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1 TACHOPT PABOYEM ITPOI'PAMMBI JTUCIIUITIJIMHBI

OIIL1.06 TokymeHTallUOHHOE 00eclieYeHne YIIPaBJIeHHUs
1.1 ObaacTh npuMeHeHus1 padoveil NPOrpaMMbl I CHUILIHHBI

PaGouass mporpamMma IUCIUIUTMHBI SIBJISICTCS YacThIO TPOTPAMMBI MOATOTOBKH
crienuanucToB cpennero 3seHa B coorseTcTBuu ¢ ®I'OC CIIO no cnennanbHOCTH
40.02.04 IOpucnpyaeHIus.

1.2 MecTo y4eOHO# OMCHMIUIMHBI B CTPYKTYpe NPOrpaMMbl NMOATrOTOBKH
CIEeNUAJMCTOB CPeIHEro 3BeHAa. JTUCIHIUIMHA OTHOCHUTCS K 00menpodeccuoHambHbIM
JUCHUILUIMHAM U BXOAUT B 001IenpO(ecCUOHaTbHBIN UK.

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

B pe3ynbraTe 0CBOEHUS TUCHUILUIMHBI 00yUYarONIUICS TOKEH YMETh!

- oopMIATE  OpraHU3AIMOHHO-PACHIOPSIUTEIBHBIE  JIOKYMEHTHI B
cooTBeTcTBHHU C aercTByomuM 'OCTom;

- OCYIIECTBJIATH OOpaOOTKY BXOMSIINX, BHYTPEHHHUX M HCXOIANIUX
JTIOKYMEHTOB, KOHTPOJIb 32 UX HCIIOJIHCHUEM;

- 0popMIISATH TOKYMEHTHI JIJIs TIepeiaui B apXUB OpraHu3allluy;

- 0CYWecmeisImsb Xpanernue 1 NOUCK OOKYMEHMO8;

- UCNOJIL3068AMb  MENeKOMMYHUKAYUOHHbIE MEXHON02UU 8 IJIeKMPOHHOM
0oKyMeHmoobopome;

3HATH:

- IOHATHE JOKYMEHTA, €r0 CBOMCTBA, CIIOCOOBI JOKYMEHTHPOBAHUS;

- MpaBWJia  COCTaBJAeHUS U OG(OpPMIICHUS  OpPraHU3alUOHHO-
pacropsiIuTeIbHbIX T0KYMEHTOB (nasiee - OPJI);

- 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 O01. BeiOupare crnocoObl pemieHuss 3agad  npogdecCuoHaNbHOU
NEeATEeTLHOCTH MPUMEHUTEIHLHO K Pa3IMYHBIM KOHTEKCTaM;

OK 02. Hcnonb3oBaTh COBPEMEHHBIE CpEJICTBA IIOMCKA, aHaIW3a U
WHTEpHIpeTanuu nHGOopMaIuu ¥ WHPOPMAITMOHHBIC TEXHOJOTHUN JJISI BBITTOJTHCHHUSI
3a/1a4 MpoheCCUOHAIBHON JIeITEIbHOCTH,
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OK 03. [TnanupoBaTh U peain30BbIBaTh COOCTBEHHOE MPO(ecCHOHATBEHOE U
JUYHOCTHOE pa3BUTHE, NPEANPUHUMATENBCKYIO NEeATEIbHOCTD B
npodeccruonansHoOl cepe, MCIOMB30BaTh 3HAHWS IO MPABOBON W (DMHAHCOBOM
TPaMOTHOCTH B Pa3JIMYHBIX )KU3HEHHBIX CUTYAIIUSX;

OK 04. DddexktuBHO B3aUMOAECUCTBOBaTH M pPabOTaTb B KOJUICKTHBE U
KOMaH]JIE;

OK 05. OcyuiecTBisiTh yCTHYI0 M NHUCHBMEHHYIO KOMMYHHUKAIMIO Ha
rocyJlapcTBeHHOM s3bike Poccuiickoit deaepanuu ¢ y4eToM OCOOEHHOCTEH
COILIMAJIBHOTO U KYyJIbTYPHOTO KOHTEKCTA;

OK 06. ITposBAsATH rpakJaHCKO-TIAaTPUOTHYECKYIO MO3UIIHIO,
JEMOHCTPUPOBAaTh  OCO3HAHHOE  TIOBEJACHHME HA  OCHOBE  TPAJULMOHHBIX
OOIIIEYeIOBEYECKUX IIEHHOCTEH, B TOM 4YHCIE€ C YYETOM TapMOHH3AINH
MEKHAIIMOHAIBHBIX M MEXKPEIUTHO3HBIX OTHOIICHUMN, MPUMEHSTh CTaHAapThI
AHTUKOPPYILMOHHOTO IMOBE/ICHHUS;

OK 07. CopeilcTBOBaTh  COXPAaHEHMIO  OKPYXAOIIEW  Cpensbl,
pecypcocOepexeHnto, NPUMEHITh 3HaHUS 00 W3MEHEHUW KiIMMaTa, NPUHLIMIIBI
OEepeXIMBOTO MPOU3BOACTBA, A(P(PEKTUBHO JEHUCTBOBATH B YPE3BBIYANMHBIX
CUTYyalusX;

OK 08. Ucnonws3zoBath cpeacTBa HU3MUECKOM KYIbTYpHI JJII COXPAaHEHUS U
YKpEIUIEHUsI 3/10pOBbs B IIpolecce MNpo(ecCHOHATBHON JAESITENbHOCTH U
HoJiIepKaHusl HEOOXOAUMOTO YPOBHS (PU3NYECKOM MMOATOTOBIECHHOCTH;

OK 09. TIlonb3oBaThcsi mpodecCHOHATBHOM  JOKyMEHTAllMell  Ha
rocyJJapCTBEHHOM Y HHOCTPAHHOM SI3bIKaX.

JucuuminHa CrocoOCTBYET (dhopMUpOBaHHIO (i (914%{011170'¢
npo(eCCUOHAIBHBIX KOMIIETEHIIUI:

I[IK 1.2. [Ilpumensars HOpMBI TIIpaBa ISl pelIeHHs 3a4ad B
npo¢eCCUOHATIBHON JIEATEIbHOCTH,

IIK 1.3. Bragers HaBbIKaMH OATOTOBKH OPUAUYECKUX JTOKYMEHTOB, B TOM
YHUCJIE C UCTOIb30BaHUEM UH(POPMALIMOHHBIX TEXHOJIOTHUH.

B pamkax mnporpaMMbl JUCUUIUIMHBI OOYyYarOUIUMHUCS OCBaMBAIOTCS
CJIEIYIOLME JHYHOCTHBIE Pe3yJIbTAThI:

JIMYHOCTHBIE Pe3yIbTAThI Koa 1u4HOCTHBIX
peajiu3aluy NPOrpaMMbl BOCITUTAHUS pe3yJIbTaToB

Ocosznatomuii  ce0s TrpakaaHuHOM Poccuu W 3allIMTHUKOM
OreuecTBa, BEIpaXaIOINUNA CBOIO POCCUMCKYIO UAEHTUYHOCTD B
MOJIMKYJIBTYPHOM M MHOTOKOH(ECCHOHATLHOM POCCUHUCKOM
oOIllecTBE ¥ COBPEMEHHOM  MHPOBOM  COOOIIECTBE.
Co3Haromii  CBO€ €AUWHCTBO ¢ HapoaoMm Poccum, ¢

. . JIP 1
Poccuiickum roCcy1apCTBOM, JEMOHCTPHUPYIOLIHMN
OTBETCTBEHHOCTh 3a pa3BuTUE CTpaHbl. [IposBisronui
TOTOBHOCTD K 3alIUTE Ponunni, CITOCOOHBIN

apryMEHTUPOBAaHHO OTCTAaWBaTh CYBEPEHUTET U JOCTOUHCTBO
Hapona Poccum, COXpaHSITh M 3alMIIATH HCTOPUYECKYIO




npasny o Poccuiickom rocygapcrtse

[IposiBsiromuii aKTUBHYIO TPAXKIAHCKYIO MO3HUIIMIO HA OCHOBE
YBOKEHUS 3aKOHa U TMPaBONOpsAJKa, IpaB H CcBOOOX
COTpaXkJlaH, YBaKEHUS K HCTOPHUYECKOMY H KYJIBTYPHOMY
Haciequio Poccun. OCO3HAHHO M AEATENBHO BBIPAXKAIOIINN
HEeMpUATHE TUCKPUMHUHAIIMKA B OOIIECTBE IO COIUAIBHBIM,
HAI[MOHAJbHBIM, PEJIUTHO3HBIM TPHU3HAKAM; JKCTPEMU3MA,
TeppopHU3Ma, KOPPYIILIHH, AHTUTOCYJapPCTBEHHOMN
nestenpHocTH.  OOnajaromMii  OMBITOM — TPakIaHCKOM
COLIMAJbHO 3HAYMMOW JIEATEIBHOCTH (B  CTYJCHYECKOM
CaMOyIIpaBJICHUH, J0OpPOBOJILYECTBE, HKOJIOTUYECKUX,
IPUPOIOOXPAHHBIX, BOCHHOIATPHUOTHIECKHUX u ap.
O0BbETUHEHUAX, aKIUAX, NMporpammax). l[IpuHuMarommii pois
u30buparenass U y4YaCTHMKA OOILECTBEHHBIX OTHOLLUEHUH,
CBSI3aHHBIX C B3aUMOJICHCTBUEM C HAPOJHBIMHU U30paHHUKAMU

JIP 2

JleMoHCcTpUpyrOUn IIPUBEPKEHHOCTh TPaJIULIMOHHBIM
JyXOBHOHPABCTBEHHBIM  LIEHHOCTSM, KYJIBTYpE HApOJOB
Poccun, npuHIuMmnaM 4e€CTHOCTH, MOPSIAOYHOCTH, OTKPBITOCTH.
JIeWCTBYIOIIMI M OLICHUBAIOIIAN CBOE MOBEACHNUE U MOCTYIIKH,
MIOBEICHUE M TOCTYNIKM JPYTUX JIIOJEW C TO3WULHAU
TPaJIUIIUOHHBIX POCCHICKUX JTyXOBHO-HPABCTBEHHBIX,
COLIMOKYJIbTYPHBIX LIEHHOCTEM M HOPM C YYETOM OCO3HAHUSA
MTOCJIEACTBUAN IIOCTYIIKOB. I'oToBBIN K NEII0BOMY
B3aUMOJICUCTBUIO W HedopMambHOMY  OOIIEHHUIO  C
MPEICTABUTEISIMA  Pa3HbIX  HApOJOB, HAIMOHAJIBHOCTEM,
BEPOUCIIOBEAHUN, OTINYAOIIMNA UX OT YYaCTHUKOB TPYIII C
JECTPYKTUBHBIM 151 JICBUAHTHBIM IIOBEICHUEM.
JIEeMOHCTpUPYIOIIMI ~ HENPHUITAE  COLUMAJIBHO  OIACHOTO
IIOBEJICHNUS  OKPYXKAIOIWHUX W  IPEAYNPEKJAOIMMN  €ero.
[IposBnsromMi yBaX€HUE K JIIOASM CTapLIEro IOKOJICHUS,
FOTOBHOCTb K YYaCTHI0O B  COLMAJIBHOM  IOAJEPIKKE
HYKJAIOINXCS B HEN

JIP 3

[IposBiArOMA W JOEMOHCTPUPYIOIIUMKA YBAXKEHUE K TPYAY
YEJIOBEKa, OCO3HAIOMIMK LIEHHOCTh COOCTBEHHOrO TpyAa U
Tpyaa  ApPYyrux  JoAed.  OKOHOMMYECKHM  AKTUBHBIM,
OPUMEHTUPOBAHHBII  HAa  OCO3HAHHBIM  BBIOOp  cdepsl
npo(ecCHOHANBHOM ~ JEATENBHOCTH C  YYE€TOM  JIMYHBIX
KU3HEHHBIX  IUIAHOB,  MOTpeOHOCTEH  CBOEH  CeMbH,
poccuiickoro  obOmiectBa.  Brlpakarommii  0CO3HAHHYIO
TOTOBHOCTh K TIOJIYYCHHIO MPOQECCHOHATIEHOTO 00pa3oBaHus,
K HENpephlBHOMY  O0Opa30BaHUI0O B  TEUEHUE >KU3HU
JleMoHCTpHUpyrOIMi MO3UTUBHOE OTHOLIEHUE K
PEryJIupOBaHUIO TPYAOBBIX OTHOLIEHUH. OpUEHTUPOBAHHBIM
Ha caMo00pa3oBaHUE U NPO(PECCHOHATBHYIO MEPENOArOTOBKY

JIP 4




B YCIOBHUSX CMEHbl  TEXHOJOIMYECKOrO  yKiajga |
COIYTCTBYIOLIMX COLMANbHBIX IepeMeH. CTpemsmuiics K
dbopMUpOBaHHIO B CETEBOM  cpeae  JUYHOCTHO U
po(eCcCHOHATBHOTO KOHCTPYKTUBHOTO «IIMGPOBOTO CIea

JIEMOHCTpHUPYIOIIMI NPUBEPKEHHOCTh K POJHON KYJBTYpE,
UCTOPUYECKON MaMsITH Ha OCHOBe J1I0OBH K Ponuue, Hapony,
Majol pOJHHE, 3HAHWUS €r0 UCTOPUU U KYJBTYpPBI, IIPUHATHE
TPaJAMLIMOHHBIX LEHHOCTEH MHOTOHAI[MOHAIBHOIO HapojJa
Poccun. Beipaxkaroniui CBOIO 3THOKYJIBTYPHYO
UJEHTUYHOCTh, CO3HAIOMIMI cedst maTpuoToM Hapoaa Poccuu,
JEATENIbHO  BBIPAKAIOIIMKA  YyBCTBO  IPUYACTHOCTH K
MHOrOHalMoHainpHOMYy Hapoay Poccum, k Poccuiickomy
OteuectBy. [lposiBisronMiA 1IEHHOCTHOE OTHOIIEHUE K
HUCTOPUYECKOMY M KYJIbTYPHOMY Hacieauto HapoaoB Poccun, k
HAlMOHAJIBHBIM ~ CHMBOJIaM,  IIPa3JHHMKaM, DaMATHUKAaM,
TpagulUsM  HapoAOB, IpoxkuBarommx B  Poccun, K
COOTEUECTBEHHUKaM 3a pyOexoM, MOJJIEPKUBAIOIIUN HX
3aMHTEPECOBAHHOCTb B  COXPAaHEHUU  OOILIEPOCCUICKOI
KyJbTYPHON MIEHTUYHOCTH, YBAKAIOIINUN UX IpaBa

JP S

OpHEeHTUPOBaHHBIM Ha MpodeccHuOHAIbHBIE JTOCTHKEHUS,
JIESITENIbHO  BBIPAXKAIONINM  TTO3HABATENIbHBIE HWHTEPECHl C
y4€TOM  CBOMX  CHOCOOHOCTEH, 00pa3oBaTE€IbHOTO H
PO(ECCUOHAIEHOTO MapIIPyTa, BHIOPAHHOW KBaTH(PUKALIMH

JIP 6

Oco3Haromuid W JACATEIbHO BBIPAXKAIOMNWN ITPUOPUTETHYIO
LHEHHOCTh KaXIOM YEJOBEYECKOM IKW3HHU, YBAXKAIOIIUI
JIOCTOMHCTBO JIMYHOCTH KaXKJIOTO YEJIOBEKa, COOCTBEHHYIO M
Yy)KYl0  YHUKaJbHOCTb, CBOOOAY  MHPOBO33PEHUYECKOTO
BbIOOpa, camoomnpeneneHus. [IposBistomuii OepexIuBoe U
YyTKO€ OTHOLIECHHE K PEJIMTHO3HON NPUHAJIEKHOCTH KaXKI0TO
4eJIOBEKa, MPEAyNPEINUTEIbHbI B OTHOIICHUM BBIPAXKEHUS
IIPaB ¥ 3aKOHHBIX MHTEPECOB APYIUX JHOJAEH

JP 7

[IposBIAIOIIMNA ¥ NEMOHCTPUPYIOIIMM YBa)KEHUE 3aKOHHBIX
WHTEPECOB 151 IpaB MPEICTABUTEIICHT Pa3IMYHBIX
ATHOKYJIBTYPHBIX, COIIUATBHBIX, KOH()ECCHOHAIBHBIX TPYIII B
pOCCHIICKOM  OOWIECTBE;  HAMOHAJIBHOIO  JOCTOUHCTBA,
PEIUTHO3HBIX  YOeXKIAEHUH ¢  yd€ToM  COOJIOJICHMS
HEOOXOJMMOCTH O0O€CreYeHrs] KOHCTUTYIIMOHHBIX TIpaB |
cBoOOa rpaxnad. [loHMMarOMi U ACATEILHO BBIpaKaIOIIHUMA
LEHHOCTh MEKPEJIIMTHO3HOI0 U MEKHALIMOHAIBHOIO COTJIacHus
AU, TpaxnaaH, HapoaoB B Poccuu. Breipaxarommi
COIIPUYACTHOCTh K  NPEYMHOXEHUIO W TPaHCIALUU
KYJbTYPHBIX TPAJULMNA YW LEHHOCTEW MHOTOHAIMOHAIBHOTO
POCCHIICKOTO TOCYJIapCTBa, BKIIOUEHHBIN B OOIIECTBEHHBIC
VHHUIMATHBBI, HAIIPABJICHHBIC HA UX COXPAHEHUE

JIP 8
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Co3zHaroluil 1IEHHOCTh >KWU3HH, 3JI0POBbS U 0O€30MaCHOCTH.
CoOmromaronii ¥ MpONaraHAuPYIOMINN  370pOBBIM  00pa3
KU3HH (370POBOE IMHTAHHWE, COONIOACHUE THUTHUEHBI, PEKUM
3aHATUN U OT/bIXa, dusngeckas aKTUBHOCTH),
JIEMOHCTPHUPYFOIIHNA CTpeMJICHHE K buznaeckomy
COBepIIeHCTBOBaHUIO.  [IposiBisifommii  cO3HAaTEIbHOE U
00OCHOBAaHHOE HETIPUSATHE BPEIHBIX TPHUBBIYCK U OIACHBIX
HAKJIOHHOCTEH (kypeHue, yImoTpeOIeHne QJIKOTOJIS,
HapKOTHKOB, IICHX0AKTUBHBIX BEIIECTB, a3apTHBIX UTP, JTFOOBIX
dbopM  3aBUCHUMOCTEH), ACCTPYKTHBHOTO TIOBEICHUS B
oOIIecTBe, B TOM 9ncie B IudpPoBOii cpee

JIP 9

bepexyMBO OTHOCAIIMICA K MPUPOJTHOMY HACJIEAUIO CTPAHBI U
MUpa, MPOSBIAIOIMUNA CHOPMUPOBAHHOCTh IKOJIOTUYECKOM
KyJbTypbl HAa OCHOBE ITOHUMAHMS BIIMSAHUSA COLHAJIBHBIX,
PKOHOMHYECKUX U  MNPOPECCHOHATBHO-ITPOU3BOACTBEHHBIX
MPOLIECCOB  HA  OKPYXAWIIYK  Ccpeay.  Bbelpaxaromuii
JNEATEIIbHOE  HENPUATUE  JEUCTBUM, NPUHOCAIIUX  Bpex
OpUpOJie, PACHO3HAIOMIMKA OMACHOCTH Cpelbl OOWTaHUS,
NPEAYNPEKIAIONMIA  PUCKOBAHHOE  IIOBEIECHUE  APYIUX
rpaxaaH, HOMYJSAPUUPYIOIIUNA  CHOCOOBI  COXpAaHEHHUs
IIAMATHUKOB  IIPUPOJBI  CTpPaHbl, pPETHOHA, TEPPUTOPUH,
MOCEJICHHSI, BKJIOYEHHBI B OOIIECTBEHHbIE WHULIUATUBBI,
HaIlpaBJIeHHbIE HA 3a00Ty O HUX

JIP 10

[IposaBnsiromuid  yBaXKE€HHE K JCTETUYECKUM IEHHOCTSIM,
oOJaaronuit OCHOBaMU ACTETUYECKOUN KYJIBTYpHL.
KpuTnueckn OLEHUBAIOMMI W JIEATEIbHO MPOSIBIISIOLINN
IMIOHMMAHUE HMOLMOHAIBHOTO BO3JECUCTBUS HMCKYCCTBA, €ro
BJIUSIHUASL HA JYIIEBHOE COCTOSIHUE W TOBEICHUE JIHOJEH.
bepexnmBo OTHOCAIIMICA K KYyJIbType Kak CpEICTBY
KOMMYHHKAIUU 151 CaMOBBIPAXEHHUS B oO1ecTse,
BBIPAKAIOLIUM COIPUYACTHOCTh K HPABCTBEHHBIM HOPMAM,
TpaaulusaM B UckyccTBe. OpUEHTUPOBAHHBIN Ha COOCTBEHHOE

CaMOBBIPAKEHUE B Pa3HbIX BUJIAX UCKYCCTBA,
XyJIO)KECTBEHHOM  TBOPYECTBE C Yy4ETOM  POCCHUHCKHX
TpaJUIIMOHHBIX JTyXOBHO-HPABCTBEHHBIX IIEHHOCTEH,
ACTETUYECKOM 00ycTpolicTBe COOCTBEHHOTO ObITa.

Paznendiommii  [IEHHOCTH  OTEYECTBEHHOTO H  MHUPOBOTO
XYA0KECTBEHHOI0 HACIIEAUs, POJM HAPOJHBIX TPAIUIUN H
HAapOJHOIO  TBOPYECTBA B  MCKYCCTBE.  BbIpakaromui
[IECHHOCTHOE OTHOIICHUWE K TEXHUYECKOHW W IPOMBIIIICHHON
ACTETUKE

JIP 11

[IpyHUMArOIUK ~ POCCUMCKUE  TPAAULHUOHHBIE  CEMEHUHBIC
neHHOCTH. OpUEHTUPOBAHHBIM HAa CO3JaHUE YCTOWYMBOMU
MHOTOJIETHOM CeMbH, IOHUMAaHNE Opaka KaK CO03a MYKYHHBI

JIP 12




Y JKCHILIWHBI JUIS CO3[aHMsSI CEMbH, POXKIEHHS M BOCIIUTAHUS
JIeTeH, HENPUATUS HACUIIUA B CEMbE, YX0Ja OT POJMUTEIbCKON
OTBETCTBEHHOCTH, OTKAa3a OT OTHOLIEHUN CO CBOMMHU JIETbMU U
uX (pMHAHCOBOrO COAEpKAHMS

I[CMOHCTpI/Ipy}OHII/IfI TOTOBHOCTh M CITOCOOHOCTH BECTH AJuajior
C OpyrumMm JIIOAbMH, HOCTHUI'aTb B HCM B3dMMOIIOHHMAHMHA,
HaXOIHUTb O6HII/I€ eI U COTPpyAHUYIATh IJIA UX JOCTHUIKCHUSA B
HpO(i)GCCHOHaHLHOfI ACATCIBHOCTH

JIP 13

[TposiBisitONIUiT CO3HATEIHLHOE OTHOIICHHE K HEMPEPHIBHOMY
00pa30BaHMIO KaK YCJIOBHIO YCIICITHOW MPOPECCHOHATBHON U
OOIIIECTBEHHOM AEATEIILHOCTHA

JIP 14

[IposBisrommn IrpaXk1aHCKOE OTHOLIIECHHUE K
npo(eCCUOHANBHON ~ AESATEIBHOCTH KaK K  BO3MOKHOCTH
JIMYHOTO y4acTus B peleHun OOIIECTBEHHBIX,
rOCyJIapCTBEHHBIX, OOLIEHAIIMOHAIBHBIX IPOOJIEM

JIP 15

1.4 Koaun4vecTBO 4acoB HA OCBOeHHE padoueil mporpaMMbl yueOHOM

AUCIHUILINHDBI:

O0beM 00pa3oBaTeNbHON TMporpamMMbl yueOHOW aucnumuiiHbl 70 9acoB, B TOM

quCe:

BCEr0 BO B3aMMOJICHCTBUY C TIpEroiaBaTeieM 52 yaca, U3 HUX:
JIeKIui 26 yacos,

MPAKTHUECKUX 3aHATUH 26 4acoB;

CaMOCTOSITENILHOM paboThl 00ydaromerocs 64acos;
IpOMEXyTOUHas aTTecTauus B popme sk3ameHa — 12 yacos.
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2 CTPYKTYPA U COAEP KAHUE JUCIHUIIJINHBI
OI111.06 TokymeHTalluOHHOE O00ecTieYeHne YIIPaBJIeHHUS

2.1 O0beM AUCHMIJIMHBI U BUABI Y4eOHOH padoThl

Buna yuyeo6Hoii padoThl

Oo0vem uacoe

ov0
MakcuMmasibHasi yueOHasi Harpy3ka (Bcero) 70
Oo6s13aTe/IbHAS AYIUTOPHAA Y4eOHasi Harpy3Ka (Bcero) 52
B TOM YHUCIJIE:

JIEKIINHN 26
71a00paTOPHBIC 3aHATHSI -
PAKTUYECKUE 3aHATHUS 26
KOHTPOJIbHBIE pa0OThI

CamocrosiTesibHasi padoTa 00y4arwierocst (Bcero) 6
B TOM YHCIJIE:

PaboTa ¢ nuTepaTypHbIMU HCTOYHUKAMHU 2
Cocranenue cxem, Ta0aul] KiIacCu(pUKaIU TOKYMEHTOB 2
BrinonHenne WHAWBUIYAIbHBIX (MIPE3€HTALUN, TBOPYECKUE 2
paboTHI ) 3a1aHUI

IIpomedsicymounas ammecmayusi 8 hopme dK3ameHa 12
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2.2 TemaTnuyeckuii miiaH u cogepxxkanue ydeoHoii nucuumiuabl OIIL.06 lokyMeHTanMOHHOE 00ecniedeHne ypaBJeHust

HaumeHoBaHue pa3aeioB U TeM Coaep:xkaHue y4e0HOT0 MaTepuaa, JJadopaTopHble padoThl M MPAKTHYECKHE 3aHATHS, O6bem yacoB | YpoBeHb
CaMOCTOSITEJIbHAS Pad0oTa 00y4aIOIIHXCS (0]0]0) 0CBOEHHS
1 3 4
Bsenenue Coaeprxanue yueOHOro MaTepuasa 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.
Pazgen 1 O6masn 3
XapaKTepPUCTHKA
AOKYMEHTAIlHOHHOI0
o0ecreyeHusi ynpaBJieHHsl
Tema 1.1 Conepxanue y4eOHOr0 MaTepuasia 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: 1 3
Coo061enus Ha TeMsl : «Mcropuueckue 3Tamnsl AI0MPOU3BOICTBAY ,
«denonpounssoacteo B Poccuu B 20 Beke.»
KpoccBopa 10 KJIFOUEBBIM MOHATUSAM
Paznen 2  TpebGoBanus K 11
COCTABJICHHI0 U O0(OPMJICHUIO
AOKYMEHTOB
Tema 2.1 Coaeprxanue yueOHOro MaTepuasa 2 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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Tewma 2.2 OdopmneHue
OCHOBHBIX PEKBU3HUTOB
JOKYMEHTa

Conep:kanue y4e0OHOIro MaTepuaa
OcCHOBHBIE PEKBU3UTHI JOKYMEHTA, UX KJIACCH(PUKAIUs, TIpaBuia 0ohOpMIICHHS B
cootBetcTBUU ¢ ['OCTom. @opmysip 1 6J1aHK TOKyMEHTa

IIpakTHYeckne 3aHATHS

Ne 1 OpopmieHune npoCcThIX PEKBU3UTOB JOKYMEHTOB

Ne 2 OdopmiieHue CI0KHBIX PEKBU3UTOB JOKYMEHTA

Ne 3:Tloanuce, yTBEpKAECHHUE U COTIIACOBAHUE JOKYMEHTOB.

CamocrosiTesqibHasi padboTa 00y4arOMXCs:

OdopMHUTh pacroNOKEHWE PEKBU3UTOB M TpaHHIBI 30H Ha (opmate A4 yrioBoro u
npoponbHoro ©Onanka. ( pucyHok ) CoctaB ¢opmynspa AOKYMEHTOB Ha pPa3IUYHBIX
HOCHUTEIISIX WH(POPMAIIHH.

Pa3pen 3 CucreMnl
AOKYMEHTAIHOHHOT 0
o0ecrevyeHusi ynpaBJieHHsl

24

Tema
3.10pranu3zanuoHHas
JIOKYMEHTAIUS

Coaep:xanue yueOHOIro MaTepuaJia

YCOPJl — yHuduuupoBaHHas cHCTEMa OPraHU3aLMOHHO—PACHOPSIAUTEIBHOM
nokymenTtanuu: cocraB YCOP/], obnactu ee npumeHenus. OpraHu3anyvoHHbIE
JIOKYMEHTBI, UX Ha3zHaueHue, Gopmyinspbi-oopasisl. [Iponenypa cocraBnenus u
oQOopMIIEHHS  OpraHU3alMOHHBIX  JOKyMeHTOB.  OOjacTb  NPUMEHEHMUS
OpraHU3alMOHHBIX TOKYMEHTOB. Mcnoab3oBaHue YHUGDHUIIMPOBAHHBIX (opM

IIpakTHYecKkue 3aHATHA
Ne 4 OdopmiieHre OCHOBHBIX BUJIOB OPraHU3ALMOHHBIX TOKYMEHTOB

Tema 3.2PacniopsnurenbHas
10KyMEHTalus

PacniopsinutensHble TOKyMeHTHl. VX HasHaueHue, Gopmyispsl-oOpasusl IIpouenypa
COCTaBJIEHUSI U O(POPMIIEHUS PaCHOPAIUTENBHBIX JOKYMEHTOB. O0IacTh MPUMEHEHUS
pacropsauTeNbHbIX JOKYMEHTOB. Vcnonp30BaHne yHUPHUIMPOBAHHBIX (hopM

IIpakTHyeckne 3aHATHA

Ne 5 Odopmiienne npuka3oB, UX perucTpanus

Ne 6 OdopmiteHne pacnopsiKeHUH U MOCTAaHOBICHUH .
Ne 7TloaroroBka u oopMIIEHHE MPOTOKOJIA U PELICHHH.

Tema 3.3 UndopmannonHo-
CIpaBOYHAs TOKyMEHTaLUs

Conep:xanue yueOHOro MaTepuaJia
Nudopmanmonno-cipaBouHbie TOKYMEHTH. WX HazHadeHue, (GopMysipbl-00pasiibl.
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[Iponienypa cocraBienus u oopmieHuss HHOOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
OO6nacte TpuMeHeHUsT WHQPOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB Vcmonb3oBaHue
YHUGUIIMPOBAHHBIX (POpM.

IIpakTunyeckue 3aHATHSA
Ne 8 OdopmiteHre CripaBoK, TOKIATHBIX U OOBSICHUTEIBHBIX 3aITUCOK.
Ne 9 OdopmiteHne akToB
Ne 10 TenedonorpamMmpl 1 TeneGOHHBIEC TEPETOBOPHI

CamocrosiTesibHast padoTa 00y4arOIIMXCH:
[TopTdoano no knaccupuKauyu JOKYMEHTOB; 110 pa3IMYHbIM BUAAM ITHCEM.
[IpoBenuTe CpaBHUTENBHBIA aHAIM3 MPAaBUI BHYTPEHHETO TPYIOBOIO paclopsika u
II0JIO’KEHHUS O nepcoHase . CpaBHUTENBHBIE IAPAMETPBI:
HampasienHocTb 1oOKyMeHTa
[TpumepHas cTpyKTypa 10KyMEHTa
Kewm yrBepxknaercs
OcHoBa i1 pa3paboTKu
CyObeKTbl IPUMEHEHUS

Tewma 3.4 JIOKyMEHTHI 110 KaJpam

Conep:xanue yueOHOro MaTepuaJia

OO6mue cBeieHHs 0 JOKYMEHTAIINH 10 JIMYHOMY cocTaBy. OdopmiieHue pe3rome 3asBieHuit
0 mpueme Ha padboTy. JIOKyMEHTBI, TPEIbABISEMBIC TTPH 3aKIIOYCHUH TPYIOBOTO JOTOBOPA.
JIluuHas KapTOukKa, XapaKTEepPHCTHKa, aBTOOHOrpadus, aHKeTa , JIUYHOE A0 pabOTHHUKA.
[Tpukasbl o TMYHOMY cocTaBy. TpyZoBasi KHMXKKA : BblAaua, ohopMIIeHUE, XpaHEHHUE.

IIpakTuyeckue 3aHATHSA
Ne 11 Ocdopmnenue TUYHOTO Jena Ha padOTHUKA
Ne 12 OdopmieHre U BHECEHHE 3aMCEH B TPYAOBYIO KHIDKKY.

CamocrosiTesibHas padoTa 00y4YaroUIUXCsi:
Pa3paboraiiTe anroputm ohopMIIeHHS TOKYMEHTOB IIPH MIPHEME COTPYIHUKA HA padoTy.
OdopmuTte xapakTepucTuKy (TIPeICTaBICHHE) ISl TIPOBEICHUS aTTECTAIIUH.

3amonauTe yHUUIIIpOBaHHYIO opmy Ne T-2.

Pa3znen 4 Opranuszanus
AOKYMEHT0000poTa

18
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Tema 4.1Texuomorus u
NPUHIUITBI OPTaHU3AIUN
JIOKYMEHTOO0O0pOTa

Conep:kanue y4eOHOT0 MaTepuaJia

Opranuzanus JOKyMEHTOOOOpOTa: TMpueM, o00padoTKa, perucTpanus, KOHTPOIb,
XpaHeHHe JOKYMEHTOB, HOMEHKJIaTypa Jein. TpeOoBaHMS K 3arojioBKam Jiedl.
®opmupoBanue aen. Cucremarusanms JOKYMEHTOB BHYTpU nena. OdopmieHue aed.
TuroBbie CPOKU XpaHEHHsI TOKYMEHTOB.

Tema 4.2 IToaroroska
JIeNT K apXUBHOMY XPaHECHUIO

Conep:xanue yueOHOro MaTepuaJia
OCHOBHBIE TIOHSTHS: APXUBHBIA (POHJI, JOKYMEHTAIIMOHHBIN (HOH]I.

IpakTHYeckne 3aHATHS
Nel3 CocraBuUTh TaOIUILy MEPONIPUATHH AJIS IIEpEAadn JIe] B apXHUB.
Nel4 Vcrnionb30BaHHE KOMITBIOTEPA MPU padOTE C TIOKYMCHTAMHU B OpTaHU3AIUH.

CamocrosiTesibHasA padoTa 00y4aloumxcst
CocTaBiieHHE CIPaBKH O IIepeIavH Je B apXHUB.
cocraieHue noknana no teme 4.2. «IloaroToBka Jen K apXuBHOMY XPaHCHHIO)

Tema 4.3. Opranusanus paboThI ¢
KOH(UICHIIMATEHBIMH
JOKYMEHTaMHu

Coaep:xxanue yueOHOro MaTepuaJia

[TonsiTre KOH(DUIEHITHAILHBIX JOKYMEHTOB.

Opranu3anys paboTsl ¢ KOHPUIEHITUATBHBIMU TOKYMEHTaMU

CamocrosiTesibHas padoTa o0yuyaloumuxcs

[ToaroroButk coobuienue o teme 4.3. «Opranuszanys padoThl ¢ KOH(GUIECHIINATLHBIMU
JIOKYMEHTaMM

Tema 4.4 Tex"onorus
aBTOMATHU3UPOBAHHOW 00pabOTKH
JIOKYMEHTAIu!

Conep:xxanue yueOHOro MaTepuaJia

ABTOMaTH3UPOBAHHBIE CUCTEMBI JEJIONPON3BOCTBA.

Cucrema »3JIeKTpOHHOTO JAoKymMeHToobopoTa (CDOJI), ee cTpykTypa, HacTpoiika
cuctembl. O030p COBPEMEHHBIX CPEICTB OPITEXHUKH JJIS MEepelayd U MepepadoTKu
uHpopmauuu. [udpoBas mnoxamuck. IDJAEKTpOHHAS TModTa. 3alUTa HHPOPMALUH.
AHanu3 nuceM rpakaaH, 3asiBIC€HUs, )KaJT00BI.

[ToHATHE NOMVIMHHUKA, KOMMH, BBIMMCKM, OyOinkara. Buapl kKonmuil JHOKyMEHTOB,
OCOOCHHOCTH  3aBEpPEHMs] KOMHUKM U BBIIMCOK HOTapUalibHBIMU KOHTOpaMH H
JOJKHOCTHBIMHU JIMIIAMH OpraHU3auil.

CrnyxebHble THChbMa, UX Ki1accuduKaiys 1 TpeOoBaHUS K 0(OPMIICHUIO

IIpakTHYeckue 3aHATHSA
Ne 15 Peructparust BXOIAIMIUX U HCXOISAIINX JOKYMEHTOB.
Ne 16 Crava jieit B apXuB
Ne 17 Cny>xeOHBIC TUChMa, OTBETHI Ha JKaJI00BI.
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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

IK3aMeH

12
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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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CrnenuaJjibHble YCJIOBHS HHBAJIUAAM M JHIAM ¢ OTPAHMYCHHBIMH
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);



18

- obecrieyeHne JaocTyna oOOydYarolerocs, SBJSIOUIETOCS CIENbIM |
UCITOJIB3YIOMIETO COOaKy-TTPOBOTHUKA, K 3/TAHUI0 TEXHUKYMA.

2) [1s1 JIALL ¢ OTPAHWYEHHBIME BO3MOYKHOCTSIMH 3I0POBBSI TIO CITYXY:

- HaTM4ue MUKPO(OHOB M 3BYKOYCHJIMBAIOIICH armmapaTypbl KOJUIGKTHBHOTO
M0JIb30BaHUs (ayTMOKOJIOHKH);

3) mansg Ml C OTPaHWYCHHBIMU BO3MOXKHOCTSMH 3JI0OPOBBS, HMEIOIIUX
HapyIICHUS OIMOPHO-JIBUTATEIILHOTO —amnmapara, MaTepualbHO- TEXHHYECKHE
YCIIOBUSL JTOJDKHBI OOECTIeUrMBaTh BO3MOXKHOCTH OCCIPENSATCTBEHHOTO JIOCTYIIa
oOydaromuxcss B Yy4eOHbIE TIOMEIICHHS, CTOJIOBBIC, TYaJeTHBIE U JIPYyTHE
MOMEIIEHUSI TEXHUKyMa, a Takke TpeObIBaHUA B YKa3aHHBIX ITOMEIICHUIX
(HAIMYWEe TaHIyCOB, TOPYYHEHW, pPACIIMPEHHBIX IBEPHBIX MPOEMOB H APYTHX

PUCIOCOOJICHHI ).
[lepen HauasoM oOydeHHUs MOTYT IPOBOAUTHCA KOHCYJIbTAaTHBHBIC 3aHATHS,
MO3BOJISIOIINE o0yyaromumcs C OTpaHUYEHHBIMU BO3MOXKHOCTSIMU

allaliTUPOBAThCS K y4eOHOMY MpOLIECCy.

B mpouecce BeneHus ydyeOHOW AUCUHUIUIMHBI MEAAroraM peKOMEHIYeTCs
UCIIOJIb30BAHUE COLIMAIIbHO-aKTUBHBIX M PEQIIEKCUBHBIX METOJOB OO0y4YeHUs,
TEXHOJOTMM COIMOKYJIbTYPHOH peadMIUTaluu C LEeJIbl0 OKa3aHUS MOMOILIU
OOy4aroluMMCsi ¢ OTPAaHUYEHHBIMU BO3MOXKHOCTSIMH 3[I0pPOBBbSl B YCTaHOBJICHUU
MOJIHOLIEHHBIX MEKJIMYHOCTHBIX OTHOILIEHUHN C IPYTUMH 00Y4YaroIUXCsl, CO3/1aHuU
KOM(OPTHOTO MCUXOJOTUYECKOT0 KJIMMaTa B y4eOHOM TpyIIie.

Oco0OeHHOCTH TPOBEACHUSI TEKYIIEM M NPOMEXKYTOUHOH aTTecTaluu o
JUCHUIUIMHE I OOy4arolUXCsl C OIPAaHUYEHHBIMH BO3MOKHOCTSMHU 3/10pPOBbS
YCTaHABIMBAIOTCS C YYE€TOM HHAMBUAYAJIbHBIX MCUXO(PHU3NYECKUX OCOOCHHOCTEN
(ycTHO, THCBMEHHO Ha Oymare, NHCbMEHHO Ha KoMmIbiloTepe, B (opme
TecTUpoBaHus U Apyroe). IIpu npoxoxkaeHUM NPOMEKYTOYHOM aTTecTaluu Npu
HEOOXOJAMMOCTU TMPEAOCTABIAETCS JOMOJHUTEIbHOE BpeMs ISl MOATOTOBKH
OTBETA.

3.2 UndopMaunoHHoe odecnevyeHne o0yueHust
HNuTepHeT-pecypcoB, T0NOJHUTEILHON JUTEPATYPHI
OcHoBHas JuTEpaTypa

1. [llyBanora, H. H. JlokyMeHTannoHHOe oOeclieueHue ympaBlIeHUs : yUeOHUK U
MPaKTUKYM TUTSt CPEIHETO poecCuOHaTBEHOTO obpasoBanust /
H. H. lllyBanoBa. — 2-e¢ wu3n. — MockBa: UsmarensctBo FOpaiit, 2022. —
265 c. — (IIpodeccuonanpHoe obOpazoBanue). — ISBN 978-5-534-00088-7. —
TekcT : snexkTpoHHbld // OOpa3zoBatenbHas miatdopma FOpaiir [caiit]. — URL:
https://urait.ru/bcode/489985.
2. KopueeB, U. K. JlokyMeHTalMOHHOE OOECeUYeHHUE YMpaBIICHUS : YYeOHUK U
NPaKTUKyM Il cpeaHero mnpodeccuonanbHoro obpazoBanusi / U. K. Kophees,
A. B. [lmenko, B. A. Mamypue. — 2-e wu3g., nepepab. u pgon. — Mockasa :
N3natensctBo FOpaiit, 2022. — 384 ¢. — (IIpodeccuonansHoe oOpazoBaHue). —
ISBN 978-5-534-05022-6. — Tekct : omektponHbli // (OOpa3zoBarenbHas
wiatdopma FOpaiit [caiir]. — URL.: https://urait.ru/bcode/492541.
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3. KysumeunoB, W.H. JlokymeHTannoHHOEe  oOecleyeHHe  YyIpaBIICHUS.
JIOKyMEeHTOOOOpOT U AENOMPOM3BOACTBO ;| YUEOHUK M MPAKTUKYM Ui CPEIAHETO

npodeccuonansaoro ooOpazoanusi/ U. H. Ky3nenoB. — 3-e¢ wu3a., mepepad. u
nom. — Mocksa : M3gatensctBo HOpaiit, 2022. — 462 ¢. — (IIpodeccnonanpHoOe
obpazoBanue). — ISBN 978-5-534-04604-5. — Tekct : D2JIEKTPOHHBIMA //
Oo6pazoBaTenbHas maTgopma Opaiit [caliT]. — URL:

https://urait.ru/bcode/490168.
4. bsanr, B. C. [loxymeHTanmoHHOe oOecrieueHue yrpasieHus. HOpuaudeckas
TEXHUKA : y4eOHOe MOCOOUe IS CPeAHEro MpoecCHOHAIBLHOIO 00pa3oBaHUS /
B. C. bsuit. — 2-e u3a., ucnp. u non. — Mocksa : M3narensctBo FOpaiit, 2022, —
103 ¢c. — (IIpodeccumonanbuoe obpazoBanmue). — ISBN 978-5-534-08233-3. —
Texcr : anmexkTponHbIid / O6pa3oBarenpHas miatpopma FOpait [caiit]. — URL:
https://urait.ru/bcode/493900.
JlonoJIHUTeIbHAS JIUTepaTypa
1. KazakeBuu, T. A. JlokyMeHTallMOHHOE OOECIICUCHUE YIPaBICHUS : YUCOHUK U
MPaKTUKyM JJIsS cpenHero mnpodeccuonanbHoro obpazoBanus / T. A. KazakeBud,
A. Y. Tkanma. — 2-¢ wusn., uchnp. u gom. — Mocksa : M3marenscTtBo FOpaiiT,
2022. — 177 c. — (Ilpodeccuonanbuoe o6OpazoBanue). — ISBN 978-5-534-
06291-5. — Tekcr : anexTponHbIi // OOpa3oBarenbHas mwiatdopma FOpait [caiT].
— 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. — MockBa : WznarensctBo HOpaiir, 2022. — 233 c¢.—
(ITpodeccuonanpHoe obOpazoBanue). — ISBN 978-5-534-05783-6. — Tekcr
NeKTpoHHbIA //  OOpa3oBatenbHass margopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/492618.
HNuTepHeT-pecypcenl:

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

2. CnpaBouHast mpaBoBasi cucrema «lapant» // URL: https://www.garant.ru/

3. MuHHCTEPCTBO H3KOHOMHUYECKOTO pa3BuTHs (CTaBpOMOJbLCKOTO Kpas -
stavinvest.ru (CBOOOHBIN TOCTYM);

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

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

IMepuoaunueckue u3gaHus

1. Kypnan «/lenonpou3BojACTBO M JOKYMEHTOOOOPOT Ha NPEANPUITHN
(cBoOomHbIi qoctym) // https://delo-press.ru/journals/documents

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

3. Bcepoccuiickuit HAay4YHO-IIPAKTUYECKUN KypHal «DKOHOMHUKA,
MPEANPUHAMATETHECTBO u paBo» (cBOOOAHBIN JIOCTYTI) //
http://epp.enjournal.net/en/



https://urait.ru/bcode/490168
http://epp.enjournal.net/en/
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4. Hayunwiii xypHan «Monogoit ydeHslid» (CBOOOAHBIM  mocTym) //
https://moluch.ru/
Ilepeuens npodeccHoHATBLHBIX 023 TAHHBIX U HHPOPMAIHOHHBIX
CIIPABOYHBIX CHCTEM
Nudopmarmonnas cripaBovHasi cuctema «['apanT».
CoBpemeHHbIe MpoecCHOHaNbHBIC 0a3bl JAHHBIX:
1. ®epepanbHBIi  HEHTp  WHPOPMAIIMOHHO-O0OPA30BATEIBHBIX  PECYPCOB

(cBoOOmHBI  jgocTyn) // [DnektpoHHbI pecypc]. — Pexum  gocryma:
http://fcior.edu.ru/
2. Enunas xomtekius nudpoBbIX oOpazoBaTeldbHbIX pecypcoB. - URL:

http://school-collection.edu.ru/ (cBoGoHBIH HOCTYIT). — TEKCT: AIMEKTPOHHBIA.
3. Undopmammonnas cucrema «EnumHOe OKHO JocTyma K 0Opa3oBaTelbHBIM

pecypcam». - URL: http://window.edu.ru/ (cBoGomubiii moctym). — Tekcr:
AIEKTPOHHBIN.

4. https://avidreaders.ru - becruratHas 3jeKTpoHHas OuOIMOTEKa (CBOOOIHBIN
JIOCTYM).

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


https://moluch.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 OIIEeHKHU
(ocBOEHHBIE YMEHMNS, JIMYHOCTHBIX
pe3yJibTaTOB
YCBOEHHbIE 3HAHMS) pe3yJibTaTOB
00y4eHuUs1
peaM3anunu
NMPorpaMMmblI
BOCIIMTAHMS
B pe3syabTare ocBoeHusi
TUCHMILTHHBI OK1-9
o0yuaromuiics HOJIKEH K 1.2, TIK 1.3 JKCIEpTHAs  OLEHKa
yMeTh: JIP 1-15 CaMOCTOSITENIbHOU
-0(hOpMIIATH TOKYMEHTAIIUIO B paboTHI 1o
COOTBETCTBUH C HOPMATUBHOM 3aKOHOJIATEILHBIMU U
0a30ii, B TOM 4HCIIE C HOPMAaTHUBHO-
UCITIOJIb30BAaHUEM METOINYECKUMU
UH(OPMAITMOHHBIX JIOKyMEHTaM
TEXHOJIOTHH;
-0CBanBaTh TEXHOJIOTHH
aBTOMATU3UPOBAHHOU
00pabOTKH JOKYMEHTAllUM U HaOJII0/ICHHE 32 XO0JI0M
€021ACo8bIBAMD paboThI Ha
byxeanmepckue 00OKYMeHmbl MPAKTUYECKUX
saasaTusx Ne 13-15
IKCIIEpTHAsE  OIEHKA
CaMOCTOSITEJIbHOU
-ACTIOTH30BATh
paboThI o
yHUGUIIUPOBAHHBIE  (DOPMBI
odopmiieHUE
JIOKYMEHTOB ISl 0hopMIeHUs]
OCHOBHBIX PEKBU3HUTOB
CHPABOYHO-UHDOPMAYUOHHBIX
JOKyMEHTa
OOKYMEHMO8.
DKCIIEPTHAsE  OIICHKA
JIOKyMEHTOB




- 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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