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PELLEH3WVA

Ha pabouyto nporpammy no yye6Hon gucumnanHe OM.06 JokyMeHTaUMOHHOe obecrneyeHune
ynpasneHus
ana cneuvansHoctn CroO 40.02.04 KOpucnpyaeHums,
paspaboTaHHyto npenogasatenem Kanmbiykoro gunvana PreOyY MBO «Poccuitckuii
rocyfapCTBEHHbI YHUBEPCUTET COLMA/IbHBIX TEXHOIOMUN»
TumuHosoin O.B.

MpeactaBneHHas paboyas nporpaMma Y4YebHOM AMCUMNANHBLL  «[OKYMEHTaLMOHHOe
obecneyeHne  ynpaeneHus»  paspaboTaHa € yyeToM  TpeGoBaHuit  PefepanbHOro
rocyfapCTBeHHOro 06pas3oBaTeNlbHOr0 CTaHgapTa CpefHero npogeccMoHanbHOro 0bpasoBaHuUs
no cneynansHoctn 40.02.04 KOpucnpyaeHLms.

CTpykTypa paboyeil nporpammbl COOTBETCTBYET CTPYKType MPUMEPHbIX Mporpamm
YUeOHbIX AUCUMMIIMH CPefHEero npogeccMoHanbHOro obpasoBaHUs Ha OcHOBe PefepaibHOro
rocyfapcTBeHHoro  obpasoBatefibHoro  craHgapta CIMO,  yTtBepxzaeHHoro  Mpukasom
MwuHMCTepCcTBa NpocBeLleHnst Poccnitickoin defepaumm ot 27 okTaopa 2023 r. Ne 798.

B o6Llein xapakTepucTuke paboyeill nporpaMmmbl orpefesnieHa 061acTb NPUMEHeHUs
nporpaMMbl, OTP@KEHO MeCTO Y4ebHOW AWUCUMNAMHBI B CTPYKTYpe 006pa3oBaTe/ibHOM
NporpamMmmbl, PacKpbIBAKOTCA LieSIn U NaHUpyeMble pe3y/ibTaTbl OCBOEHUS AUCUMNINHDI.

O6bem y4ebHON AMCLUNAHBI U BUAbLI y4ebHOW paboTbl, NPeayCMOTPEHHbIE CTPYKTYPOil
y4ebHOM AMCUMNINHBI, COOTBETCTBYHOT TEMATUUYECKOMY COZEPXKaHUI0 YUYeOHON AUCUMNVHBI.

CojepXaHue nporpaMMbl Harpas/ieHO Ha NpPUOGpeTeHne 0O6y4YaloWMMMNCH 3HAaHWNA,
YMEHWI, HanpasfieHHbIX Ha (OPMUpPOBaHME OOLMX U NPOQPECCUOHAIbHBLIX KOMMETEHLWA,
onpegeneHHbix ®roC Cro no cneyunansHoctn 40.02.04 KOpucnpyfeHUns U COOTBETCTBYET
06bEMY 4aCcoB, YKa3aHHOMY B paboyem y4eOHOM MnaHe.

MaTtepuanbHO-TeEXHMYeCKoe 0becneyeHne BK/IKOYaeT Haanyme y4ebHOro KabuHeTa,
OCHaLLeHHOro 060py0BaHMEM M TEXHUYECKUMU CPeCcTBaMuU 00yYeHus.

WHopmaumnoHHoe obecriedeHne 06yyeHnsi COAEPXKUT NepeyeHb COBPEMEHHbIX YUYeOHbIX
M3L4aHWIA, JONONHUTENBHON NUTepaTypbl U UHTEPHET-PECYPCOB. B nporpamme npegycMOTPeHbI
0C06eHHOCTU 00YYeHUS UHBIMAO0B U NINL, C OFrPaHNYEHHBIMU BO3MOXXHOCTSMI 3[0POBbA.

KOHTpOMb 1 OueHka pe3y/nbTaToB  OCBOEHUS YYeOHOM  AUCUUNIUHBI - COLEPXMUT
pe3y/ibTaTbl 00YYeHWs, KPUTEPUM U METOAbI OLEHKM.

Paboyas nporpamma MO3BO/UT CTyJeHTaM B AOCTATOYHOW Mepe OCBOWUTHL Y4ebHYH
AUCUMMNNHY, OBMafeTb OOLWMMU 1 NPOECCUOHANIbHBIMM KOMMETEHUMSAMW, HEOOXOAUMBIX ANs
KayeCTBEHHOr0 OCBOEHMSA MPorpammMbl NOArOTOBKM CMELMAanNCTOB CPeHEero 3BeHa.

Pabouyas nporpamma AUCUMMNANHBLI «[JOKYMEeHTaLMOHHOe 0b6ecneyeHve YnpaBieHns»
PEKOMEHAYETCA K MPUMEHeHMO B y4yebHOM npouecce Kanmbiukoro gunvana ®re0y MBO
«POCCUIACKNIA TOCYAaPCTBEHHDbIN YHUBEPCUTET COLMANbHBIX TEXHONOT NI,

PeLieH3eHT LLl. 380peHKo, MOAMOMKOBHUK HOCTULMW, 3KCNepT-Oyxrantep
Ovcnokaumeii B ropoge 3dnucta) HOxHoro dwmnuana (¢
cthpkaymein B ropoge Poctos-Ha-[loHy) ®IKY «CypgebHo-
[epTHbili  ueHTp CnefAcTBEHHOro KomuTteTa Poccuitckoit

%9aepaumn»



PELLEH3VNA

Ha paboyyto nporpammy no y4yebHoi gucumnnvHe OrM.06 [JoKyMeHTaUMOHHOe obecrneyeHme
ynpas/eHuns
ana cneunansHoctn CMO 40.02,04 KOpucnpyaeHuus,
paspaboTaHHyto npenogasateniem Kanmbiukoro gunnana reQY MBO «Poccuidcknia
roCyJapCTBEHHbIN YHUBEPCUTET COLMaIbHBIX TEXHOMOMNIA»
TumuHosoi O.B.

MpenctasneHHas paboyas nporpaMma Y4ebHON AMCUMNIMHBL - «[OKYMEHTaLMOHHOe
obecneyeHne ynpaBneHWs» paspaboTaHa B COOTBETCTBUM C TpeGoBaHusMu PeaepanbHOro
rocyJapCTBeHHOro obpasoBaTeNlbHOro CTaHAapTa CpeAHero NpPogecCMoHaIbHOro0 06pa3oBaHus
no cneuuansHocT 40.02.04 KOpucnpyeHUms.

CTpykTypa paboyeil nporpammbl COOTBETCTBYET CTPYKTYpe MPUMEPHbLIX MNporpamm
YUeBHbIX ANCUMMAVH CPeaHero npodeccoHanbHOro 06pasoBaHus.

PeLeH3npyemasn paboyasi nporpamma y4ebHoW AUCUUMANHBI UMEET YETKYHO CTPYKTYpPY U
BK/IHOYAET BCE HEOOXOAVMbIE KOMMOHEHTBI.

B o06uwein XxapakTepucTuke pabouyert nporpammbl ornpefeneHa 0651acTb NPUMEHEHNS
MporpaMMbl, OTPaXXEHO MeCTO Y4ebHOW AWMCUMMAMHBI B  CTPYKTYpe 06pa3oBaTe/bHOiM
NporpamMmbl, PacKpbIBAKOTCA Le/IN U NaHMpYyeMble pe3ybTaTbl OCBOEHUS AUCLMNINHDI.

O6beM Yy4yebHOM  AUCUMNAWHBI, BUAbl Y4eOHON paboTbl, TEMaTUYECKMA NnaH W
cofiepXkaHne y4yebHON [AMCUMMNIMHBI  PacKpbIBAKOT CTPYKTYpPYy W cofepxaHue Yy4e6HOW
AVCUMNANHLI. YKa3aHHble 06beM 4acoB 06pa30BaTe/lbHOV MPOrpamMmMbl YYeOHON ANCLMNANHBI,
TEOPETUYECKMX 1 NPAKTUYECKMX 3aHATUI, (hopma MPOMEXYTOUYHOW aTTecTalyum COOTBETCTBYIOT
yyebHOMY nNnaHy. Buibl nNpakTMYecKMX paboT NO3BONAIOT MPUBWUTHL 0OYYAIOLLMMCH YMEHUS W
HaBblKW B OBMAAEHWNM, W3YYEeHUW, YCBOEHUWM W CUCTEMATM3aLMW MPUOOpEeTaeMblX 3HaAHWA B
npouecce 00yyeHUs, 06ecneynTb BbICOKMIA YPOBEHb YCMEBAeMOCTU B Mepuof obyuyeHus. B
TeMaTUYeCKOM MNJaHe 1 CofepXXaHUM YHebHOW ANCLMNINHBI PACKPbIBAETCS NOCNe[0BaTENIbHOCTb
M3yYeHNs pasdenoB W Tem MPOrpammbl, MOKa3blBAKOTCA pacrpefeneHne y4yebHbIX 4acoB Mo
pasfenam, TeMaM W yKa3blBatOTCA KOAbl KOMMETEHLMIA, (hOPMMPOBAHUIO KOTOPbIX CMOCO6CTBYET
3/1eMEHT NpPOorpammbi.

Ycnosus peanusauum y4ebHom AUCLUMNMHLI ONpeaenstoT TpeboBaHNsA K HE0OX0aUMOMY
mMaTepuabHO-TEXHUYECKOMY — O6GecreveHnto, K 000pyAoBaHMIO Y4YeOHOro KabuHeTa U
TEXHUYECKMM cpeacTBaM 00yyeHusi. MIHGopmaLnoHHoe ob6ecnedeHne 00y4YeHUs COAEepPXKUT
COBPEMEHHbI NnepeveHb PEKOMEHAYEMbIX YUYEOHbIX U3AaHWIA, AOMONHUTENBLHON NUTepaTypbl
W NHTEPHeT-pecypcoB. B nporpamMme npegycMOTpeHbl 0COGEHHOCTU 06YyUYeHNs UHBAINAOB U
NN, C OFPaHNYEHHBLIMW BO3MOXHOCTAMM 3[0POBbSI.

KOHTpONb M OueHKa pe3ynbTaTOB OCBOEHUS Y4ebHOW AUCLUMINHLI COAEPXUT
pe3ynbTaTbl 06YYEHNS, KPUTEPUM N METO/AbI OLIEHKM.

PeueH3npyemass  paboyas  mporpaMma  pekoOMeHAyeTca  Aas  peasmsayum B
o6pasoBaTesibHOM MpoLecce.

PeueH3eHT H.E. KoBanesa, npenogasate/ib Kasmbiukoro gunvana ®reoy
NBO «POCCUIACKMIA rOCYapCTBEHHbIN YHNUBEPCUTET
COLMaNbHbIX TEXHONOTNA»



COJEPKXAHHUE
. OBLIIAA XAPAKTEPUCTHUKA PABOYEN
ITPOI'PAMMBI YUYEBHOU JUCIUATIJINHBI

. CTPYKTYPA U COJEP)KAHUE  VYEBHOH
JIUCLATUIAHBI

. YCJIOBUS PEAJIM3ALIUN VYEBHOU
JTIUCLIATUIAHBI

. KOHTPOJIb U OIIEHKA PE3YJIbTATOB OCBOEHUS
VYEBHOM TMCLMUIUIMHBI



1. OBIIASI XAPAKTEPUCTUKA PABOUYEI ITPOI'PAMMBI
YUYEBHOM JUCIHUITIIUHBI
«OI1.06 JOKYMEHTALHIMOHHOE OBECIIEYHEHME YIIPABJIEHUS»

1.1. MecTo OMCUMIUIMHBI B CTPYKTYpe OCHOBHOI 00pa3oBaTe/ibHOI

NpPOrpamMMmbl:

VYuyeOnast nucruruiiHa «JlOKyMeHTAIlMOHHOE OOECIEeUYeHHE YIPaBICHUS
ABIsETCS 00s13aTeNnbHON 4acThio OOIIenpopecCHOHATBHOIO KA MPUMEPHON

oOpa3zoBarenbHOI mporpaMmbl B cootBeTcTBUU ¢ DI'OC CIIO no cnenuaibHOCTH.

Ocobo¢ 3HayeHWe AUCHUIUIMHA WMEET Ipu (HOPMUPOBAHUU W PA3BUTHU
oomux kommereHui OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 07, OK

08, OK 09.

1.2. lleab U niIaHUpPYyeMBble Pe3yJIbTATHI OCBOCHUA AW CIUIIIMHBI:
B pamkax nporpaMMbl y4eOHOM TUCHUIIIIMHBI 00y4YalOIUMHKCS OCBAaUBAIOTCA

YMEHUS
Y 3HAHUSA
Kon YMenus 3HaHuA
[1K, OK

OK 01, [IpumensaTe Ha  mpakTuke | TepMHHOJIOTHIO B oOnactu

OK 02, rOCyJIapCTBEHHBIE CTaHJAPThI, | JOKYMEHTAIIMOHHOTO O0ECIeUeHUS

OK 03, IpyTrue HOPMATUBHO- | YIIPABJICHUSI;

OK 04, METOJMYECKHE  JOKYMEHTHI, | HopmaTuBHBIE TOKYMEHTBI,

OK 05, pErIaMeHTUPYIOLINE PErIaMEHTUPYIOIINE COCTABIICHUE

OK 06, OpraHU3alUI0 u odopmieHHEe TOKyMEHTAIlUU H

OK 07, JIOKYMEHTAIMOHHOTO MOPSIIOK €€ 00pabOTKU;

OK 08, obOecrieueHus1 yIpaBJeHuUs; [IpaBuna COCTaBJICHUSA u

OK 09, CocraBnsiTb W MpaBUIBHO | 0(hOPMIICHHUS OpraHU3allOHHO-

[IK 1.2, OoQOpMJIISIT OCHOBHBIE BHJIBI | PACTIOPSIAUTENBHBIX  JIOKYMEHTOB,

[IK 1.3. OpraHu3alOHHO- BXOJSIIUX B YHU(PUIIUPOBAHHYIO
pacropsauTEIbHbBIX CUCTEMY OpraHU3allOHHO-
JOKYMEHTOB; pacropsiAUTENbHBIX  JOKYMEHTOB,
OdopmisiTh MHPOPMALIMOHHO- | YHU(DULIMPOBAHHYIO CUCTEMY
CIIPABOYHYIO JIOKYMEHTAIMIO; | IEPBUYHOU YYETHON
OdopmisThb KaJIpOBYIO | IOKYMEHTallUU B 4acTu
JOKYMEHTALUIO; JOKYMEHTAIINU 10 YUETY TPYIa;
Odopmnsate  mpeTeH3UOHHO- | [Topsiiok mpoBeneHUs: IKCHIEPTU3BI

HCKOBYIO TOKYMCHTAIIUIO.

OCHHOCTH JOKYMCHTOB n

MOATOTOBKKU JCII K ApPXHBHOMY




XPaHEHMUIO.
Texuonoruro

OpraHu3anuuun

JOKYMEHTO000pOoTa

opraHu3anusx (yUYpexJIeHusX).

B

2. CTPYKTYPA U COJJEP)KAHUE YYEBHOM JUCIHUIIJIMHBI
2.1. O0bem yueOHOI TUCHUIUINHBI U BUAbI y4e0HOH padoThl

Bup yueOHoii padoTsl

O0BeM B yacax

O0bem 00pa3oBaTe/ibHOI NPOrpaMMbl Y4eOHOM

36
AUCHHUTLTHHBI
B T.4. B (pOpMe NPAKTHYECKOH MOATOTOBKHU 18
BT. 4..
TEOPETUUICCKOE 0OyUCHHE 18
MPaKTUYECKUE 3aHATHUS 18

Camocmoamenvras paboma

HpOMe)KyTO‘lHaH aTrrecranus




2.2. TemaTnueckuidi mJjaH W cojaep:kanve ydeOHoil aucuuminasl OI1.06

JlokyMeHTallMOHHOEe olecneyeHue

yHnpaBJIeHUs
O0bem, akaj.
y/ .
Koapl komneTeHIuii,
Haumenosanue Copepxanue yuyeOHOro marepuasa u ¢GopmMbl OpraHu3anuu oM Hmete b (¢popmupoBanuio
pa3/iesioB U TeM AeATeJIbHOCTH 00y4aroIuXxcst (bopne .. | KOTOPBIX CIIOCOOCTBYET
MPARTHACEKON | rement NPOrpaMmblI
NOATOTOBKH,
akaj. 4
1 2 3 4
Pazgen 1. OCHOBBI JOKYMEHTUPOBAHUS YIIPABJIEHUYECKOM NJEATEJIbHOCTH 512
Tema 1.1 IlonsaTne o | Coagep:xanue yueOHOro MmaTepuaJia 1 OK 01, OK 02, OK 05,
AOKYMEHTAlMOHHOM | OCHOBHBIE CBOMCTBAa JOKYMEHTOB M MX ()YHKIHH B CHCTEME YIIPAaBIICHHUS. OK 09
o0ecmeyeHun [lonsitue nmoxkymenta. Wudopmarmuss u  gokyment. Kiaccudukanus IIK 1.2, 11K 1.3
ylpaBJieHHs, JOKYMEHTOB: 10 BHAY O(OPMIICHHS; IO COJACpXkKaHUIO; 1O (opMme; 1o
AOKyYMeHTe H IPOMCXOXKACHUIO; [0 CpeacTBaM (UKCAlMM; [0 CPOKaM XpaHEHUs. 1
cnocodax MarepuanbHble HOCUTEIN HHPOPMALIUH.
AoxkymeHnTupoBanus | [lonstue noxkymeHTupoBaHus. OCHOBHBIE CIIOCOOBI JOKYMEHTHPOBAHUS.
OCHOBHBIE COBpPEMEHHBIE TEXHOJOIMH, NMPHUMEHsEMble INPH OpPraHU3aALUU
paboThI ¢ JOKYMEHTaMH B OpraHu3alusix (YUpeKICHUsX ).
Tema 1.2 Conep:xanue yueOHOro MaTepuaJia 1
HopmarusHo- HopmatuBHO-IpaBOBblE  aKThl,  pEryJupyollue  JOKYMEHTAllMOHHOE OK 01, OK 02, OK 05,
npasosas 0a3a oOecrieyeHue ynpaBieHus. YHU(UKALKA U CTaHIAPTU3ALUs KaK OCHOBHBIE OK 09
AOKYMEHTAIMOHHOI'0 | HAIpPAaBJIEHUS COBEPIICHCTBOBAHMS JOKYMEHTOB M JOKYMEHTAallMOHHOIO K 1.3
ol0ecnevyeHust o0ecrieyeHus yrpaBJieHus. 1
ynpasJieHUs [TepeyeHb OCHOBHBIX TOCYAAPCTBEHHBIX CTaHAAPTOB Ha YHU(DULIMPOBAHHbIE

cucteMbl  qokymeHTanud. (OCHOBHBIC TOJOKEHUSI TOCYAapCTBEHHOM
CHUCTEMBl  JIOKYMEHTAIIMOHHOTO  oOecmedeHus  ympasieHus. Cocras
YHUDUIIUPOBAHHBIX CUCTEM JIOKYMEHTAIIUH OpraHU3aIlMOHHO-




pacropsiAnTeNbHas, OTYETHO-CTATUCTHYECKAs!, (PUHAHCOBAS H Jp.

Tema 1.3 Cnocoobl u | Cogep:xanue yueOHOro MaTepuaJia 3/2 OK 01, OK 02, OK 03,
NMPaBWJia CO31aHUA Xapakrepuctuka, coctraB u  coaepkanue ['OCTa wHa cucremy OK 04, OK 05, OK 06,
JAOKYMEHTOB OpraHU3aIMOHHO-PACTIOPSAIUTEILHON JOKYMEHTAauu. YHUGUIUpOBaHHAsS OK 07, OK 08, OK 09

CHUCTEMa OPraHM3aIMOHHO-PACIIOPSIUTEIILHON JTOKyMeHTaIuu. TpeboBanms 1 K 1.2, IIK 1.3

kK odopmieHuto gokymeHToB. Dopmynsap-oopazerr OPJ. Ilpasuna

odopMIIeHUS pEKBU3HUTOB, perjaMmeHTupoBaHHbIX [[OCTom.

B ToM Yuc/ie MPAaKTHYECKUX 3aHATHH 2

[Tpaktuyeckoe 3anstue Nel. OdopmiieHre peKBU3UTOB Ha IOKYMEHTAX. 2
Paznen 2. OPTAHU3ALUA CUCTEMbBI JOKYMEHTAIIMOHHOI'O OBECIIHEYEHUSA 26/14
Tema 2.1 Coaep:xxanue yueOHOro MaTepuaJia 4/2 OK 01, OK 02, OK 03,
Od¢opmiienue XapakTepucTuka M COCTaB CHPaBOYHO-UH(POPMAIIMOHHBIX JOKYMEHTOB OK 04, OK 05, OK 06
HH(OPMALUOHHO- (cimy>xeOHBIX TTHCEM, CIPABOK, 3asBJICHU, aKTOB, IPOTOKOJIOB, JOKJIATHBIX U 5 IIK1.2,IIK 1.3
CIPABOYHOM OOBSCHUTEIIBHBIX  3alMCOK), TpeboBaHUsS K  UX  O(OPMIICHUIO.
AOKYMEHTAIUU JIoOKyMEeHTHpOBaHHE JeSITeILHOCTH KOJUIETHAIBHBIX OPTaHOB.

B ToM Yuc/ie NpaKTHYeCKUX 3aHATHI 2

[TpakTrueckoe 3ausatue No2. Odopmiienrne nHGHOPMAITMOHHO-CIIPABOYHON 5

JIOKYMEHTAIUH.
Tema 2.2 Conep:xaHue yuedOHOro MaTepuasa 6/2 OK 01, OK 02, OK 03,
Odopmienue OcHOBHBIE TpYMNIbl OPraHU3ALMOHHO-PACTIOPSAUTEIBHBIX JIOKYMEHTOB. OK 04, OK 05, OK 06,
OpPraHu3anoOHHO- XapakTepucTUKa W COCTaB OpraHM3aIMOHHBIX JOKYMEHTOB (ycTaBa, OK 07, OK 08, OK 09
pacnopsIMTe]bHON | MONOXKEHHS, WHCTPYKUUH, TOJDKHOCTHOW HMHCTPYKIMH), TpeOOBaHHS K IK 1.2, TIK 1.3
AOKYMEHTAIlUH oopmiIeHH0. XapaKTepUCTHKA U COCTaB PaCHOPSAUTENBHBIX JTOKYMEHTOB

(mocTaHOBNEHUS, TpUKa3a, pEHICHHs, PACHOPSHKEHUs,  YKa3aHud), 4

TpeGoBaHuUs K UX 0(POPMIICHHUIO.

[TonsiTHe TO/UIMHHWKA, KOMWHU, BBIMTUCKU, IyOnukata. Buael komui

JOKYMEHTOB, OCOOCHHOCTH 3aBEPEHUS] KOMUI W BBIMHCOK HOTapUAIbHBIMU

KOHTOPaMH | JIOJDKHOCTHBIMH JIMIIAMHA OpPTaHU3aIHH.

B ToM 4nciie NpaKTHYECKUX 3aHATHH 2




[TpakTraeckoe 3austue Ne3. OdopmiieHne opraHu3auoHHO-

pacnopsiANTEIbHON JOKYMEHTAIUH. 2
Tema 2.3 | Coaep:kanue yueOHOro MaTepuajia 6/4 OK 01, OK 02, OK 03,
Od¢opmiienue 3asBieHUS U MPUKA3bI 110 JIMYHOMY cocTaBy. JlnuHas kaptouka popmser T-2 5 OK 04, OK 05, OK 06,09
KaJpoBoii U JJUYHEIE JIea IIK 1.3
AOKYMEHTALMHU B ToM unciie NpaKTHYECKUX 3aHATHH 4

[Tpaktuyeckoe 3anstue Ne4. OdopmiieHre KaIpoBOi JOKYMEHTAIMH. 4
Tema 2.4 loroBopHo- | Conep:kanne y4eO0HOro MarepuaJia 4/2 OK 01, OK 02, OK 03,
npaBoBast [Tonsitue goroBopa. OcHOBHBIE pa3aeinsl A0roBopoB. [lopsaok odopmiieHus 5 OK 04, OK 05, OK 06
AOKYMEHTalus TPYZIOBOTO JOTOBOPA, JOTOBOPA MOCTABKH, 10IOBOPA KYILUIU-TIPOJAXKH. K 1.2, IIK 1.3

B ToM Yuc/ie IPaKTHYECKUX 3aHIATHH 2

[TpakTiaeckoe 3ansTue Ne5. OdopmiieHre J0roBOPOB. 2
Tema 2.5 | Conep:xkanue y4yeOHOr0 MaTepuajia 6/4 OK 01, OK 02, OK 03,
IIperen3uonHo- OcHOBHbBIE PEKBU3UTHI U MOPSIOK O(OPMIIEHUS IMPETEH3UM, OTBETOB Ha OK 04, OK 05, OK 06,
HCKOBasl nperensuto. HOpuandeckass ciyx0a, BBINONHSIONAS MPETEH3HOHHO- OK 07, OK 08, OK 09
AOKYMEHTalus HCKOBYIO pa0oTy Ha mpeanpusaTin. JKypHai perucTpanuu mpeTeH3ui. 2 K 1.2, TIIK 1.3

[Topsimok odopMieHHS HCKOBBIX 3asBICHUIl M TpeJCTaBICeHHE HX B

ApOuTpaxHslIii cyn.

B TOM 4Hc/Ie IPAKTHYECKUX 3aHATHI 4

[Tpaktueckoe 3anstue Ne6. OdopmiieHue MNPETEH3MOHHO-UCKOBON 4

JIOKYMEHTaI1H.
Paznen 3 OPTAHU3AIIUA PABOTBI C JOKYMEHTAMMU B OPITAHU3ALIUAX 5/9
(YUYPEXKJAEHUSAX)
Tema 3.1 Copepxanue yueOHOro MmaTepuasa 1 OK 01, OK 02, OK 03,
TexHosorus VYropaBnenne u  JenonpousBoACTBO.  OpraHusaiMoHHbIE  (OPMBI OK 04, OK 09
OpraHM3anuu JIETIONIPOU3BO/ICTBA. Cnyxba JTOKYMEHTallHOHHOT O o0ecrnieueHus K 1.2, TIK 1.3
JAOKYMEHT0000pOoTa B | YIIpaBJCHHUs, OCHOBHAas  3ajada, (YHKIWH, THIIOBBIE CTPYKTYPHI, 1

OpraHu3anusx
(YupexxaeHusx)

JIOJDKHOCTHOM cocTaB. PermamenTarust pabotsl ciayxO0bl JIOY. IIpumepHoe
HOJIOKEHHE O ClIyk0e JTOKYMEHTAI[MOHHOTO OOeCreyeHHs YNIpaBJICHUS M




JIOJKHOCTHBIE HHCTPYKLIUH.

Tema 3.2 Conep:xaHue yueOHOro MaTepuasa 3/2 OK 01, OK 02, OK 03,
Ocobennoctu [TonsTus mpeanoxeHus, 3asBiIeHUs U >kanoObl. [Ipumem u perucrpanus OK 04, OK 05, OK 06,
AeJIONPON3BOACTBA nuceM rpaxzaad. PaccMorpenue u pazpenieHue nuceM, CpoK pacCMOTPEHHUS. OK 07, OK 08, OK 09
110 00paleHUusIM AHanu3 nuceM rpaxjaaH. I[IK1.2,1IK' 1.3
rpa)IaH H Kondunennuanpaoe nenonpousBoicTtso. ['pud orpanuueHust gocryna K 1
KOH(MUIECHIHUATBHOIO | IOKYMEHTY. ABTOMAaTH3WPOBAHHBIE CHUCTEMBbI DPAOOTHI C JAOKYMEHTaMH.
AeJIONPOU3BOACTBA CpenctBa H3roTOBJIEHUS, KONMPOBAaHUS M Pa3MHOXKEHMSI JIOKYMEHTOB.

Opranuzanus pabo4ux MecT.

B ToM 4uc/ie NpaKTHYeCKUX 3aHATHI 2

[Tpaktuyeckoe 3anstue Ne7. OdopmiieHne oOpaleH’i rpax/iaH. 2
Tema 3.3 Coaep:xxanue yueOHOro MaTepuaJia 1 OK 01, OK 02, OK 03,
CucremaTusanus [TonsiTue  nokymeHToobopora.  OOmMe  HOPUHLMIBI  OpPraHU3aLUU OK 04, OK 09
JAOKYMEHTOB, JOKYMEHTO000pOTa, €r0 OCHOBHBIE 3TAllbl: IPUEM M IEepBUYHAS 00paboTKa I[K 1.2, 11K 1.3
(popmupoBanue UX B | JOKYMEHTOB; pacHpe/eleHUE IMOCTYNUBIINX JOKYMEHTOB; PETUCTPALIUS
AeJia M mepeaava B JOKYMEHTOB U IPEABAPUTEIIBHOE HUX PAaCCMOTPEHHUE; PacCMOTpPEHUE
apXMB OPraHM3alMl | JOKYMEHTOB PYKOBOJCTBOM OpraHM3alMU (YUpexKJeHUs) U HalpaBiIeHHE UX 1

Ha HUCIOJIHEHUE; UCIOJHEHHE M KOHTPOJb 32 HCIOJIHEHHEM JOKYMEHTOB;

TEKYIIee XPaHEHUE IOKYMEHTOB.

Howmenknarypa nen. O6paboTka e A MOCIeAYIOUIeT0 XpaHeHHUs.

DKcrnepTr3a HEHHOCTH J0KYMEHTOB, 0(hopMIIeHHE J1e]1, COCTaBIECHUE

onucei. Cnaya Jen B apXuB.
IIpomexxyTounas arrecrauus
Bcero: 36




3. YCJIOBUSA PEAJIN3AIIAU YYEEHOW JUCIUILIUHBI

3.1. Jlna peanu3anuu NPOrpaMMbl y4eOHOH JAMCUMILIMHBI JOJIKHBI
OBITH NPEeAYCMOTPEHBI ClIeHAJIbHbIC TOMEIICHHS:

Kabuner «JlokyMeHTaIIMOHHOTO OOECIIEUEHHs YIPaBICHUSN», OCHAIICHHBIN
B COOTBETCTBUHU C 1. 6.1.2.1 00pa3oBaTebHON IPOrPAMMBI IO CIIEITUATHFHOCTH.

3.2. UupopMmanuoHHOe oOecneyeHue peau3alu NporpamMmmbl

Jns  peanuzanuu  mporpaMmbl  OMOIMOTEHHBIM (GOHJ 00pa3oBaTEIbHON
OpraHM3alMy JI0JKEH MMETh MeYaTHbIC W/WUJIM AJIEKTPOHHBIE 00pa30BaTENIbHbIE U
MH(POPMAIIMOHHBIE PECYpPCHI AJI UCIOJIb30BaHUSA B 00pa30BATEIBLHOM IIPOLIECCE.
[Ipu dopmupoBanun OubmMMOTEeUHOro (HOHAA 00pa30BaTEIHLHONW OpraHu3aluei
BBIOMpaEeTCsl HE MEHee OJHOTO W3JaHUS M3 TEePEUYHCIIEHHBIX HIDKE MEYaTHBIX
U3JIaHUI U (MJK) 3JIEKTPOHHBIX U3/IaHUN B KAYECTBE OCHOBHOTO, ITPH 3TOM CITUCOK
MOJKET OBITh IOTIOJTHEH IPYTUMH U3TaHUSIMHU.

3.2.1. OcHOBHBIE NTeYATHBIC N3AAHUA

1. Kysnenos W.H. JlokyMeHTanroHHOE oOecreyeHue YIpaBiIeHUs.
JIOKyMEHTOOOOpOT M JIEIONPOU3BOJICTBO | YUEOHUK U TPAKTUKYM JUIsl CPEIHETO
npodeccuonanbHoro obpaszoanus / UW. H. Ky3nenos. — 4-¢ usn., mnepepab. u
non. — Mocksa: U3patensctBo IOpaiit, 2023. — 545 c¢. — (IIpodeccunonansHoe
obpazoBanue). — ISBN 978-5-534-16004-8.

2. bacakoB M. W., JlokymeHTallMOHHOE OOecTieYeHUEe YIpaBJICHUS (C
OCHOBAMH apXuBOBelleHUs): yueOHoe mocobome / M. WM. bacakoB. — Mockaa:
KuoPyc, 2023. — 216 c¢. — ISBN 978-5-406-11367-7. — URL:
https://book.ru/book/948724

3.2.2. OcHOBHBIE YJICKTPOHHbIE U31AHUSA

1. Bapmynn B. B., [JoxkymeHTanumoHHOE oO€cCleYeHUue YyIpaBiICHUS:
yueonuk / B. B. Bapmyna. — Mocksa: FOctumus, 2022. — 271 ¢. — ISBN 978-5-
4365-8902-2. — URL.: https://book.ru/book/942707

2. Kopuees MW. K. JlokymeHTannmoHHoe oOecrieueHrue yIpaBiIeHUS:
y4eOHUK W TPAKTUKYM i1 CPEAHEro MpoQeCcCHOHATBHOrO 00pa3oBaHus /
. K. Kopsnees, A. B. [Tmenko, B. A. Mamypues. — 3-e¢ u3., nepepad. u 10m. —

MockBa: MWznarensctBo IOpaiit, 2023.— 438 c.— (IIpodeccuonanbHoe
obpazoBanue). — ISBN 978-5-534-16002-4. — TekcT: SIEKTpOHHBIA //
OO6pazoBatenbHas maTdopma Opaiit [caliT]. — URL:

https://urait.ru/bcode/523611



3. KysnenoB U. H. JlokymeHTanmoHHOe oOecreueHue yIpaBieHUsI.
JIOKyMEHTOOOOPOT M JIETIONPOU3BOJICTBO: YUEOHUK U MPAKTUKYM [UIsI CPEIHEro

npodeccuonanbHoro obpazoanus / U. H. Ky3nenos. — 4-e u3n., nepepab. u
non. — Mocksa : M3gatensctBo FOpaiit, 2023. — 545 ¢. — (IIpodeccuonanbHoe
obOpaszoBanue). — ISBN 978-5-534-16004-8. — Tekct: 2IeKTpOHHBIA //
OO6pazoBartenbHas matdopma Opaiit [caiiT]. — URL:
https://urait.ru/bcode/523613

4, Ky3nenoBa WM. B. JlokyMeHTaunoHHOE OO€CIEYEHUE YNPABIICHHUS:

yauebHoe nocodue s CIIO / U. B. Ky3nenona, I'. A. XagaTpsH. — 2-¢ u3a. —
Caparos: IIpodobpazoBanue, At [lu Op Menua, 2019. — 166 c. — ISBN 978-5-
4486-0404-1, 978-5-4488-0216-4. — TekcT : 3JIEKTPOHHBIM // DIEKTPOHHBIN
pecypc mmudpoBoit oopazoBatenbHor cpenbl CIIO PROFo6pazoBanue : [cailT]. —

URL.: https://profspo.ru/books/80326
S. [ysanoBa H.H. JlokymeHTaumoHHOE OOECHEUYECHHE YIPABJICHUS:

y4eOHHK W TIPAKTUKyM IS CPEJHEr0 NPOPECCHOHATBHOrO 0oOpa3oBaHwMs /
H. H. lllyBanoBa. — 3-¢ wu3n., mepepad. u npom. — MockBa : M3gatenbcTBo
FOpaiit, 2023. — 247 c. — (IIpodeccuonanbroe obpazoanue). — ISBN 978-5-
534-16538-8. — Tekcr: anekTpoHHbIN // OOpaszoBarenbHas 1wiargopma FHOpaiit
[catiT]. — URL.: https://urait.ru/bcode/531240

3.2.3. JlonmoJIHUTEJIbHbI€ HCTOYHUKH

1. ANBOOM MEepPBUYHBIX JOKYMEHTOB: JiekrpoHHas kaura (1 CD).- M.:
N ]I «PaBHOBecuey.- (Cepus [emoBbie JOKYMEHTBI», BHIIL. 6).

2. PeokakoB A.Il. OOpasupl JOKYMEHTOB Ui TPaKIaH: DJIEKTPOHHAsS
kuura (1 CD).- M.: U]1 «PaBHOBecue».

3. CrnpaBouHO-IIpaBoBas cucreMa «l'apanT.

4, CnpaBouHo-1mipaBoBas cucrema «Koncynprantllmoc».

5. Ioct P 7.0.97-2016. Hamuonanenslii ctangapT Poccuiickoii
®enepauuu. CucremMa CcTaHAAapTOB MO HMHPOPMALMM, OUOIMOTEYHOMY H
u3nareabckoMy  geny.  OpraHu3anmoHHO-PACHOpSIUTENbHAS — JIOKYMEHTAIIUA.
TpebGoBanus kK 0pOpMICHUIO JOKYMEHTOB.

6. Poxusarosckas, M. P. JlokymeHTalnmmoHHOE oOecIieueHne: ydeOHoe
nocobue / U. P. Poxusarosckas. — Cumdepornonb : YHUBEPCUTET SKOHOMUKH U
ynpasinenus, 2016. — 104 ¢. — ISBN 2227-8397. — TekcT: 3neKTpOHHbIN //
DOneKTpoHHBIM  pecypc  mudpoBoi  oOpazoBarenbHOl  cpeast  CIIO
PROFo6pa3oBanue : [caiit]. — URL.: https://profspo.ru/books/73265

1. bacakoe M. W.  JlenompousBonactBo  [JloKyMeHTalMOHHOE
oOecrieuenue ympapneHus]|: yaeOnuk / M. W. bacakos, O. U. 3ampbinikoBa. —
PoctoB-na-/lony: ®enukc, 2014. — 376 c¢. — ISBN 978-5-222-23063-3. —



https://profspo.ru/books/80326
https://profspo.ru/books/73265

TekcT: aneKTpOoHHBIHN // DNEeKTPOHHBIN pecypc nU(poBoil 00pa3oBaTEIbHON CPeIbl
CIIO PROFo6pa3oanue : [caiir]. — URL.: https://profspo.ru/books/59345

3.3. OcobOenHocTH O00y4YeHHMSI MHBAJUAOB W JMI ¢ OrPAHUYEHHBIMU
BO3MOKHOCTSIMH 310POBbSI

YueOHble 3aHSATHS MHBAJIMUJIOB M JIMI[ C OTPAHUYECHHBIMH BO3MOKHOCTSIMU
3JI0POBbsSI OPTaHU3YIOTCSI COBMECTHO C JPYTMMH OOYy4YaloIIUMHCS B YYEOHBIX
TpyIax, a TAakKe HHIUBUIYATHHO, B COOTBETCTBUH C TPa(hMKOM HHIUBUIYaTbHBIX
3aHATHM.

[Ipu 5TOM HEOOXOIUMO YUUTHIBATH HECKOJIBKO ACIIEKTOB:

- OCOOCHHOCTM HO30JIOTMHM OOYYalOIIMXCS MHBAIUJOB U JHI[ C
OTPaHUYECHHBIMH BO3MOXHOCTSIMH 3J0POBbS;

- ICUX03MOIIMOHATILHOE COCTOSTHUSL 00yYaroIINXCs;

- ICUXOJIOTUYECKUN KIMMAT, KOTOPBIA CIIOKUJIICS B CTYJEHYECKOU IPyMIIE;

- HACTpPOH OTHENbHBIX OOYYAIONIMXCS M TPYMIbl B ILEJIOM Ha MPOIECC
oOyJeHus.

[Ipu opranuzanuu y4yeOHBIX 3aHSATUN B yUEOHBIX T'PYINAX HCIOIB3YIOTCA
COLIMAJIbHO-aKTUBHBIE U  pe(IeKCUBHbIE METOAbl OOY4YEHHUs, TEXHOJIOTHH
COLIMOKYJIbTYPHON peadWIUTAlUUA C LENbI0 OKAa3aHUs MOMOIIM B YCTaHOBJICHHH
MOJHOLICHHBIX ~ MEXKJIWYHOCTHBIX  OTHOIICHWH,  co37JaHus  KOMGOPTHOTO
MICUXOJIOTUYECKOT0 KJIIMMAaTa B IPYIIIE.

B  oOpa3oBarenbHON  JI€ATEIBHOCTH  NPUMEHSAIOTCS  MaTepUajbHO-
TEXHUYECKOE OCHAILEHUE, CIIEHNaTU3UPOBAHHbIE TEXHUUECKHE CPEICTBA NpHUeMa-
nepenauyn y4eOHOM HMHPOpMalnuMu B JOCTYHNHBIX (QopMax sl OOyHaroIIMXCS C
Pa3IMYHBIMU OCOOCHHOCTSIMU 3/J0POBbS, JJIEKTPOHHbBIE 00pa30BaTENbHbIE PECYPCHI
B JIalITUPOBAHHBIX (POpMax.

Crneunduka oOydeHHUs WHBAIUAOB U OOYYAIOIIUXCS C OrPAHHUYCHHBIMHU
BO3MOXXHOCTSIMUA 3JI0POBbSI MPEANOIAracT MCIOJIb30BAHUE UTPOBOTO, MPAKTUKO-
OpUEHTHUPOBAHHOTO, 3aHUMATEJILHOTO MaTepualia, KOTOPbIH HEOOXOAuM JUIs
MOJIy4eHHS] 3HAHUW U (PopMUpOBaHUS HEOOXOMUMBIX KomrieTeHuui. [loaroroBka
oOy4JaromMMHUCs 3aaHuil JUIsi y4eOHbIX 3aHATHA JOJDKHA COYETAaTh YCTHBIE H
MUCbMEHHbIE ()OPMBI B COOTBETCTBUU C UX OCOOCHHOCTSIMU 3/10POBbSI.

JUiss  Toro 4ToObl MPENOTBpAIlaTh HACTYIUIEHHE Y OOy4YaromMXcs C
WHBAJIMIHOCTBIO M OOyYaroUIuXcsi, UMEIOIIHUX OrPAHMYEHHBIE BO3MOKHOCTH
3I0pOBbsI, OBICTPOrO YTOMJIEHHS MOKHO MCIOJIb30BaTh CIIEIYIOUIUE METOJbI
pabOThI:

- YepeI0BaHUE YMCTBEHHON U MIPAKTUYECKOH IESITEIbHOCTH;

- PETIOJTHECEHUE MaTepHrasa ¢ UCIOIb30BaHUEM CPEJCTB HATJISTHOCTH;

- HUCHOJb30BAaHUE TEXHUUYECKUX CPEACTB OOyueHHUs, uepeloBaHHE
NpEeabSIBISIEMO HA clyX WHGOpPMAMK C  HATJISHO-IEMOHCTPAIMOHHBIM
MaTepUaIOM.

IIpy OCBOGHMM JUCHUUIUIMH WHBAIWAAMU W JIMIIAMU C OrPAHUYEHHBIMU
BO3MOXKHOCTSIMH 37I0POBBSI O0JIBILIOE 3HAYEHHUE JOJIKHO OTBOJUTHCS MPOBEICHUIO


https://profspo.ru/books/59345

C HUMHU UHAMBUAyaJIbHONM pabOTBl €O CTOPOHBI MpemnojaBateneil. B
UHIUBUYAIbHYIO paO0Ty BKIIIOUYAETCS:

-  WHAWBUAyalbHas ydyeOHas paboTa (KOHCYJNbTAIlMH), TO €CTh
JOTIOJTHUTENBHOE Pa3bsACHEHHE YYeOHOro marepuana M YrIyOJIeHHOe H3y4deHHUe
MaTepHuaia ¢ TeMU 00y4aroIIMMHUCS, KOTOPhIE B ’TOM 3aMHTEPECOBAHBI;

- UHJIMBU]lyaJIbHAsl BOCIIUTATENIbHAs padoTa.

Oco0ennocT 00y4yeHHUs1 OOYYAKOIIMXCHA C HAPYUWIEHHWSIMH OIIOPHO-
JABUTaTEJILHOI0 annapara.

JUis  oOydaronierocsi, HMEIOIIEr0 HapyLWIEHUs OMNOPHO-ABUTaTEIbHOTO
amnrmaparta, He0OX0IUMO TOCOBETOBATh HUCIIOJIB30BATh BCIIOMOTATENIBHBIE CPEICTBA
JUISL YCBOGHHS TPOTPAMMBI, Hampumep, AUKTOGOH U JAPYTrHUe DJICKTPOHHBIC
HOCHUTENU UH(pOpMaLH.

[Ipu mpoBeneHWUW ayTUTOPHBIX 3aHATHH € OOYYArONTUMUCS, WMCIOIIMMHU
OCIIO)KHEHHSI C MOTOPUKOM pPyK, BO3MOKHO HCHOJB30BAHUE CJIEIYIOUIUX
BapUAHTOB paOOTHI:

- obecrieueHre 00yJaronIMXcsl AJICKTPOHHBIMU TEKCTaMU JICKIIUNA U 3aJjaHui
K Y4€OHBIM 3aHITHUSIM;

- UCIIOJIb30BAaHUE TEXHUYECKHX CPENICTB (DPUKCAIUU TEKCTa (IUKTO(OHBI) C
HOCJIEAYIOLUUM COCTaBJICHUEM TE3HCOB JIEKIIMU B XOJE CAMOCTOATEIbHONU pabOThI
oOy4aromerocsi, KOTOpble OHHM BIIOCJIEJICTBUM MOTYT MCIIONb30BaTh IpH
MOJITOTOBKE M OTBETAX HA yUEeOHBIX 3aHATHIX.

OmauM 13 BUAOB pabOTHI 711 00YJAIONTUXCsI, UCTIBITHIBAIOIINX TPYIHOCTH B
MMUCbME MOXKET OBITh MOJATOTOBKA K YUYEOHBIM 3aHATHSM TAaKUX 3aJaHHUI, KOTOPHIE
He TpeOyloT OT HUX HaNHMCaHWs [UIMHHBIX TEKCTOB OTBeTOB. Hawmbomee
ONITUMAJIEHBIM BapUAaHTOM TaKOTO 3aJaHU, BHITIOJHIEMOTO B TUCEMEHHOH (hopme,
MOKET CIIYXHUTh TECTOBOE 3a/JaHue. Mcnonb30BaHne TECTUPOBAHUS 00YUaAIOIIUXCS
HEOOXO0MMO COBMEIIATh C 0OCYKJEHIUEM BApUAHTOB OTBETOB.

KoHTposb 3HaHMIT MOYKHO BECTH KaK B YCTHOM, TaK U B TMCbMEHHOM BHJIE.

Oco0eHHocTH 00yUeHHs 00YYAIOIIUXCS ¢ HAPYILIEHHEM CJIyXa.

[Ipu opranuzanumm oOpa3oBaTENBLHOrO Ipoliecca co  ciaadociblianei
ayqUTOpUEN  PEKOMEHIYeTCsl  HCIOJIb30BAaTh  CIEAYIOIIHE  MEeAarornyeckue
TPUHITUTIBI:

- HarJIS,THOCTH TIPETIoIaBaéMoOro MaTepurara;

- UHJMBU1yaJIbHOTO MOAXO0A K KaKIOMY 00yYaromeMycs;

- HCTIOIh30BaHUS HH(POPMAITMOHHBIX TEXHOJIOTHH;

- WCTOJIb30BaHMUS YYEOHBIX TOCOOWH, aganTUPOBAHHBIX TSI BOCIPHITHS
OOy4YarOIIMMUCS C HAPYILIEHUEM ClIyXa.

OOyuarolieMycsi ¢ HapyILlIEHUEM ClyXa CJIeAYyeT MPEAJIOKUTh 3aHATh MECTO
Ha MepeHUX NapTax ayAuTOpPUH, a MPENo1aBaTelto OO0JbIIe BPEMEHN HAXOAUTHCS
psiaoM ¢ paboyMM MECTOM JTOro OOyd4arolmerocs. Y4UWThIBas, 4YTO TakKue
oOydaromyecs JIydine MOHUMAIOT MO ry0amM, >KeJIaTeabHO PacroyiaraThCsi K HUM
JIUIIOM, TOBOPUTH TPOMKO U YETKO.

JIisi  TOBBIINIEHUST  YPOBHS ~ BOCHpUSTHS  yuyeOHOW  wHOpMaIHH
OOyYarOMIMMHUCS  paccMaTpUBAEMOM  TPYIIbI, PEKOMEHIYEeTCS MPUMEHEHHE
3BYKOYCUJIMBAIOIICH ammaparypbl, MYJIbTUMEIUNUHBIX H JPYTUX CPEJICTB.



CrnoxHble Ui TOHMMAaHHUS TEMbl CIEAyeT CHa0XaThb Kak MOKHO OOJIBIINM
KOJMYECTBOM HarjsigHoro Marepuaia. OcoOyio ponb B OOy4YeHHHM JIMI[ C
HapyLIEHHBIM  CIIyXOM, UIpalOT  BujaeoMarepuanbl. [lo  BO3MOXKHOCTH,
npeabsaBisieMasl BUJCOMHGOPMAIIHS MOKET COIPOBOXKAATHCS TEKCTOBOM OeryIieit
CTPOKOM MJIM CYPAOJOTUYECKUM TEPEBOIOM.

Kontponb 3HaHuit oOydarommxcs ykazaHHOH HO30JIOTMM MOET BECTUCH
MPEUMYIIECTBEHHO B TMHUCbMEHHOM BHJE, HO JJis pPa3BUTHUS YCTHOM peuw,
PEKOMEHIyeTCsl TPEUIOKHUTh OO0ydaroleMycs paccka3aTh OTBET Ha 3aJaHHE B
Te3Hcax.

Oco0eHHOCTH 00y4YeHHsI 00YyUAIOUIUXCS ¢ HAPYLIEHHEM 3PeHMS.

Crnenuduka oOyueHuss crabOBUIAIIMX OOYYArOIMIMXCS 3aKII04aeTcs B
CJIEIYIOLIEM:

- He00X0IUMO TO3UPOBAThH YUEOHYIO HATPY3KY;

- MPUMEHATH ClenHuaibHble (GOPMBI M METOJbI OO0y4YEHHUS, TEXHUYECKUE
CpEICTBa, MO3BOJIAIOIIME BOCIHPUHMMATh MHPOPMAIUIO, & TAK)KE ONTHYECKHE U
TU(IIONEarOrNYeCKre yCTpOICTBA, paciupsonme M03HABATEJbHbIC
BO3MO>KHOCTH 00YyYaronnxcs;

- YBEIMYMBATh HCKYCCTBEHHYIO OCBEIIEHHOCTh INOMEILIEHUI, B KOTOPBIX
3aHUMAaIOTC 00Y4aIOIIUECs C TOHUKEHHBIM 3PDEHUEM.

[Ipu 3putenbHON paboTe y CIA0OBUASIIMX OOYyYarOmUXCsi OBICTPO
HACTylaeT YTOMJIEHHE, YTO CHHXAeT UuX pabOTOCIOCOOHOCTh, MO3TOMY
HEOOXOJMMO TMPOBOJUTH HEOOJBIINE TEPEPHIBbI WU NEPEKI0YEHUE padodeit
AKTUBHOCTH.

[Ipy ureHuMn neKUM, CIA0OBUASIIUM OOYUYAOIIUMCS CIEAYET pa3peliuThb
UCITIOJIB30BaTh 3BYKO3aIMCHIBAIOIINE YCTPOMCTBA M KOMIBIOTEPHI, KaK CIOCO0
KOHCTICKTUPOBaHHUs, BO BpeMms 3aHsATH. HeoOXoanmMo KOMMEHTHpPOBAaTh CBOU
KECTbl M HAJMNCH Ha JIOCKE M IepelaBaTh CIIOBaMHU TO, YTO YacTO BBIpa)KaeTcs
MHUMUKOH U KECTAMMU.

[Ipu paboTe Ha KOMIIBIOTEpE CIEAyeT HCIOJb30BaTh  MPUHIUI
MaKCHMAaJbHOTO CHI)KEHHUS 3PUTENIbHBIX HAarpy3oK, JO3UPOBAaHUE U YepeIOBaHUE
3pUTENIbHBIX HAarpy3ok ¢ JpyruMU BUAaMU JestensHocTd. Kpome Toro,
HEOOXOJMMO  HCHOJb30BaTh  CIHELUAIbHBIE IPOrpaMMHBIE  CpEICTBA IS
yBEJIMYEHUS N300paKeHUs Ha SKpaHe WK U1 03BYYMBaHUs HH(DOpMALIHH.

[Ipu mpoBemeHMr TPOUEAYPHl OICHUBAHHS PE3yNbTaTOB OOydYeHHUs
WHBAJIHJIOB U JIUI] C OTPAaHUYCHHBIMU BO3MOXKHOCTSIMH 3/I0POBbsI 00€CIICUNBACTCSI
BBITIOJTHEHUE CIIEAYIONINX JIOMOJHUTENBHBIX TpPeOOBaHWH B 3aBUCHMOCTH OT
WHJMBUAYAJBHBIX OCOOCHHOCTEHN 00y4arOIIUXCS:

1. wHpOpMAIMS 1O TOPAAKY TMPOBENCHUS TMPOICIAYPhl OICHUBAHHS
MpenocTaBisieTcs B JAOCTynHOW ¢(opme (ycTHO, B NHUCbMEHHOW ¢dopme, Ha
AJIEKTPOHHOM HOCHUTEJE, B IEYaTHOM (pOopMe YBEIHMUEHHBIM IIPUPTOM U T.I1.);

2. poctynHas ¢opMa NpEAOCTaBICHHs 3aJaHUl OICHOYHBIX CPEACTB (B
neyaTHoi (opme, B TmeuaTHOW (opme yBenmuueHHbIM mpupToM, B (hopme
AIIEKTPOHHOTO JJOKYMEHTA);

3. goctynHas (opma npeAaocTaBiIeHHs] OTBETOB Ha 3a/aHusl (MMCbMEHHO Ha
Oymare, HaOOp OTBETOB Ha KOMITBIOTEPE, YCTHO U Jp.).



[Ipu HeoOxomumocTH i1  OOyYalOUUMXCA C  WHBAaJUAHOCTBIO U
oOyyarolmuxcss ¢ OrpaHUYEHHBIMH BO3MOMKHOCTSMM  3/10pOBbs  IIpOLEAypa
OLICHUBAHUS PE3ylbTATOB OOYYEHHUS IO JUCHUIUIMHE MOXKET MPOBOJIUTHCS B
HECKOJIBKO 3TAaIlOB, a TAKXKE MOXKET ObITh MPEAOCTABICHO JIOMOJIHUTEIBHOE BPEMS
IUIsL IOATOTOBKYU OTBETA HA 3a4€TeE.



4. KOHTPOJIb U OIIEHKA PE3YJIbTATOB OCBOEHUA

YUYEBHOM JUCIHUITIIUHBI

Pe3yabTaThl 00yYeHHs ‘

Kputepun onenkn

MeToanl oIeHKH

HepequL 3HaHHﬁ, OCBAMBACMBbIX B paMKax JUCHUIIJIMHBI

Tepmunomorus B
obnactu
JOKYMEHTAIlMOHHOTO
obecrnieueHus
yIIpaBICHUS;
HopmaTtusHbIe
JIOKYMEHTHI,
perIaMeHTHPYIOLIHE
COCTaBIICHUE u
odopmiieHre
JIOKyMEHTaIu! u
MOPSIIOK €€ 00padOTKH;
[IpaBuna cocraBieHus: U
odopmIteHUs
OpraHu3aIMOHHO-
pactopsaIUTeIIbHBIX
JIOKYMEHTOB, BXOJSIINX
B YHU(PUIUPOBAHHYIO
CUCTEMY
OpraHU3aIMOHHO-
pactopsaIUTeIIbHBIX
JIOKYMEHTOB,
YHUPUIIMPOBAHHYIO
CUCTEMY NEPBUYHOU
YUETHOW JOKYyMEHTaIluu
B YacTU JOKYMEHTAIu’

10 y4eTy TpY/a;
Ilopsanox  mpoBeacHHUs
DKCIEPTU3Bl  IIEHHOCTH
JIOKYMEHTOB "
NOATOTOBKH  JI€T K
ApXMBHOMY XpaHEHHUIO.
TexHomorus
OpraHu3aluu
JOKyMEHTOOOOpoTa B
OpraHu3aLusIX
(Y4pexIeHusx).

- oopMIICHHE IOKYMCHTOB M PEIICHUE
MPAKTUYCCKUX CUTYyaIui c
HOPMAaTHBHBIM MIPaBOBBIM
000CHOBaAHHEM;

- UCIIOJIb30BaHUE pa3IMYHBIX
WCTOYHUKOB, BKJIIOYas DJIEKTPOHHBIC
pecypcel, Meaua pecypcebl, MHTepHer-
pecypchl, MEepHUOJUYECKHE H3JaHHs IO
CHEIMAIEHOCTH JUTST pelieHus
npodeccnoHanbHbIX 3a7a4

- JIEMOHCTpAIMsl OTBETCTBEHHOCTH 32
MPUHSATHIE PENICHHS, 000CHOBAaHHOCTH
caMmoaHajmn3a " KOPPEKIIHSI
pe3yJIbTaTOB COOCTBEHHOMN pabOTHI;

- HCIIOJIb30BaHHUE 3aKOHOJATENbHBIX U
HOPMAaTUBHO-TIPABOBBIX npu
TUTAHUPOBAHUM TIPEIITPUHUMATEIHCKOM
NESTeNIbHOCTH B MPO(ecCHOHATBHOM
cdepe;

- JEMOHCTpauus 3HaHWM B 00JacTH
(rHaHCOBO I'PaMOTHOCTH;

- KOHCTPYKTHUBHOCTH B3aUMOJICHCTBUS

adKTOB

¢ 00yYaroIUMHKCS, TIPETIOIaBATEISIMUA B

xoJe  OOy4yeHHus, PYKOBOJIUTEISIMU
yueOHOI u IIPOM3BOJICTBEHHOM
MIPAKTHUK.

-cobmroieHue HOpM
npodeccHoHaNbHON STUKY;

— TOCTpOeHHE MNpOo(hecCHOHAIBHOTO
oOIleHnssT C  y4eToM  COIMaJIbHO-
po¢eCcCHOHATBLHOTO cTaryca,
CUTyallMu  OOIIEHHUS, OCOOCHHOCTEH
TPYTIIBI U UH/IUBUYaIbHBIX
0COOEHHOCTEM Y4aCTHUKOB
KOMMYHUKAIIH;

- TPaMOTHOCTh YCTHOM M INHCBMEHHOU
peuu;

- opopmieHHe  JOKYMEHTOB B

cootBeTcTBUH ¢ ' OCToM;
- scHOCTh  (QOpMYyIMpOBaHUS U
HU3JI0KECHUST MBICJICH;

- TpOsIBJIEHHE TOJEPAaHTHOCTH B

- OKCIIEPTHOE Ha6J'II-OI[eHI/IC
BBITIOJTHEHU A
IMPAKTUYCCKUX 3aHaHHﬁ,

- OIEHKAa 10 HTOraMm
YCTHOTO orpoca
CTY/ICHTOB,

- HaOIIIOJEHHE MO0 WTOram
TECTUPOBAHUS,
- OLEHKa B
IPOBEICHUS
POMEKYTOUHOMN
aTTECTAIIHH.

rporiecce




MpolLecce OOIIeHUS;

- CcoOMIOJICHHE HOPM TOBEACHUS BO
BpeMsi YUeOHBIX 3aHSTHIA;

- coOroIeHIe CTaH/IapTOB
AHTUKOPPYILIMOHHOTO IMOBEACHMUS,

- COOJIOIaeT HOPMBI JKOJIOTHYECKON

0€e30I1aCHOCTH;
— ompeaenseT HaTPaBIICHUS
pecypcocOepexeHus B pamKax

npodeccHoHAbHON IeATeIbHOCTH TI0
CTCIUATBHOCTH;

- 3(GdeKTUBHOCTh  HCIOJIb30BAHUS
CpeAcTB (PHU3UYECKOW KYJIBTYPBI ISt
COXpaHEHHsS U YKPEIUICHHS 3JI0POBbS B
nporecce npoQeCcCuOHATHLHON
JeSTeTbHOCTH u HOJIICPKAHUS
HEOOXOAUMOTO ypOBHS  (pusmuecKon
MOJITOTOBJICHHOCTH;

- 3(pQPEKTUBHOCTh HCIOJIB30BaHUS B
npodeCcCHOHATLHON JESITeTbHOCTH
HEOOXOJUMOW JTOKyMEHTAllUH, B TOM
YHCJIC HA HHOCTPAHHOM SI3BIKE

ITepeuenp ymMeHmii, ocBau

BAaCMbIX B paMKaXx OTUCIHUIIJINHBI

[IpumensaTs Ha
MIpaKTUKE
roCyJapCTBEHHBIC
CTaHJApTHI, Ipyrue
HOPMAaTHBHO-
METOIUYCCKHUE
JIOKYMEHTHI,
perjlaMeHTUPYIOLIUE
OpraHu3aIIIo
JIOKYMEHTAIMOHHOTO
obecrieucHus
YIPaBJICHHUS;
CocTaBigTh
MPaBUIBHO O(OPMIISATH
OCHOBHEIC BHUBI

u

OpraHu3alMOHHO-
pacropsIuTeTbHBIX
JIOKYMEHTOB;
OdopmnsaTs
MH(OpPMaLMOHHO-
CIPaBOYHYIO
JIOKYMEHTALHUIO;
OdopmIATh  KaJpOBYIO
JIOKYMEHTALHUIO;
Odopmisate

- oopMIICHHE TOKYMEHTOB M PEIICHUE
IMPAKTUYCCKUX CI/ITyaIII/If/'I C
HOPMAaTUBHBIM IIpaBOBbBIM
000CHOBAHHEM;

- UCTIOJIb30BaHUE Pa3JInYHbIX
HCTOYHHUKOB, BKJIIOYasA OJCKTPOHHBLIC
pecypcsl, Meaua pecypcebl, MHTEepHeT-
pecypchl, MEPUOIUYCCKHE H3TaHHS 10
CHEIHATbHOCTH TUTST pelieHus
po¢eCCUOHABHBIX 3a]1a4

- JIEMOHCTpAIlisl OTBETCTBEHHOCTH 3a
MIPUHSATHIE pEIIeHUs, 00OCHOBAaHHOCTH
camoaHaiIn3a KOPPEKIIHS

pE3yNbTaTOB COOCTBEHHOMN pabOTHI;

u

- HCIIOJIB30BAHUEC 3aKOHOJATCJIIbHBIX U

HOPMATHUBHO-TIPABOBBIX ~ aKTOB  TIPH
TUTAHUPOBAHUM TIPEITPHHUMATETHCKOM
NEATEIILHOCTH B TPO(ECCHOHATBLHOM
cdepe;

- JIeMOHCTpalusi 3HaHMW B O0NacTH
(hMHAHCOBOI IPAMOTHOCTH;

- KOHCTPYKTHBHOCTH B3aHMMOJCHCTBUS
C 06yqa10m1/1M1/1c;1, nmpenoaaBareyiiMu B

xoze  OOy4yeHMs, PYKOBOAMTEISIMU
yaeOHo u IIPOU3BOJCTBEHHOMN
MIPaKTHUK.

- JKCIEPTHOE HaOIIOICHUE
BBITIOJIHCHUS
MPAKTUYECKUX 3aJaHUM,

o

- OLICHKa uroram

YCTHOTO ompoca
CTYJIEHTOB,

- HaOMIONEHHE II0 HMTOraM
TECTUPOBAHUS,

- OLEHKa B
IIPOBEICHUS
MIPOMEKYTOUHON
aTTeCTalUu.

nporecce




MPETEH3UOHHO-UCKOBYIO
JIOKYMEHTALHUIO.

-cobmroenue HOPM
npodeccCHoHATEHON ATUKY;

— TOCTpoeHHE TPO(ecCHOHATBHOTO
OOIIEHUST C  y4EeTOM  COIMAJIBHO-

npodeccrnoHaIbHOTO cTaryca,
CUTyallMdl  OOIIEHHUS, OCOOCHHOCTEH
TPYIIIIBI 51 WHIMBUTYaJIbHBIX
ocobeHHOCTEMH YYaCTHUKOB
KOMMYHHKAITUH;

- TPAaMOTHOCTh YCTHOMW U MUCbMEHHOMH
peuu;

- odopmiieHHE  JIOKYMEHTOB B
coorBeTcTBUH ¢ I'OCToM;

- scHOCTh  (OPMYJIHpPOBAHUSA U
HU3JI0KEHHS MBICIICH;

- TIPOSIBJICHUE  TOJIPAHTHOCTH B
rpolecce O0IIeHuUs;

- CcoOJo/IeHHe HOPM TIOBEACHUSI BO
BpeMs y4EOHBIX 3aHSITHIA;

- co0roieHne CTaHJIapTOB
AHTUKOPPYILIMOHHOTO TTOBEJICHHUS;
- COONIOJaeT HOPMBI 3KOJOTHYECKOU

0€30I1aCHOCTH;
- onpezenseT HaIpaBJICHUS
pecypcocOepekeHmst B paMKax

npodeccnoHanbHON /1eATeIbHOCTH IO
CTEUATBHOCTH;

- 3(hdexKTUBHOCTh  HCIOIB30BAHUS
CpeAcTB (PHU3MUECKOW KYyIBTYPHI ISt
COXPAaHEHHUS U YKPEIJICHUS 37J0POBbS B
nporecce npodeccuOHaTHLHON
JeSITeNbHOCTH u MOAIePKaHUs
HEOOXOAUMOTO YpOBHS  (pru3muecKon
MOJITOTOBJICHHOCTH;

- 930(}EeKTUBHOCTh HCMOIB30BAHUS B
npogeccuoHaIbHON JEeSITeIbHOCTH
HEO0OXOIMMOM JOKyMEHTAallMM, B TOM
qyclie HA MHOCTPAHHOM SI3bIKE




