tekcrt : anekTpoHHbIH // O6pa3oBarenbHas wiatdhopma FOpait [caiit].
— URL.: https://urait.ru/bcode/491677.
2. Jloponuna, JI. A. JlokyMeHTaIlMOHHOE OOECIeYeHHE YIpaBJICHUS : YUEOHUK U
MPaKTUKYM JJIA CpeaHero npodeccuoHaibHoro obpaszoBanus / JI. A. JlopoHuHa,
B. C. UputukoBa. — Mocksa : WznarensctBo HOpaiir, 2022. — 233 c¢c. —
(ITpodeccuonansHoe obpazoBanue). — |ISBN 978-5-534-05783-6. — Tekcr
MeKTpoHHbI // OOpa3zoBatenbHass 1argopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/492618.
HNuTepHeT-pecypcenl:

1. MunucrepcTBo 3KOHOMHYECKOro pasButus Poccuiickon Penepaunu -
economy.gov.ru (CBOOOAHBIN 10CTYyM);

2. CrpaBouHast mpaBoBasi cucrema «['apant» // URL: https://www.garant.ru/

3. MuHUCTEPCTBO HSKOHOMHMYECKOTO pa3BuTHs CTaBpOINOJIBCKOTO Kpas -
stavinvest.ru (CBOOOHBIN TOCTYM);

4. ®@epnepanbHblii  oOpazoBaTenbHbIE  TopTan IOCM  — DOKOHOMUKA.
COLMOJIOTIUA. MEHEJIDKMEHT - ecsocman.hse.ru (cBOOOIHBIH 10CTYT);

5. Economicus.Ru — wuHTepHET pecypc IO SKOHOMHKE, MCHEKMEHTY W
(dbuHaHCaM - economicus.ru (CBOOOIHBIN TOCTYM);

Ilepuoauueckue u3gaHus

1. Kypnan «/lenonpou3BoJACTBO M JOKYMEHTOOOOPOT Ha MPEANPUITUN
(cBoOoHbIi qoctym) // https://delo-press.ru/journals/documents

2. XKypuan «Jlenonpou3BoacTBo» (cBoOOAHBIN moctym) // https://www.top-
personal.ru/officeworks.html

3. Bcepoccuiickuii HaYYHO-TIPAKTUYECKUI KypHaI «IKOHOMHKA,
PEeANPUHUMATETHCTBO u paBo» (cBOOOAHBIN JOCTYII) //
http://epp.enjournal.net/en/

4. Hayunpii xypHan «Monomoil yd4eHslit» (CBOOOMHBIM  moctym) //
https://moluch.ru/



https://urait.ru/bcode/490168
http://epp.enjournal.net/en/
https://moluch.ru/
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Ilepeyenb npogeccHoOHAIBHBIX 023 JTaHHBIX M HH(POPMALMOHHBIX
CIIPABOYHBIX CHCTEM
HNudopmarnmonnas cripaBouHasi cuctema «l apanr.
CoBpeMeHHbIe IpodheccruoHambHbIe 0a3bl JaHHBIX:
1. ®enepanbHbli  LEHTp  MHPOPMALMOHHO-O0PA30BATEIBHBIX  PECYPCOB

(cBoOOmHBI  jgocTyn) // [DnektpoHHbIi pecypc]. — Pexum  gocryma:
http://fcior.edu.ru/
2. Enunas xoiteknus nuGpoOBbIX oOpazoBaTeldbHBIX pecypcoB. - URL:

http://school-collection.edu.ru/ (cBoOoaHBIH H0CTYIT). — TEKCT: 3JCKTPOHHBIMH.

3. Uudopmarmmonnas cuctema «EamHOe OKHO 1ocTyma K 00pa3oBaTelIbHBIM
pecypcam». - URL: http://window.edu.ru/ (cBoGomubiii moctym). — Tekcr:
AIEKTPOHHBIN.

4. https://avidreaders.ru - becruratHass 3iekTpoHHas OuOIMOTEKa (CBOOOTHBIN
JIOCTYM).

5. DaekTpoHHO-0MOIMoTeYHas crucTeMa (o0pa3oBareabHas miatdopma) urait.ru.


http://fcior.edu.ru/
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4 KOHTPOJIb U ONEHKA PE3YJIbTATOB OCBOEHUSA
YYEBHOM JUCIHUTIJIAHBI
KoHTponb U OlieHKa pe3yslbTaTOB OCBOCHHS JUCHUUILUIMHBI OCYIIECTBIISACTCS
MpernoiaBaTesieM B MPOIECCe MPOBEACHUS MPAKTUYCCKUX PAOOT, BBIMOTHEHUS
OOYYaIOIIMMUCS CAMOCTOATENbHON padoThl, AU HEepEeHITMPOBAHHOTO 3a4eTa.
@®opMbl U METOABI KOHTPOJS U OLIEHKH Pe3yJbTaTOB, OOMIMX KOMIIETECHIIUMH,
npoecCHOHANBHBIX ~ KOMIIETEHIIMHA, OIEHKH JIMYHOCTHBIX  pEe3yJIbTaTOB
peanu3alyy MporpaMMbl BOCIIMTAHUS IPEJICTABIICHBI B TA0IUIIE:

Koab! popMupyemsbix
001MX 1
npo¢ecCHOHAIbHBIX
. ®opMbI U METOABI
Pe3yabTarhl 00yyeHust KOMIIeTeHIN,
KOHTPOJISI M OIlEHKH
(ocBOEHHbBIE YMEHUH, JIMYHOCTHBIX
pe3yJibTaTOB
YCBOCHHBbIC 3HAHUS) pe3yJibTaTOB
00y4eHuUs1
peaM3anunu
NMPorpaMMmblI
BOCIIMTAHMS
B pe3syabTare ocBoeHusi
AUCHUILIHHBI OK1-5,8,9
o0yuarommuiics JOJIZKEH [IK1.1-1.4,1.6, 3.2 JKCHEepTHAas OILICHKA
yMeTh: CaMOCTOSITENIbHOU
-0(hOpMIIATH TOKYMEHTAIIUIO B paboTHI 1o
COOTBETCTBHH C HOPMATUBHOM 3aKOHOJIATEILHBIMU U
0a30ii, B TOM 4HCIIE C HOPMAaTHUBHO-
UCIIOJIb30BaHUEM METOINYECKUMU
UH(OPMAITMOHHBIX JIOKyMEHTaM
TEXHOJIOTHH;
-OCBauBaTh TEXHOJIOTHH
aBTOMATU3UPOBAHHOU
00pabOTKH JOKYMEHTAllUM U HaOJII0/ICHHE 32 XO0JI0M
€021ACo8bIBAMD paboThI Ha
byxeanmepckue 00OKYMeHmbl MPAKTUYECKUX
saasaTusx Ne 13-15
IKCIIEpTHAsE  OIEHKA
CaMOCTOSITEJIbHOU
-UCIOJIb30BaTh
paboThI o
yHUGUIIUPOBAHHBIE  (DOPMBI
odopmiieHUE
JIOKYMEHTOB ISl OhOpMIeHUs.
OCHOBHBIX PEKBU3HUTOB
CHPABOYHO-UHDOPMAYUOHHBIX
JIOKyMEHTa
OOKYMEHMO8.
JKCHEpPTHAasT  OIICHKa
JTOKYMEHTOB




- OCYHICCTBJIATL XPAHCHUC U
IOHUCK NOKYMCHTOB;

- UCIIOJIb30BaTh
TEJICKOMMYHUKAIIMOHHBIC
TEXHOJOTHH B 3JCKTPOHHOM
JIOKYMEHTO000pOTE;

-ohopmasame OOKyMeHmbl NO
JUYHOMY COCMABY;

B pe3syabTare ocBoeHust

AUCHUTLTHHBI
o0yyariuics HOJIKEH
3HATh:

-TIOHATHE, 1IEJIH, 3aa91 U
TIPUHIIATIBI
JIEIOTIPOU3BOICTBA,;
-OCHOBHbBIE TIOHSITHS
JIOKyMEHTAIMOHHOTO
oOecrieueHus yIpaBJICHHUS;

- CUCTEMBI
JIOKyMEHTAITMOHHOTO
oOecrieyeHus: ynpaBJIeHHUS,;

- KJ1IacCU(UKAIIUIO
JOKYMEHTOB,  cocmas U
npasuia ogopmnenus
CNpAasok, OOKNAOHBIX u

00bCHUMENIbHBIX 3anucok,
aAKmaoe.

-TpeOOBaHUsI K COCTaBJICHUIO
1 0(OPMIICHHUIO JOKYMEHTOB,
K pesucmpayuu nepeudHbIx
Oyxeanmepcxkux OOKYMeHmMO8
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MIPAKTUICCKUX
3anaTuid Ne 4-10

JKCIIEpTHAsE  OLIEHKa
CaMOCTOSITENIbHON
paboThI 1o
TE€XHOJIOTUU
aBTOMATU3UPOBAHHOU
00paboTku
JOKYMEHTAIlu!

AKCHEepTHAas OIICHKa
JIOKYMEHTOB
MPaAKTUYECKOTO
3aaaTus Ne 13

dKCIepTHAas OLIEHKAa
JIOKYMEHTOB
MPaKTHYECKOTO
3aHsaTug Ne 11-12

-ioMaliHsisi pabora

-YCTHBIN OIIPOC

- OLIGHKA BBITIOJHEHUS
IIPAKTUYECKOU
paboTHI;

-(pOHTAIBHBIN OMPOC

TecTtupoBanue

TectupoBaHue

-3aIlUTa BBIIIOJIHEHUS
CaMOCTOSTEIbHOU
paboThI;




- OpraHU3aLHnIo
JIOKYMEHTO00O0pOTa:  MpHEM,
00paboTKy, perucTparuio,
KOHTPOJIb, XpaHEeHUe

JIOKyMEHTOB, HOMEHKJIATypy
nen

-OCYHICCTBILITL XPAHCHUC U
IIOUCK NOKYMCHTOB
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