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1. TACIIOPT PABOYEN NPOT'PAMMBbI YYEBHOM JTACIUILIAHBI

1.1 O6s1acTh npuMeHeHus1 padoueil MPOrpamMmbl
PabGouass mporpamMma ydeOHOW IUCHUIUIMHBI SBJISETCS YacThIO IPOTPAMMEBI  TOJITOTOBKU
crienranucToB cpeaHero 3seHa B cooTBercTBUM ¢ DPI'OC no cnemmansHoctu CIIO 38.02.06
dDuHaAHCHI.

1.2 Henu 1 3aga4u AUCUMIIMHBI — TPeOOBaHUS K pe3yJIbTaTaM OCBOEHHs Y4eOHOi

JUCHHUILIHHDI:
HMeTh NMPAKTHYECKHIl ONBIT: B OpPraHM3allMd CBOCH ACSATEIBHOCTH, BHIOOpPE THUITOBBIX
METOJIOB 51 crnoco0oB BBIITOJIHEHUS poeCCHOHATBHBIX 3aja4; HCIIOJIb30BAHUHA

KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH, MOMCK M HCIOJb30BaHUE HH(OPMAIMH, HEOOXOAMMOHN Ui
3¢ (GEKTUBHOTO BBIITOJIHEHUs TPOGECCUOHATBHBIX 33J1a4; OPOPMIICHUH YYETHOH TOKYMEHTALUH.
B pesynbrare ocBoeHUs y4eOHOW AMCUUIUIMHBI 00YYAIOIIUICS J0KEH YMETh:

— 0hOopMIIATh U MPOBEPSTHh MPABUIBHOCTE O(QOPMIIEHUS JOKYMEHTAllMM B COOTBETCTBUHU C
YCTaHOBJICHHBIMH TPEOOBAHUSAMU, B TOM YHCIIE€ UCTIONIb3Ysl MHPOPMALIMOHHBIE TEXHOJIOTHH;

— IPOBOJIUTH aBTOMAaTU3UPOBAHHYIO0 00pabOTKY IOKyMEHTOB;

— OCYLIECTBJIATh XPAaHEHHUE U ITOUCK TOKYMEHTOB;

— UCII0JIb30BaTh T€JIEKOMMYHUKALMOHHBIE TEXHOJIOTUU B JJIEKTPOHHOM JIOKYMEHTOO0OPOTE.

B pe3ynbrare ocBoeHUs yueOHON AUCHUIUIMHBI 00YYaIOIIUIiCs J0JIZKeH 3HATD:

— OCHOBHBIC TOHSTHSA: ILENH, 33Ja4d M TPUHIMIBI JOKYMEHTAIIMOHHOTO O0ecredeHus
YIPaBJICHUS;

— CUCTEMbI JOKYMEHTALMOHHOT0 00ecreueH sl yIpaBiIeHus, UX aBTOMAaTU3aLUIO;

— KJIACCU(UKAILMIO JOKYMEHTOB;

— TpeOOBaHHUs K COCTaBJICHUIO U O(OPMIICHUIO IOKYMEHTOB;

— OpraHM3aluilo JIOKyMeHTooOOpoTa: IpHueM, o00paboTKy, perucTpauuo, KOHTPOJIb,
XpaHEHUE TOKYMEHTOB, HOMEHKJIATypy Jel.

TpeOGoBanus Kk pe3yjibTaTaM 0CBOEHUSI Y4eOHOM IUCIUIIUHBI:

OK 02. OcymiecTBasTh NOUCK, aHAINU3 U UHTEPIpPETalNi0 HHPOPMALIUU, HEOOXOTUMOHN /ISt
BBITIOJTHEHUS 331a4 MPOo(eCCUOHATbHON e TENIbHOCTH;

OK 03. [InanupoBaTh M peaau30BbIBaTh COOCTBEHHOE MPO(ECCHOHAIBHOE M JIMYHOCTHOE
pa3BuUTHE;

OK 05. OcymecTBiiATh yCTHYHO M INHCBMEHHYK0 KOMMYHMKAIMI0 Ha TOCYJapCTBEHHOM
s3pike Poccuiickoit denepanuu ¢ ydeToM 0COOEHHOCTEN COLMANBHOIO U KYJIbTYPHOTO KOHTEKCTA;

OK 09. MHcnonp3oBaTh HMH(DOPMALMOHHBIE TEXHOJOTMM B  NMpOo(ecCHOHAIbHON
NEeATEIbHOCTH;

OK 10. TIlomp3oBaTbcst mpodeccHoHaNbHON JOKYMEHTAllMed Ha ToCyJapCTBEHHOM U
MHOCTPAHHOM $I3bIKaX;

IIK 1.5. ObecneunBaTh (PUHAHCOBO-3KOHOMHUYECKOE COMPOBOXKICHHUE JEATEILHOCTH 10
OCYILIECTBIICHUIO 3aKYIOK JJIsl TOCYJapCTBEHHBIX U MYHULIUTIATbHBIX HYXI.

[1IK 4.1. Pa3paGaTbiBaTh IUIaH W MpOrpamMMy MpPOBEACHUS KOHTPOJBHBIX MEpPONPHUSATHIHA,
0oQOpMIIATH pe3yNbTaThl MPOBEACHHBIX KOHTPOJIBHBIX MEPONPUITHHN, BbIpadaThIBaTh PEKOMEHIAIIUU
10 YCTPAHEHUIO HEJIOCTATKOB U PUCKOB, OIIEHUBATh 3()(PEeKTHBHOCTH KOHTPOJIBHBIX MPOLEYD;

[IK 4.3. YuacTBOBaTh B peBU3HH (PUHAHCOBO-XO3SNUCTBEHHOW JIESATENBHOCTH OOBEKTa
(UHAHCOBOT'O KOHTPOJIS.

JIP 1. Oco3naromuii ce0st TpaX TaHUHOM | 3aITUTHUKOM BEJTUKOW CTPaHBI.

JIP 3. JleMOHCTpUpYIOIIUI IPUBEPKEHHOCTh K POJAHON KYJIbTYp€e, UICTOPUYECKON MaMsTH Ha
ocHOBe 008U Kk Poaune, ponHoMy Hapoay, Majoi poAnHe, MPUHATHIO TPAJIULMOHHBIX [IEHHOCTEH
MHOTOHaIlMOHAIBHOI0 Hapoaa Poccun.
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JIP 4. IlpuHuMaromuii ceMeiHble IEHHOCTH CBOETO HApOJa, TOTOBBIM K CO3JaHUI0 CEMbH U
BOCIIUTAHUIO JETEH; JEMOHCTPUPYIOIIMI HENPUITHE HACUIUSA B CEMbE, yXOAa OT POAMTEIBCKOMN
OTBETCTBEHHOCTH, OTKa3a OT OTHOIICHHIA CO CBOMMHU JETbMHU U UX (DUHAHCOBOTO COJIEPIKAHUS.

JIP 13. CriocoOHbI#i B muGpOBOM Cpele HCIOJIb30BaTh Pa3IMYHbIE HU(PPOBBIE CPEICTBA,
MO3BOJISIOIIME BO B3aUMOACHCTBUU C APYTUMH JIFOABMU

JIOCTUTaTh TIOCTABJICHHBIX LeNel; cTpeMsaluiicss K (OPMUPOBAHUIO B CETEBOM cpene
JUYHOCTHO U MPOECCHOHATHHOTO KOHCTPYKTUBHOTO «IIU(POBOTO CIICIA.

JIP 16. CriocoOHBIN MCKaTh HY>KHbIE HCTOYHUKH MH(OpPMallUU W JaHHBIC, BOCIIPUHUMATb,
aHAJIM3UPOBATh, 3aTIOMUHATE U TepeaaBaTh HHPOPMAIMIO C HCIIOIH30BAHHEM U (PPOBBIX CPEIICTB;
MpeIyNpex AUl COOCTBEHHOE U UYKO€ JIECTPYKTUBHOE MTOBEIEHNE B CETEBOM ITPOCTPAHCTBE.

2.1. O0beM JUCHUIIMHBI U BUbI Y4e0HOH padoThl

2. CTPYKTYPA U COAEPXKAHUE YUYEBHOW JUCIUILINHBI

Bup yue6Hoi# paGoThl O0beM yacoB
MakcumManbHasi yueOHast Harpy3Ka (Bcero) 52
OO6s3aTenpHAs ayAUTOpHAs ydeOHast Harpy3ka (BCero) 42
B TOM YHCJIE:
JICKIIUU 14
HPAKTUYECKUE 3AHITUS 28
CamocTrosiTenbHas padoTta oOyyaromierocs (Bcero) 6
[Ipomexxyrounas arrectanmsi B ¢opme muddepeHIrpoBaHHOTO 3adera (3adera C 4
OIICHKOM )
2.2. TemaTn4yecKuii IVIaH U coJiepKaHue Y4eOHOM U CHUIIIHMHBI
Haumenopan | CoAepxkanue yueOHoro Marepuaa, nadboparopusie | O0bem Kogst Kogst
1ie pa3ieroB U PAKTUYECKUE 3aHIATUS, CAMOCTOATEIbHAS 4acoB KOMHC"TGHH JIMYHOCTHBIX
JUCIUIUTAHbI paboTa 00y4arouuxcs ui Pe3yIIbTaTOoB
1 2 3 4
Paznen 1. JlokyMeHTHpPOBaHUE YIPABIEHUYECKOH NeSTEIFHOCTH
Tema 1.1. 1. Hemn, 3amaun ©u  mpeaMeT  ydeOHOM 2 OK2,0K 3, | JIP 1, JIP 3, JIP
Bgenenue B JucuIuivHbel. CTpyKTypa TUCIUTUIMHEL, €e OK 5, OK 4,
JOKYMEHTAaI | mpodeccuoHadbHAasd  3HAYMMOCTh,  MEXIPEIMETHbIC 09, 0K 10, | JIP 13,JIP 16
OHHOE CBSI3U. CymHocTh OCHOBHBIX MOHATUHN IK 1.5, TIK
obecrieueHne JIOKYMEHTAIIHOHHOTO 00eCTIeYeHNUs YIIPaBICHUS 4.1,
YIIpaBJIEHUsA CamocrosrtenbHas padora Nel. 2 TIK 4.3
Co3matp  mpesenrauuto 1o  Teme  «Vcropus
BO3HHMKHOBEHHMS U TAIlbl PA3BUTHS IEJIOTPOM3BOCTBA B
Poccuny.
Tema 1.2. Iomsatne o moxymeHTax, mx QyHKIusax. CBoiicTBa, 2 OK2,0K3, | JIP1,JIP 3, JIP
JIOKyMEeHTBI M | IPU3HAKH, KiIacCU(UKAIM ¥ BUABl JOKYMEHTOB. OK5,0K |4,
CIOCOOBI Crioco0bI TOKYMEHTHPOBAHHS. 09,0K 10, | JIP 13,JIP 16
JMOKYMEHTHPO | YHUQUKAIMSA © CTaHAApTH3alHsA JTOKYMCHTAIUU: IIK 1.5, TIK
BaHMSI. HOHATHE. YHU(HUINPOBAHHAS CHCTEMA JIOKYMEHTAIHH: 4.1,
YHudukanus | MoHsTHE. CoctaB  yHU(QHUIMPOBAHHBIX  CHCTEM K 4.3
u JOKyMEHTal[MH:  OPTaHU3alHOHHO-PACIIOPSAUTENbHAS,
CTaH/apTH3all | OTYETHO-CTATUCTHYECKAs], nepBUYHAS, yueTHasl,
ust ¢unaHcoBass W apyrue. ['ocyaapcTBEeHHbIE CTaHIAPTHI
JIOKYMEHTOB Ha  yHU(QUIUPOBAHHBIE CHCTEMbI JIOKYMEHTAIIWH.
Obmepoccuiickue Kiaccu(uKaTopsl
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IIpaktudeckoe 3anstue Nel. JIOKyMEHT W €ro poiib B
YNIPaBIEHIECKUX MpoLeccax. Hopwmarusao-
METOIMUECKHE OCHOBBI JOKyMEHTAI[HOHHOTO
obecriedeHusl yrpaBIIeHUsI.

IlonsTue «IOKYMEHT». OYHKIMM  JOKYMEHTA.
Knaccudukamum nokymeHToB. JIOKyMEHTHI B cdepe
npaBa W yHpaBieHHs. BiusHue HayYHO-TEXHHYECKOH
pPEBOJIIOIIMM  Ha pa3BUTHE JOKyMeHTa. Pas3Burtue

¢dopmynsipa JIOKYMEHTA. 3akoHOoaTeNbHas,
HOPMAaTHUBHO-IIPAaBOBast u MeTOoJNueCcKast
periameHTamuss ~ paboTBl € JIOKYMEHTaMH B
YUYPEKIECHUAX u OpraHu3anusax Poccuiickoii
Deneparim. OcobenHocTn perIaMeHTannu

JETIONPON3BOJICTBEHHBIX ~ ONEpalii B OpraHax
TOCYAapCTBEHHON BIACTH M MECTHOTO CaMOYIIPaBICHUS
M B HETOCYHApCTBCHHBIX OpraHm3anusix. Pomp w
3HAa4YeHHE JIOKAJbHBIX HOPMAaTHBHBIX  aKTOB B
MIOCTaHOBKE JICJIONPOM3BOACTBA B OPTaHN3AIHH.

CamocrositensHass padota Ne2. AHajan3 HOPMaTHUBHO-
METOJMYECKHUX JOKYMECHTOB.

[IpaBuna  nenONpOM3BOACTBA B TOCYAAPCTBEHHBIX
opraHax, opraHax MecTHOro camoynpasiesus 2019 r.;
I'OCT P 7.0.97-2016. Cucrema cTaHaapToB IO
nH(opManuy, ONOIMOTEIHOMY M M3JATEIBCKOMY Y.
OpraHu3anuoHHO-PaCOPSIUTENbHAS — JTOKYMEHTAIH.
TpeboBanus k odopmieHUIo A0KyMeHTOB; [lepeueHb
TUIOBBIX YNPaBICHUYECKUX AaPXUBHBIX JOKYMEHTOB,
o0pa3zyommxcs B nporecce JIeSITeIbHOCTH
TOCyJapCTBEHHbIX ~ OpPraHOB, OPraHOB  MECTHOTO
CaMOyTIpaBJICHUs] M OpTaHU3alUil, ¢ yKa3aHHEM CPOKOB
ux xpanenus 2019 r.; IlpaBuia opranusanuu XpaHeHus,
KOMIUIEKTOBaHHMSA, YUETa U MCIOJIB30BAHUS JOKYMECHTOB
ApxuHoro ¢oHma Poccuiickoit ®enepanu U Ipyrux
apXMBHBIX JOKYMEHTOB B OpraHax TroCyJapCTBEHHOM
BIaCTH, OpraHaXx MECTHOTO CaMOYNpPAaBICHUS W
opranuzanusx 2015 r.

Tema 1.3.
PexBu3uTh 1
OJaHKU
JIOKyMEHTOB

PekBuzutr, hopmyssip TOKyMEHTa, THIIOBOI (opMyJIsp,
hopmysip-obpasert, Tabesb GOpM JOKYMEHTOB, aib0OM
¢opM  yHH(OUIHMPOBAHHBIX JIOKYMEHTOB: IIOHSTHE,
xapakrepuctuka. IlpaBuima odopmileHHS PEKBH3HTOB
OnaHKa M UX PacIoJIOKEHUE HA CTaHJapTHOM (opmare
Oymarwu, pasMepsl ojieid. biankn nokymeHTa: moHsTHE,
Ha3HauyeHue, BHAbl OmaHkoB. Coctas, ogopmieHue
pekBu3uTOB  OnaHka. @Dopmyisip-oOpazen;  TpyHITBI
JIOKYMEHTOB, TPUHAUIEKAMUX K OJHOH CHCTEME.
IIpoexTupoBanue OJIAHKOB JOKYMEHTOB OpPraHM3allUH.
CocraB, o¢oOpMIIeHHE, H3rOTOBJEHHE, XpaHEHUE
O6mankoB  opranmzamuu. OdopmieHne  OCHOBHBIX
PEKBHM3HMTOB JIOKYMEHTOB Ha opmate A4

IIpaktuueckoe 3amstue Ne2. TpeGoBanHus k OiaHKaM
JIOKYMEHTOB OpTaHH3alu1

Buner OnaHkOB W WX TpPUMCEHEHHE. YTJIOBOE U
MPOIOJIEHOE pacmoyioKeHue PEKBU3HUTOB.
XapakTepuCTHKa U OCOOCHHOCTH COCTABIICHHS OOIIETO
OmaHka, OJaHKa MUChbMa M OJIaHKA KOHKPETHOTO BHIA
JIOKYMCHTA.

OK 2, OK 3,
OK 5, OK
09, OK 10,

IK 1.5, TIK

4.1,
MK 4.3,

JIP 1, JIP 3, JIP
4,
JIP 13, JIP 16

Tema 1.4.
Cucrema
OpraHu3aIMoH
HO-
pacnopsiauTes

OpFaHI/BaIII/IOHHO—HpaBOBI)Ie JAOKYMCHTBI: IIOHATHUC,
Ha3HA4YCHUC, OCHOBHBIC BHJBI. OpFaHI/ISaLH/IOHHBIe
JOKYMEHTHEI: yCTaB, IOJIOKCHHE, CTPYKTYpa U IITaTHAA
YHUCJICHHOCTD, IITAaTHOC pacnrcaHue, IpaBujia
JOJIKHOCTHasA WHCTPYKIOHA, nux Ha3HA4YCHUC,

OK 2, 0K 3,
OK 5, OK
09, OK 10,

TK 1.5, TIK

4.1,

JIP 1, JIP 3, JIP
4,
JIP 13, JIP 16
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BHBIX
JOKYMECHTOB

XapaKTepUCTUKA U COCTaB, TpeOOBaHUE K 0(POPMIICHHIO,
HOPSIOK YTBEPKICHUS.

PacriopsauTenbHble  TOKyMEHTB:  IOCTaHOBJICHHE,
IpHKa3, pacropspKeHue, ux Ha3Ha4YCHME,
XapaKTepUCTHKA U COCTaB, TpeOOBAHMS K 0(pOPMIICHHUIO.
CrpaBo4HBIE  JOKYMEHTBHL:  CIYyXXEOHBIE  IIHCHMA,
CIpaBKH, JOKJIaJHbIE 3alMCKM, IPOTOKONbI, aKThl,
3as1BJICHHS, UX XapaKTEepUCTHUKA U COCTaB, TPeOOBaHUS K
odopmitennto. TUNBI JOKYMEHTOB: MOJUIMHHUK, KON,
nyOnuMKaT, BBIIMCKA, WX HazHadeHue. [lopsmox
obopmiieHnss W BBIJAYM KONMMH W JIyOJHMKaTOB
JIOKYMEHTOB, BBIIIHCOK U3 HHX.

IIpaktuueckoe 3anstue Ne 3. OpraHu3alMOHHO-
MPaBOBBIE TOKYMEHTEI
Amnanmus (hopmymspa-obpasia OpTraHM3aIOHHO-
TIPaBOBBIX JOKYMEHTOB.

IIpaktryeckoe 3amsatue Ne 4. PacmopsanTenbHbie
JOKYMEHTEI
OdopmireHre pacoOPsIAUTENFHBIX TOKYMEHTOB.

IIpaktryeckoe 3amstme Ne 5. HMHopmammnoHHO-
CIIPaBOYHBIC JOKYMEHTEI

Odopmienue WH(OPMAIMOHHO-CITPABOYHBIX
JIOKYMEHTOB.

IIK 4.3,

Tema 2.1.
Opranuzauus
JIOKYMEHTO000
opora

Cnyx6a JIOY B opraHuzanusx, HazHaueHUE, 3ajaud,
(YHKLIUH, THIIOBBIE CTPYKTYpBI, ITOJDKHOCTHOM COCTaB.
JokyMeHTo000pOT:  MOHSTHE, OOIMe  NPHHIUIEI
OpraHu3alMyd JOKYMEHTOOOOpOTa, €ro CTPYKTypa,
HEOOXOIMMOCTh ydeTa o0beMa JTOKyMEHTOoOOpoTa.
Perucrpanust JOKyMEHTOB, ONpe/IeliCHUE, 1IeNH, 3a1a4H,
MecTa perucTpanun Pas3IHYHBIX KaTeropui
JIOKyMEeHTOB. Bunel  peructpamuu. OcoOeHHOCTH
perucTpanuy BXOISIIMX, HCXOJSIIUX M BHYTPEHHHX
JOKyMeHTOB. KOHTpPOJb HWCIONHEHUS JOKYMEHTOB:
MOHATHE, HAa3HaYeHUe, BUIBL. [IpUHIUIIBI OpraHU3anum
KOHTPOJISL. Cpoku UCIIOJTHEHUSI: THIIOBOW,
WHIMBUIYaNIbHBIN. TEeXHONOr s BeIeHHs] KOHTPOJISL.

IIpaktuueckoe 3ansitue Ne 6. OpraHuzalMOHHBIE
(hopMmbI CiTy>KOBI AETOTPOU3BO/ICTBA.

OpraHu3anoHHBIC (bopMBI CITY>KOBI
JIeTIoNpon3BoACTBa.  Kareropum — opraHmsanuii 110
obbemy nenonpousBoacTBa. CTpykTypa M (yHKIUH
CITy>KOBI JOKYMEHTAI[HOHHOTO obecrieueHus
ynpasinenus ([OVY). Ilonoxenume o ciyxbe OV.
JIO/DKHOCTHOM W YHCIIEHHBINH cocTtaB ciyx0er JIOVY.
JlomKHOCTHAsE HHCTPYKIHS pabOTHHKOB Ciy>k051 JJOVY.

IIpaktnueckoe  3amsstue Ne 7.  OprasHuzaius
JIOKyMEHTO000pOoTa

ITonsatue «moxkymeHTO0000pOTY». IIpHHIMIBI M MpaBUIa
OpraHu3alu  JoKyMeHToobopoTta. CrTpykTypa H
XapaKTepUCTHKA JOKYMEHTOIMOTOKOB.

IIpaktnyeckoe  3amsTme Ne 8. Oprammzanus
perucTpanuy ¥ KOHTPOJIb UCIIOTHEHUS TOKYMEHTOB.
CocTaBUTh W 3alOJTHUTH (POPMY JKypHasla pEerUCTpPAIH
BXOJSIIUX JOKYMEHTOB, HUCXOJSIIUX JOKYMEHTOB H
($hopMy KypHalla periucTpanuy TeneoHorpaMM

OK 2, OK 3,
OK 5, OK
09, OK 10,

IK 1.5, TIK

K 4.3,

JIP 1, JIP 3, JIP
4’
JIP 13, JIP 16
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Tema TpeboBaHUs K OpraHW3ald{ OMEPATUBHOTO XpaHEHUS 2 OK2,0K 3, | JIP 1, JIP 3, JIP
2.2.0pranu3a | mokyMeHTOB. HoMeHKmaTypa ngen: TOHSATHE. Buisl OK5,0K | 4,
LIHST HOMEHKJIATyPhI i 8 ITopsimox COCTaBJICHHS, 09, OK 10, | JIP 13,JIP 16
oTiepaTUBHOTO | oOpMIICHHS, YTBEPKICHUS U IPUMEHEHUS KOHKPETHOM IK 1.5, TIK
XpaHeHHS HOMeHKJIaTypsl nen. [lopsook  odopmieHus —medm. 4.1,
IOKyMeHTOB 1 | OpraHm3anus XpaHCHHWS WCIOTHEHHBIX JIOKYMEHTOB. K 4.3,
HOPSIOK [Nopsinok nepenaun JOKYMEHTOB Ha XpaHEHHE B apXUB
nepesiauy B
apXuB IIpaktuyeckoe 3ansaTHe Ne 9. Meroauka cocTaBieHUsS 2
NPUMEPHOH HOMEHKJIATyphl nen. OdopmieHue aena ajs
C/lau B apXHB
3HaueHue IPUMEPHOH HOMEHKJIaTypbl Jiel.
Opranuzanust paboThl 110 COCTaBJICHHIO INPHMEPHBIX
HOMEHKIATyp zAen. Cxema MOCTpOCHHS HpPUMEPHOU
HOMEHKIATypbl nein. CocTaBIeHHE 3arolOBKOB MEI.
Omnpeneneare cpokoB xpaHeHus nen. OdopmireHne
IPUMEPHOM  HOMEHKJIaTypbl  nen.  llpuMeHeHue
MPUMEPHBIX HOMEHKJIATYp JIel.
[TomHoe n wactuynoe odopmiueHue aen. OdopmieHue
JIe]l TIOCTOSIHHOTO, JIOJITOBPEMEHHOTO XpaHEHHsS U 10
au4HOMY coctaBy. [IpaBmiia "yacTU4HOTO OGOPMIICHUS
Jei.
CocraBnenue  omucedd  men.  Buael  ommceil.
Cucrtemaru3alys 3arojoBKoB B onucax. [lopsmok cnauu
Jel B apXUB CTPYKTYPHBIMH  MOApa3/eleHUSIMH
yapexxaeHus. B3ammopetictBue cmyx6sr  JIOY u
BEIOMCTBEHHOT'O apXHBa
Tema 2.3. JloroBop nocraBku, JOrOBOP MNPOAAXKH, 1OTOBOPHO- 2 OK 2,0K 3, | JIP 1, JIP 3, JIP
JIOKyMEHTAIM | TpaBoBast IOKYMEHTAIIHS, TOBAPOCOMPOBOIUTEIbHBIE OK5,0K | 4,
10 JIOKYMEHTBI, TIPETEH3MOHHO-UCKOBAsI JOKYMEHTAIMs, UX 09, 0K 10, | JIP 13,]JIP 16
npodeccHoHa | Ha3HayeHHe U TPeOOBaHUs K O)OPMIIEHHIO, JOKYMEHTHI [K 1.5, TIK
JbHOM 10 PEBU3HUU OPTaHU3aNunii. 4.1,
JEeSATEIBHOCTH K 4.3,
IIpaktuueckoe 3ansrue Ne 10. 4
OdopmireHne IOKyMEHTOB IO Npo(hecCHOHATbHOM
JIeSTeIIbHOCTH.
Tema 2.4. IIpaktuueckoe 3anstue Ne 11. CemuHap mno Tteme 2 OK2,0K 3, | JIP 1,JIP 3, JIP
Komnerorepus | «Kommnbrotepuzanus JIOKyMEHTALIMOHHOTO OK 5, OK 4,
anus o0ecrieueHns yIIpaBJIeHNS Ha NPENPUITHID) 09, 0K 10, | JIP 13,JIP 16
JokyMmeHtauu | CamoctosTtenbHas padora Ne 3. 2 IIK 1.5, ITIK
OHHOTO [ToArOTOBKA K 3a4eTy 4.1,
obecreueHus 11K 4.3,
yIpaBJeHUs
[TpomexyTouHas aTTecTanus 4
Hroro 52

3. YCJIOBMS PEAJTU3ALIUN YYEBHOM JUCUMIIIAHBI

3.1 TpeGoBanusi K MUHUMAJIbHOMY MaTepPHAJIbLHO-TEXHHYECKOMY 00ecreyeHn 0

Ne Bunbi u gopmbl yuedHoit KpaTkoe onucanue 1 XxapakTepucTHKa
n/n AeATeJIbHOCTH €OCTaBa YCTAHOBOK, H3MEPHUTEIbHO-THATHOCTHYECKOro 000py10BaHus,
KOMINBLIOTEPHOI TEXHUKH U CPEACTB aBTOMATH3AINHU IKCIICPHMEHTOB
1. | Jlexuun VYuebnast meOenb, yueOHast JOCKa, HOYTOYK, MYJIbTUMEAHA HPOEKTOP,

CTaI[IOHAPHBIH JKpaH.

2007 Professional.

JIuieH3MOHHOE TMPOTpaMMHOE OOECIICYCHUE:
Microsoft Windows 10 Jlomamrssis st ogHOTo si3b1Ka, Microsoft Office

2. | IlpakTtudeckue 3aHATHSL

YuebHas Mebenb, ydeOHas

JI0CKa.

Y4eOHO-HaArTAgHEIE
(mpenHa3HaYEHHBIC I JEMOHCTpAlMd HHGOPMAIMKA [0 OCHOBHBIM
paszienam U TeMaM pabodeii mporpaMMBbl AUCIUILIHHEI).

nocooust

14




3. | CamocrositensHas paboTa KommbloTepHasi TexHHMKa C MOJKIOYEHHEM K cetd «MHTepHeT»
0o0y4JaroImuxcs obecrieueHreM JlocTymna K AIIEKTPOHHOM nH()OpPMAITMOHHO-
00pa3oBaTeNbHOM cpejie OpraHu3annu

3.2 UndopmannonHoe odecrieyeHne 00y4eHus

Ilepeyenb pexoMeHaAyeMbIX Y4eOHbIX wu3aaHuid, HWHTepHeT-pecypcoB, [I0NMOJHUTEIbLHOM
JIUTEPATYPhbl

Hopmamueno — npagoevle ucmounHuku

Ne HaumeHoBaHme

1. Poccutickas ®emeparmmsa. 3akonbl. ['pakmanckmii Komekce Poccwmiickoit ®enepammm Yacth
nepBast: denep. 3akoH oT 30 HOsIOps 1994 1. No 51-®3 (¢ m3m. m gom. ot 03.08.2018) //
Cobpanue 3akoHonarenbera Poceuiickoit deneparn. — 1994, — Ne 32, — Cr. 3301.

2. Poccuiickas ®enepanusi. 3akoHbl. O TEXHUYECKOM PETYIUPOBAHHMM [DIEKTPOHHBIA pecypc]:
¢enep. 3akoH ot 27 gexabps 2002 r. Ne 184-D3: (B pen. ot 29.07.2017). — Pexxum nocryma:
CIIC I'apanT

3. Poccuiickas ®enepaums. 3akonbl. O06 uHpopManuu, WHOOPMAIMOHHBIX TEXHOJOTHAX U O

3amTe uHGopManuu [ DAeKTpoHHBIN pecypc]: denep. 3akoH ot 27 utons 2006 r. Ne 149-D3: (B
pen. ot 29.07.2017). — Pexxum noctyna: CIIC I'apanT

4. Poccwuiickas ®@enepanus. 3akonsl. O epCOHANBHBIX AaHHBIX: (enep. 3axkoH ot 27 uromns 2006 r.
Ne 152-®3 (c u3m. ot 31.12.2017) // Cobpanue 3akoHomarenbcTBa Poccuiickoit denepanuu. —
2006. — Ne31. — Cr. 3451.

5. Poccmiickas @enepanus. 3akonpl. OO0 opraHW3aIlid TMPEIOCTABIECHUS TOCYNAPCTBEHHBIX W
MYHUIMIIATBHBIX yCIyT [DNeKTpoHHBINA pecypce]: deaep. 3akoH ot 27 utonst 2010 r. Ne 210-D3.
Pexxum noctyna: CIIC I'apant

6. OO0 >neKTPOHHOM MOATIMCH [DNEeKTPOHHBIN pecypc]: genep. 3akoH ot 6 ampens 2011 r. N 63-O3
(c m3MeHeHns MU U onotHeHusIMH ). — Pexxnm moctyma: CIIC T"apaHT

7. Konekc Poccuiickoit denepannu 00 aAMUHUCTPAaTHBHBIX MPAaBOHAPYIICHUAX (C M3MECHEHHSIMH,
BerynuBmMMH B cuity ¢ 11.08.2020). - Mocksa: [IpocnekT, 2020. - 607 c.

8. IlepedyeHb TUNOBBIX YHPABICHYECKUX APXMBHBIX TOKYMEHTOB, OOpa3yHOIIMXCS B IpoLecce

JeSITENbHOCTH TOCYIapCTBEHHBIX OPTaHOB, OPraHOB MECTHOT'O CaMOYIIPABJICHUSI U OpraHu3auu,
C YKa3aHHMEM CpPOKOB MX XpaHeHus (yTBepxkaeH mpukazoMm Pocapxupa ot 20.12.2019 Ne 236)
[DnexTponnsiii pecypc]. — Pexum gocryma: CIIC apant

0. [IpaBuna opraHuM3aly XpaHEHHS, KOMIUIGKTOBaHMSA, Yy4deTa M HCIOJIb30BAaHUS HAYYHO-
TEXHHYECKOW JIOKYMEHTAllMM B OpraHax TIOCYJapCTBEHHOH BJAacTH, OpraHax MECTHOTO
caMOympaBJeHUs U opraHu3anusax (yrBepxknaeH mpukazom PocapxuBa 09.12. 2020 N 155)
[Qnextponnslii pecypc]. — Pexxum nocryna: CIIC I'apant

10. I'OCT P 7.0.97-2016. Haunonansusiit crangapt Poccuiickoit denepanuu. CucreMa cTaH1apTOB
no wuHbopMmanmu, OHONMOTEYHOMY W  HM3JIATeNbCKOMy  jeiny.  OpraHum3anoHHO-
pacriopsiauTenbHas JoOKyMeHTanus. TpeboBaHust K opopMieHnI0 JOKyMeHToB (yTB. [Iprukazom
Poccranmapra ot 08.12.2016 Ne 2004-ct) [OnekrpoHHbli pecypc]. - Pexxum mocryma: CIIC
I"apant

Pekomendyeman ocnoenas 1umepamypa
Ne HanmeHnoBanme

1. Hoponuna, JI. A. JlokyMeHTallMOHHOE OOecreueHHe YNpaBiIeHUs: YUeOHUK M TPAKTHKYM JUIs
cpenHero npodeccuonanpHoro oopazosanus / JI. A. Jloponuna, B. C. UpurukoBa. — Mocksa:
WznarenscrBo FOpaiit, 2019. — 233 ¢. — (IlpodeccuonansHoe odpasoranue). — ISBN 978-5-
534-05783-6. —  Teker: oamektponsbiii  //  3BC  HOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/438586 9).

2. KazakeBnu, T. A. JlokyMeHTaMOHHOE OOEcCredeHne yNnpaBieHHs: YIeOHUK U MPAKTHKYM JUIs
cpennero npodeccuonaabHoro oopasosanus / T. A. Kazakesuu, A. U. Tkamuu. — 2-¢ w3,
ucnp. U gon. — Mocksa: UznarensctBo IOpaiit, 2019. — 177 c. — (IIpodeccuonansroe
obpazoBanue). — ISBN 978-5-534-06291-5. — Texkcr: anextponnsiii / DBC Opaiit [calT]. —
URL: https://urait.ru/bcode/437587
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Kopuees, . K. JlokyMmeHTanmmoHHOE obOecmiedueHne ympamieHus + Tectsl B ObC: yueOHUK u
MPAaKTHKYM I cpeaHero npodeccuonansHoro odpasosanus / M. K. Kopuees, A. B. IliieHko,
B. A. Mamrypues. — 2-e u3z., nepepa0d. u gon. — Mocksa: M3natensctBo FOpaiit, 2019. — 384
¢. — (IIpodpeccuonansuoe obpazoBanue). — ISBN 978-5-534-05022-6. — TeKCT: 31EKTPOHHBII
// OBC HOpaiit [caiiT]. — URL: https://urait.ru/bcode/438491

KysnemoB, M. H. JlokymeHTannoHHOe o0ecmedeHne ympaBieHus. J(oKyMeHTOOOOpoT u
JETIOMPON3BOJCTBO: YYEOHUK M MPAKTUKYM IJIsi CPEAHEr0 MpOoQecCHOHANBHOTO 00pa3oBaHus /
. H. Ky3nenoB. — 3-¢ u3j., nepepad. u norn. — Mocksa: M3narensctBo FOpaiit, 2019. — 462
¢. — (ITpodheccronanproe obpaszoBanne). — ISBN 978-5-534-04604-5. — TekcT: 3IeKTPOHHBIHN
// 9BC FOpaiir [caiit]. — URL: https://www.biblio-online.ru/bcode/433861

lyBanosa, H. H. [lokymeHnTanuonHoe obecrieueHue yrnpaBlieHHs: YICOHHK M MPAKTUKYM IS
cpenHero mpodeccuoHanbHOoro obpazosanms / H. H. IlllyBamoBa. — Mocksa: M3marenscTBo
Opaiir, 2019. — 221 c¢. — (IIpodeccronanproe oOpazoBanme). — ISBN 978-5-534-00088-7.
— Tekcr: anektponnsli // DBC Fpaiir [caiiT]. — URL: https://urait.ru/bcode/433679

Pexomendyemasn 0ononnumenvnas 1umepamypa

Ne

HaunMmeHoBaHune

1.

Wpanos I'.I". Opranuzannst KOMMEPYECKOHN AEATEIbHOCTH MAJIbIX U CPEAHUX MPEAIPUSITHIA:
Yuebnoe nocodue/I'.I".MBanos, }0.K.baxenos M.: Ul ®OPYM, HUL] UHDPA-M, 2015. - 304
c. - Pesxum nocryna: https://znanium.com/read?id=246593

[TerpoB A.M. JloroBopsl KOMMepUecKoii aesitenbHocTH: [IpakTryeckoe mocodue /
A M.Ilerpos. -M.: KYPC, HUL] UTH®PA-M, 2019. - 396 c. Pexxum noctyna:
https://znanium.com/read?id=354357

bsanr, B. C. JJokymeHTanmonHoe oOecriedueHue ynpasieHus. IOpuandeckas TexHuka: ydyeOHOe
nmocodue Uil cpeaHero npodeccruoHanbHoro oodpasopanus / B. C. bsiit. — 2-e u3n., ucnp. u
norr. — Mocksa: M3marensctBo FOpaiit, 2019. — 103 c. — (IIpodeccrnonansHoe 00pa3oBaHue).
— ISBN 978-5-534-08233-3. — Texkct: snektponnsii // OBC IOpaiir [caiit]. — URL:
https://www.biblio-online.ru/bcode/441885

Abynamze, /. I'. JlokymeHTarmonHOe oOecriedueHHe YIPaBICHUS MEPCOHAIOM: YYEOHUK U
MPAaKTHKYyM JUIA cpenHero mpodeccruoHanbHOro obpasosanus / M. I'. A6ymamze, U. b.
Bempsokkuna, B. M. MacnoBa. — MockBa: M3parensctBo [Opaiit, 2019. — 299 c. —
(ITpodheccuonanpuoe obpazoBanue). — [SBN 978-5-534-01543-0. — Tekct: 370eKTpOHHBIH //
OBC IOpaiir [caiit]. — URL: https://www.biblio-online.ru/bcode/437238

JlokymeHTOBeneHHE: YUeOHUK U MPAKTUKYM AJISI CPEHEro npogeccuoHalIbHOro 00pa3oBaHus /
JI. A. [Joponuna [u ap.]; nmox penakuueii JI. A. lopoHuHoit. — 2-¢ u3j., nepepad. u gom. —
Mocksa: UznarensctBo lOpaiir, 2019. — 309 c. — (IlpodeccuonanbHoe obpasoBaHue). —
ISBN 978-5-534-04330-3. — Tekcr: snekrponHsli / OBbC IOpaiit [caiit]. — URL:
https://www.biblio-online.ru/bcode/433551

I'po3oBa, O. C. Jlenonpou3BOACTBO: y4eOHOE MocoOue Jyis CpeaHero MpogheCCHOHAILHOTO
obpazosanus / O. C. 'po3oBa. — 2-e m3a. - Mocksa: UznarensctBo FOpaiir, 2023. — 131 ¢. —
(ITpodeccnonansroe odpazoBanue). — ISBN 978-5-534-15986-8. — Tekct : 3yeKTpOHHBIH //
O6pa3oBatenbHas wiathopma tOpaiit [caiit]. — URL: https://urait.ru/bcode/517797

HaumenoBanue

Hayuynas Oubmmuorexka YyBl'Y [DnexktponHslii pecypc]. — Pexum goctyna:
http://library.chuvsu.ru

OnexTpoHHO-O0nMOMMoreyHas cucremMa [IPRBooks [DOnexTponnsiii pecypc]. — Pexum
nocryma: http://www.iprbookshop.ru

DOnexTpoHHas 6ubanoreunas cucrema «HOpaiiT»: anexkTpoHHas 6uOIMOTEKa U1 BY30B
U ccy30B [D1eKTpoHHBIH pecypc]. — Pexum nocrtyna: https://www.biblio-online.ru

OBC «M3patenbctBo «Jlawb» [DnektpoHHbIl  pecypc]. — Pexum mocryma:
https://e.lanbook.com/

Koncynprant  cryneHta. OnekTpoHHass ~ OuOIMOTeKa  MEIUUIMHCKOTO  By3a
[DnexkTpoHHBIH pecypc]. — Pesxxum gocrtyma: http://www.studmedlib.ru/
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https://urait.ru/bcode/517797

[Taket oucHBIX Tporpamm Microsoft Office
CrnpaBouHas npasoBas cuctema «KoHcynpTaHT [lnroc»
CnpaBoyHas rpaBoBasi cuctema «l apanT
ITpodeccrnonanvhas cnpaBoynas cuctema «TexakcmepT
0. | OneparmonHas cuctema Windows

e R Bl P B

3.3 CpeacrBa aganTanmuv MNpPenoAaBaHMs JUCHUIUIMHBI K NOTPEOHOCTAM JIMI[ C
OrpaHMYEeHHBIMHU BO3MOKHOCTAMU

B cinydae HeoOXoauMOCTH, OOy4YarOmMMCS W3 4YUCIAa JIMI C OTPaHUYCHHBIMH
BO3MOXKHOCTSIMH  3/I0pOBbsi  (II0 3asIBJICHUIO OOYyYalomIerocsi) MOTYT MpeiarathCs OJHH U3
CJICOAYIOIIUX BAapHUAHTOB BOCIIpUATHUA I/IH(i)OpMaI_II/II/I C YUeTOM nux HUHIAUBUIYAJIbHBIX
NCUXO(U3UUECKHX OCOOCHHOCTEH, B TOM YHCIEC C MPUMEHCHHUEM D3JIEKTPOHHOTO OOY4YCHHUS |
NUCTAHIIMOHHBIX TEXHOJIOTHH:

— JUTs JIMI] ¢ HAPYIICHUSAMH 3pEHHsI: B IIeyaTHOU (popMme yBelnveHHbIM mpudToM; B popme
JNIEKTPOHHOTO JIOKyMEHTa; B (Gopme ayaumodaiina (mepeBox y4eOHBIX MaTepualioB B
aynuodopmar); B medaTHOH (opme Ha s3bike bpailis; WHIUBHIyalbHbIE KOHCYJIbTAIlMUA C

MpUBJICYCHUEM TU(IIOCYPIOTICPEBOAUNKA; HHIUBUAYATbHBIC 3aJaHHS B KOHCYJIbTAIUH.
— N4 Ul C HApYyLIIGHUSIMU CcllyXa: B Te4aTHOM Qopme; B (popme 3IEKTPOHHOTO
JOKYMEHTA; BUAEOMaTepualbl C CyOTUTpaMH; MHIWBUIYyaJIbHbIe KOHCYJIbTAIIMH C MPUBICYCHUEM

CypIOIIEPEBOIUNKA; UHANBUIYAIbHbIE 3a1aHUS U KOHCYJIbTAI[UH.

- IJIL JIAL € HApYHWICHUAMHU OIOPHO-ABUIAaTCIIBHOI'O armapara: B Te4yaTHOM (I)opMe; B

(I)opMe OJICKTPOHHOI'O JOKYMCHTA,

KOHCYJIbTallhH.

B (Qopme ayaunodaiina;

WHIANBUAYAJIBbHBIC 3aJdaHUsI U

4. KOHTPOJIb M Oll€eHKA Pe3Y/JIbTATOB OCBOCHHSI YUeOHOM TUCUMILINHBI

4.1 KoHTpOJIb M OLIEHKA PE3yJIbTaTOB OCBOCHUSI YMEHUI U YCBOCHUS 3HAHUI

Pe3yabTarTsl
(ocBOEHHBIE 3HAHUS U YMEHMs)

OCHOBHBIE MOKA3aTEJIN OLIEHKH

pe3yJabTara

®opMbI 1 METOIbI KOHTPOJISI H
OIIEHKH

YMenusi:

YMeTb 0pOpMIIATH U IPOBEPSITH
MIPaBUIILHOCTH O(OPMIICHHS
JIOKYMEHTAIH1 B COOTBETCTBHH C
YCTAHOBJICHHBIMH TPEOOBaHHUSIMH,
B T.4. UCHIOJIB3YA
nH(pOpMaIMOHHbIE TEXHOJIOTHH;

UCTIONB3YeT MpaBmia 0OPMIIEHHS
JIOKyMEHTOB,

BJIaZICCT I/IH(l)OpMaL[I/IOHHI)IMI/I TCXHOJIOTUAMU

IpH COCTaBJICHUN JOKYMCHTOB,

YMeTh IpOBOAUTH
ABTOMAaTH3HPOBAHHYIO
00paboTKy TOKYMEHTOB;

HCTIOJIB3YET METOABI aBTOMaTHSHpOBaHHOﬁ

00pabOTKH TOKYMEHTOB;

OCYIIECTBJIATH XPAHEHHUE U TIOUCK
JIOKYMEHTOB;

IIPUMEHSET IIPaBUJIa XPaHEHMs U [IOUCKa

JIOKyMEHTOB;

Tekyuuii KOHTPOJIb — OLlEHKA
3a:
— YCTHBIH OIIPOC; NUCbMEHHBIN
0I1pOoc;
— [IPaKTUYECKHE 3aHATHUS,
— TECTUPOBAHHUE.
HUTOroBbIii KOHTPOJIb:
—3K3aMeH
OueHka 3HaHUW U YMEHUHN
OCYULIECTBJIIETCS 1O 5-TH
OampHOM cHcTEME.

3unanus:

PackpriBaTh CyIIHOCTD LiETIEH,
3a7a4 ¥ IPUHLUIIOB
JOKYMEHTallUOHHOI' O
obecrieucHHs

ynpasiaeHus;

pAacIo3HAeT IEH U 3a7a4H
JIOKyMEHTAI[MOHHOTO 00eCIIeYeHUs
yIIpaBJIECHUS;

pacIio3HaeT IPUHIUIIEI
JIOKyMEHTAI[MOHHOTO 00eCIIeYeHUs
yIIpaBJICHUs

XapaKTepI/ISOBaTL CUCTEMY

- (hopMyIIUpyeT peKOMEHAAINH 110

JOKYMEHTAIIHOHHOTO ABTOMATH3aIMU CHCTEMBI
obecrieueHNs yIpaBIIeHIs, e¢ JOKYMEHTAI[HOHHOTO 00eCTIeYeHUs
aBTOMATH3ALNIO; yIIpaBJICHUS;

XapakTepu30BaTh OIpeeIIsIeT MPU3HAKY KiIacCH(pUKauu

Knaccn(bmcaumo JAOKYMCHTOB;

JOKYMCHTOB;

Tekymui KOHTPOJIb — OLlEHKA
3a:
— YCTHBII 0IpOC;
— [IPaKTUYECKHE 3aHATHUS;
— BHEayAUTOpHAas
caMoCTOsATeNbHAs padoTa;
— TECTUPOBaHHE.
HUTOroBbiii KOHTPOJIb:
—3K3aMeH
OrneHka 3HaHUW U YMEHUH
OCYILIECTBJISIETCS IO 5-TH
OarpHOU cHCTEME.
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00BSCHATH TPeOOBAHHS K
COCTaBIIEHUIO U 0(hOPMIIEHUIO
JIOKYMEHTOB;

3HaeT TpeOOBaHHS K COCTABICHHIO U
0(pOPMIICHHIO TOKYMEHTOB;

OOBSCHATD OpraHU3AIUIO
JOKYMEHT0000pOoTa:
pueM, 06paboTKy,
PETHCTPALHIO, KOHTPOJIb,
XpaHeHHe TOKYMEHTOB,
HOMEHKJIATYpY el

(bopMyupyeT npaBuiia OpraHu3aLin
JTOKYMEHTO0000pOTa;

CBOOOTHO BiIaZiceT HOPMATUBHOH 0a30if 1Mo
puemMy, 00paboTKe, peTUCTpaIHN
KOHTPOJII0, XPaHEHHIO JOKYMEHTOB U

CO3JJaHHMI0 HOMCHKJIATYPbI JCJI;

4.2 KOHTpOJIb U OIICHKA PE3yJbTaTOB O0CBOCHUS OﬁlII]/IX H HpO(l)eCCI/IOHaJ'IbHLIX KOMIIeTeHI Ui

IIpodeccuonanbHbIe KOMIIETEHIIUH

PesyabTaThl
(ocBOeHHBIE 001IME
KOMIIETEeHIUH)

OcCHOBHBIE MTOKA3aTeJIU OLIEHKH
pe3yJbTara

DopMbI U1 METOABI
KOHTPOJISl U OLeHKH

OK 02 Ocy1ecTBIsITh MOUCK,
AHAJIN3 U UHTEPIPETALIUIO
HH(POPMAIIUH, HEOOXOTUMOM JIJIsI
BBITTOJTHEHUS 33]1a4
npo¢eCcCHOHANTBHOM
JIEATEIIBHOCTH

3¢ GEKTUBHBII MOUCK HEOOXOIUMOMN
HH(POPMALIUHU HCIIOIb30BAHNE PA3THYHBIX
HCTOYHHUKOB MOJIyYCHUs HH(POPMAIIHH,
BKJIIOuast MTHTepHET-pecypehl

OK 03 [Inanuposats u
peann30BEIBaTh COOCTBEHHOE
HIpo(heCCHOHAIBHOE U JIMYHOCTHOE
pa3BuTHE

YMEHHE IOCTAaHOBKH LICJH, BEIOOPA U
NPUMEHEHHUs] METO/IOB U CII0cO00B
pelieHus mpopecCUOHATBHBIX 3a/1a4;
BBICTPAaUBAHHE TPACKTOPHU
mpo¢heCCUOHATBHOTO Pa3BUTHS U
€aM0000pa30BaHus; OCO3HAHHOEC
IJIAaHUPOBAHKEC IMOBBIIICHUS
KBaTH(PHUKAIAN

OK 05 Ocy1mecTBasTh YCTHYIO U
MUCEMEHHYIO KOMMYHHUKAIHIO Ha
rocyJ1IapcTBEHHOM si3bIke Poccuiickoit
deneparnuu ¢ yaeToM 0COOSHHOCTEH
COLMATIBHOTO U KYJIBTYPHOTO
KOHTEKCTa;

UCIIOJIb30BaHUE MEXaHM3MOB CO3/IaHUS 1
00pabOTKU TEKCTa, a TAKKE BEACHUE
JIETIOBBIX Oecel], y4acThe B COBEIIAHMSIX,
JienioBasi Tesie)OHHAs KOMMYHHKAIHST

OK 09 Hcnons3oBaTh
WH(POPMAIIMOHHBIC TEXHOJIOTHU B
MpoQeCcCHOHATTBHOM AeATEFHOCTH

JeMoHCcTpaLys HaBBIKOB HCIIOJIB30BaHUS
HWH(OPMAIMOHHBIX TEXHOJIOTHH B
npo(heCcCHOHAIBHON e TeIbHOCTH; aHAJIH3 U
OlLleHKa UH(OPMALIUKM Ha OCHOBE TPUMEHEHHS
npo(eCCHOHANBHBIX TEXHOJIOTHHA,
UCIIOJIb30BaHKHe MH(POPMAIMOHHO-
TEJIEKOMMYHUKaIIMOHHOMU ceTH «IHTepHET»
JUTSL peann3anuu npohecCHoHaIbHON
JeATeIbHOCTH

OK 10 IMTomnb3oBatbes
npodeccnoHaTLHOM
JIOKyMEHTall1e Ha
TOCYIapCTBEHHOM U
WHOCTPAHHOM SI3bIKAaX

JleMOHCTpanus yMEHUH TOHUMATh
TEKCTHI Ha 0a30BbIe U TIPOPECCUOHATHHBIE
TEMBI; COCTABJIATh JOKYMEHTAIIHIO,
OTHOCSIIYIOCS K TIPOIIeccam
npodeccnoHaTLHOM NesSTEILHOCTH Ha
TOCYy/IapCTBEHHOM Y MHOCTPAHHOM
SI3BIKAX

WuTepnpeTanus pe3ynbTaToB
HaOJII0ZICHUS 32 IS TEIBHOCTHIO
o0y4Jarmuxcs B mporiecce
OCBOCHUS y4EOHO IUCIUITITHHBI

HpI/I OLICHKE MPUMCHACTCA
JUXOTOMHYCCKAasA OLICHKa
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IIK 1.5. ObecneunBartsb
(hMHAHCOBO-D)KOHOMUYECKOE
COMPOBOXKICHHUE ACATECIBHOCTH
0 OCYIIECTBJICHHUIO 3aKYIIOK ISt
rOCYAapCTBEHHBIX U
MYHHUIHUITAIbHBIX HYX]I.

[IpakTrueckuit onbIT: OpraHU3aLUN
(hMHAHCOBO-?KOHOMHUYECKOTO
COTIPOBOKICHUS IEATEIFHOCTH IO
OCYILIECTBIICHHIO 3aKYIOK JUIS
TOCYIapCTBEHHBIX U MYHHIUTIATBEHBIX
HYX]

VYMeHus: COCTaBIATh 3asIBKU HA
TOCy/IapCTBEHHbIE U MYHHUIIUIIAIBHBIE
3aKyTKH; JOKYMEHTallMOHHOE
obecrieueHne KOHTPAKTHON CHCTEMBI

3HaHUA: OCHOB pcaiusanun KOHTpaKTHOﬁ
CHCTEMEI B 00J1acTH TOCYyAapCTBCHHBIX U
MYHHUIMIIAJIBbHBIX 3aKYIIOK, MMOPAJOK
JOKYMCHTUPOBaHUA 3TOM ACATEIBHOCTH

[IK 4.1. Pa3pabaTsIBaTh IUTaH U
porpamMMy NpOBEICHUS
KOHTPOJIbHBIX MEPOTIPHSTHH,
oopMIIATh pe3yNIbTaThI
MPOBEIECHHBIX KOHTPOJIBHBIX
MEpOIPUATHH, BBIpaOdaThIBaTh
PEKOMEHAAIHMH 110 YCTPaHEHHUIO
HEJI0CTaTKOB M PUCKOB,
OIICHUBATh 3P PEKTHBHOCTD
KOHTPOJIBHBIX POLEIYP.

[IpakTHdeckuii OMBIT: pa3pabOTKH IUTaHA
Y TIPOTpaMMBbI IPOBEICHUSI KOHTPOJIbHBIX
MEpONPUSITHI, 0OPMIICHHUS PE3YIbTATOB
MIPOBEJICHHBIX KOHTPOJBHBIX
MEpPOTPHUSITHH, BBIPA0OTKA PEKOMEH TAIHIA
[0 YCTPAHEHHIO HEJOCTATKOB U PUCKOB,
OIICHKH 3P PEKTUBHOCTUA KOHTPOIBHBIX
Hpoueayp

YMenust: opopMIIITh Pe3yNIbTaThI
MPOBEIECHHBIX KOHTPOIBHBIX
MEPOIIPUATHH ITyTEM COCTABIICHHUS aKTOB
U CIIPABOK; BBIPA0ATHIBATh PEKOMEHIAIINN
10 YCTPAHEHHIO HEJOCTATKOB U PHCKOB

3HaHUs: HOPMaTHBHBIX IPABOBBIX aKTOB,
PETyIHPYIOLIMX OTHOLICHHS B 00IACTH
OpraHHu3aliy KOHTPOJIBHBIX
MEpOIPUSITHH, (POPM COMPOBOIUTEIBHBIX
JIOKyMEHTOB U TPeOOBaHMH K UX
0(pOPMIICHHIO.

[1IK 4.3. YuacTBOBaTh B pEBU3HUH
(hMHAHCOBO-X03HCTBEHHON
JIeSTeTbHOCTH 00BEKTa
(hMHAHCOBOTO KOHTPOJIS.

IIpakTH4eCKUil ONBIT: y4acCTUS B PEBU3UU
(hMHAHCOBO-X03HCTBEHHON
JIeSITeIIbHOCTH 00BEKTa (PMHAHCOBOTO
KOHTpPOJA

YmMmenue: criocodeH 0popMIIATh
pe3yIbTaThl IPOBEICHHBIX KOHTPOJIBHBIX
nporenyp B popme padboueit
JOKYMEHTAIHH,

MIyTEM COCTaBJICHHS aKTOB M CIIPABOK

3HaHue: TpeOOBAHUH K IPOBEICHUIO
peBu3mid, coctaBa paboueii
JIOKYMEHTAIIUH U TpeOoBaHUH K

0 OPMIICHHIO.
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JIuer nonmojiHeHUH M U3MEHEeH U

Ne
/1

[Mpunaraemsrii k Paboueit
nporpaMme yaeOHoM
JUCLUTITAHBI
JIOKYMEHT, COACpKaIIUM
TEKCT OOHOBJICHUS

Pemenue xadenpot

[Hara IIporoxom Ne

Iloanuce
3aBEYIOLIETO
Kadenpoit

N.0. damunusg
3aBEYOIIETO
Kadenpoit

Ipunosxxenue Ne 1

IIpunoxenue Ne 2

IIpunoxenune Ne 3

IIpunoxenune Ne 4

el Bl Bad N fo

ITpunoxxenne Ne 5
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