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PabGouasi nporpaMma 1M CHUNINHBI
JlokyMeHTAllMOHHOe o0ecrieYeHne ypaBjieHus

CnenuanbHOCTh
40.02.01 ITIPABO 1 OPTAHU3ALINA COLINAJIBHOI'O OBECIIEYEHU A
Hnst mHabopa 2023 roxa
dopma obyueHus OYHasi
Yacos no y4ebHoMmy nnaHy 110
B TOM uwncne:
ayAVTOpHbIE 3aHATUSA 80
camocTosiTenbHasn paboTa 24

PocroB-Ha-/lony
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Pacnpene.}lelme YaCOB JUCHMILIMHBI 110 CeMeCTPpaM

Cemecr
(<Kypc>.<CeMeCT1:I)) Ha Kypce>) 32D (422 HWroro
Henens 16 24
Bun 3ansarwuit v | | v | po| v | PO
Jlexumn 32 132 32 |32
IIpakTuaeckue 48 |48 148 |48
Koncynprammm 4 (4 |12 |2 |6 6
Wroro ayn. 32 132 148 148 |80 |80
KonraktHast pabora 36 |36 |50 |50 |86 |86
Cawm. pabora 4 14 [20 |20 |24 [24
HWroro 40 140 [70 |70 [110 [110
OCHOBAHHE

®DenepanbHBIA TOCYIAPCTBEHHBIN 00pa30BaTENBHBIN CTAHAAPT CPETHETO TPO(HECCHOHATBHOTO 00pa30BaHHUS 10
cneunansHocTH 40.02.01 IIpaBo u opranuszanus conuanbHoro odecnieuenus (Ilpukaz MunucrepcTBa 00pa3oBaHus U
Hayku Poccuiickoit ®enepanuu ot 12 mas 2014 r.

N 508 «O6 yrBepxknennn denaepaibHOT0 TOCYIapCTBEHHOTO 00pa30BaTeILHOTO CTaHIAPTa CPEAHETO
npodeccuoHansHOro 0opazoBanust mo cnennansHocTr 40.02.01 TIpaBo 1 opraHu3anys COUaIbLHOT0 00ecIIeYeHus))

Pabouas nmporpaMma cocTapiieHa 1o 00pa30BaTEIBHOM TporpaMmme
Hanpasnenne 40.02.01 [IPABO U OPTAHU3AIIA COLMAJIBHOI'O OBECITEYEHU A ans Habopa 2023 roma
mporpamma CpeiHero npoQeccuoHaILHOro 00pa3oBaHuUs

YueOHBIN TIaH yTBEPKAEH YYEHBIM COBETOM By3a oT 25.03.2025 mpoTokon Ne 10

Pabouas mporpamMma cocTaBieHa Ha OCHOBE pabodeil MmporpaMMbl yKa3aHHOW AMCHIMIUIMHEL, yTBepkaeHHoH B DOK
OI'BOY BO PI'DY (PMHX) ¢ yderoMm yCIIOBHU peaim3aliii MPOTrpaMMBbl CPETHETO MPOQecCHOHaTFHOTO 00pa3oBaHus,
JgeicTByommx B ['yKOBCKOM MHCTHUTYTE SKOHOMHKH M IpaBa (¢puiuain) ¢eaepalbHOr0 rocyJapcTBEHHOrO OIOKETHOTO
00pa3oBaTeIbHOrO yUpEKICHUs BBICIIETO 00pa3oBaHMs «POCTOBCKMI rocynapCTBEHHBIH SKOHOMHYECKHH YHHUBEPCHTET
(PUHX)»

IIporpammy cocraBui(u): Ilpen., Katomosa E.B., npena. Hiwxnuk C.O.

IIpencenarens [IMK: bypakosa JL.I.

PaccmoTtpeno Ha 3aceganuu [IMK ot 25.03.2025 r. npotokon Ne 3






1. HEJIX OCBOEHUA JUCIHUITINHBI

1.1|1enbro n3yueHus AUCHUILTHHBL "' JJOKyMEHTAIIMOHHOE 00CECIIeYCHUE YIIpaBJICHHS " SIBISETCS CPOPMUPOBATD Y CTYACHTA
NpEeACTaBJICHHE O JOKYMEHTAILHON CUCTEME YIPABJICHUS IPOU3BOJICTBOM M HAYYUTh €r0 3JIEMEHTaM OpraHu3aluu

1.2 )IOKyMeHTaHLHOﬁ ACATCIIBHOCTH IIPU YIPABJICHUN CTPYKTYPHBIM OTACIIOM MPEANPUATHA U pa60Te B KQ4CCTBC HUCIIOJIHUTECIIA B
,HOKyMeHTaHI)HOfI JACATCIIbHOCTHU.

2. MECTO JUCIHUILJIMHBI B CTPYKTYPE OBPA30OBATEJBHOM ITPOTPAMMBI

Hukn (pazgen) OOIT: |Ol'[

2.1|TpebdoBanus K npeaBapUTeJILHOI MOATOTOBKE 00y4a0IIerocs:

2.1.1| denoBoe obrieHme

22| IncuuniIuHbI U NPAKTUKY, JJI51 KOTOPBIX OCBOEHHE TAHHOH TUCHUILINHBI (MOAY ) HE00X0AUMO KAaK NMpeaiiecTByoIIee:

2.2.1|T'paxmanckoe mpaBo

2.2.2| TpynoBoe mpaBo

2.2.3|Opranusanus paboTbl OPraHoOB U YUPEXKICHHUI COLMAIbHOM 3alUThl HaceneHus, opraHoB [lencuonHoro ¢onaa Poccuiickoit
Oeneparnu (I1OP)

2.2.4|CtpaxoBoe fieno

3. TPEBOBAHMUS K PE3YJIbTATAM OCBOEHMS JUCIUIIINHBI

3.1 3uarhp

OK 01.: BeioupaTts cioco0bI penieHHs 3a/1a4 NPo¢eCCHOHATBHOM NeATeIbHOCTH, IPUMEHUTEIBHO K Pa3JIHYHbIM
KOHTEKCTaM.
crietuuky mpodeccun;
-CYLIHOCTb U COLHAILHYIO 3HAUUMOCTh IPOECCUH.
OK 02.: Hcnoab30BaTh COBpeMEHHbIE CPEACTBA MOMCKA, AaHAIU32 U UHTEPNpeTAlNH
uHGpopmManuyn 1 HHGOPMALNOHHBIE TEXHOJIOTHH /ISl BHINOJHEHHUSI 3a1a4 NPo(ecCHOHAILHOI AesiTeJTbHOCTH
HOMEHKJIATypy HH(GOPMAIMOHHBIX HCTOYHHKOB MPUMEHSEMBIX B HPO(ECCHOHAIPHON  AEATENBbHOCTH; INPHUEMBI
CTPYKTYPHPOBaHUS HHPOPMAITHH.
OK-9: ITonp30BaThCsl Npo)ecCHOHAIBLHON JOKyMeHTaluel Ha roCyIapCTBeHHOM U HHOCTPAHHOM fI3BIKAX.

- TpaBWiIa MOCTPOSHHS MTPOCTHIX U CIOXKHBIX IPEATOKEHUN Ha TTPO(PECCHOHATBHEBIE TEMBI;
-JIEKCUYECKUH MUHUMYM, OTHOCSIIUIICS K OIIMCAHHIO TPEIMETOB, CPEACTB U TPOIECCOB MPO(ECCHOHAIFHOMN AESITEIHHOCTH.

3.2 Ymern

OK 01.: BeioupaTts cioco0blI penieHHs 32124 NPo¢ecCHOHATBHOM NeATeIbHOCTH, IPUMEHUTEIBHO K Pa3JIHYHBIM
KOHTEKCTaM.

JICMOHCTPHPOBATh HHTEpeC K Oyayiieit mpodeccuu.

OK 02.: Hcnoab30BaTh COBPEMEHHBIE CPEACTBA MOMCKA, AaHAJIHW3a U HHTEepNpeTalun

HHpopManuH U HHGOPMALMOHHbIE TEXHOJIOTHH ISl BLINOJIHEHHUS 32124 NPo¢ecCHOHAIbHOI AeTeILHOCTH
OTIpEeIeNIATh 3a/lauu Ul MOUCKa UH(OpPMaIUK

OK-9: ITonp30BaThes NPodecCHOHATBHON JOKYMEHTALIEH HA TOCYIAaPCTBEHHOM M MHOCTPAHHOM fI3bIKAX.
MIOHUMATh OO CMBICI BBICKa3bIBaHHI Ha H3BECTHBIC TEMBI, IOHUMATh TEKCTHI Ha 6a30Bble TPO(GECCHOHAIBHBIC TEMBI

3.3 Baagernb

OK 01.: BeioupaTs cioco0b!I penieHus 32124 Npo¢ecCHOHANBHOM NeATeIbHOCTH, IPUMEHUTEIBHO K Pa3JIHYHBIM
KOHTEKCTaM.

Cnocobamu pa3BuTHS IPOo(ecCHOHATEHO-THYHOCTHBIX Ka4eCTB.

OK 02.: Mcnoab30BaTh COBPpEMEHHbIE CPEICTBA MOUCKA, AHAJIM3A U UHTEPNPeTAIUH

uHpopManuu U HHGOPMANMOHHBIE TEXHOJOTMH /ISl BHINOJHEHHSA 3aAa4 NPo¢ecCHOHATBHON JeATe1bHOCTH
MIpaBWJIaMH ¥ METOIaMH O(hOPMIICHHS PE3YIbTaTOB MOMCKa HH(POPMANK HEOOXOANMOH JUTS BBIIOJHEHHS 3a/1a4
poQeCCHOHANBHON JIESITENBHOCTH

OK-9: ITonb3oBaThCsl NPO()ecCHOHAIBLHON JOKYMEeHTalel Ha TOCYIapCTBEHHOM U HHOCTPAHHOM SI3BIKAX.
YCTHOH peublo IPU pemIeHnH 3a1ad B polecce NpophecCHOHATBHON AESTEILHOCTH

4. CTPYKTYPA U COJIEP’)KAHUE JUCLUIIIMHBI (MOY.JI5T)

Kon HaunmenoBaHue pa3iesioB U TeM /B Cemectp / | HacoB | Komneren- | Jluteparypa IIpumeuanue
| sapaTua 3aHATUA/ Kvpce 107004

Paznen 1. Pasgen 1. OcHoBBI
JOKYMEHTHPOBAaHUsI YIPaBJIeHYeCKOi
eATEJbHOCTH




1.1

JIOKyMEHTHPOBaHUE YIIPABIEHUECKOM

JI1.1 J11.2J12.1

nearenbHocTH. /JIex/ D1

1.2 JlokyMeHTHUpOBaHUE YIIPaBIEHUYECKON JIT.1 JI1.2J12.1
JearenbHOCTH. /JIex/ 31

1.3 Cucrema opraHu3aluOHHO— JI1.1 J11.2J12.1
pacnopsauTensHol nokymentanuu (OPD) €]
/JTex/

1.4 Cucrema opraHu3aluoOHHO— JIT.1 JI1.2J12.1
pacnopsaurensHoi jokyMmeHTtaruu (OP/T) D1
/JTex/

1.5 Cocrasienue u ohopmilcHHE JI1.1 J11.2J12.1
OpraHU3alMOHHON JOKyMeHTanuu /JIex/ €]

1.6 Cocrasienue u oopmiieHHEe JI1.1 J11.2J12.1
pacnopsIuTeIbHON TOKyMeHTauu /Jlex/ 31

1.7 Cocrasienue u 0o()opMIICHHE CIIPABOYHO— JI1.1 J11.2J12.1
MH()OPMAIIIOHHON TOKYMEHTAIHH. )
Cocrapienue oouiero 61aHka opraHu3anuu
C YTJIOBBIM M MIPOJOJIEHBIM BapHaHTaMHU
pacnionoxxenus /JIex/

1.8 JlokyMeHTHpOBaHUE PabOThI C JIT.1 J11.2J12.1
niepconanom /Jlex/ 31

1.9 JlokyMeHTHpOBaHUE PabOThI C JI1.1 J11.2J12.1
nepconanom /Jlex/ o1

1.10 CocraBnenue ABroouorpaduu, pesrome. JIT.1 J11.2J12.1
Hcnonp3oBanue mabaoHoB pestome /JIex/ 31

1.11 Cocrasienue u o(hopMIICHHE 3asBICHUS O JIT.1 JI1.2J12.1
npueme Ha padory /Jlex/ )

1.12 Cocrasienue u 0hopMIICHHE TPYTOBBIX JIT.1 JI1.2J12.1
JoroBopoB /JIex/ 31

1.13 TToxroroBka pedepaToB, COOOIICHHUN, JI1.1 J11.2J12.1
noknanos /Cp/ €]

1.14 IoaroroBka pedepaToB, COOOLIEHUH, JI1.1 J11.2J12.1
nokitanos /Cp/ 31

1.15 Koncynpranus /Kone/ JI1.1 J11.2J12.1

31
1.16 Koncynpranus /Konc/ JIT.1 J11.2J12.1
o1

1.17 JloroBopHo—TipaBoBas qokymenranus /IIp/ JIT.1 JI1.2J12.1

€]

1.18 JloroBopHo—TipaBoBas qokymeHTauus /IIp/ JI1.1 J11.2J12.1

€]

1.19 IIpoBepka nNpaBHIIBHOCTH COCTaBJIECHUS U JI1.1 JI1.2J12.1
oopMIIeHHs 10TOBOpA CTPAXOBAHMUSL. 31
IIpoBepka NpaBHIBHOCTH COCTaBIICHUS U
odopmiieHus kpeautHoro porosopa. /IIp/

1.20 Cocrasienue u oopMIICHHE I0r0BOpa JI1.1 J11.2J12.1
0aHKOBCKOM TapaHTHH, IOTOBOPA Ha 21

OCYIIECTBIEHUE KPEAUTHO-PACUETHOTO
o6cnyxuBanus. COCTaBIeHHE U
oopmiteHue

noBeperHoctH /Ilp/

Pazpnen 2. Paznen 2. Opranusanust
CHCTeMBbI JOKYMEHTAIHOHHOT 0
obecrieyeHusl.




2.1 Crnenuduka 10KyMeHT0000pOTa B JI1.1 J11.2J12.1
cormanpHoi padote. /Ip/ 31

22 OdopmiieHne TOKyMEHTOB, HEOOXOAUMBIX JI1.1 J11.2J12.1
TUTSI TIPUHSITHS HY KJAIOMIMXCS TpakaaH, Ha 21
coluanbHoe 00CTy)KMBaHUE (TIOCTOSTHHOE
WM BPEMEHHOE) WITH OKa3aHHe Mep
couransHo# moanaepxku /I1p/

23 OdopmieHne 10KyMEHTOB, HEOOXOJMMbIX JIT.1 J11.2J12.1
JUTSI IPUHSITHS HYKJAIOMIMXCS TpaskaaH, Ha 21
couuanbHoe 00CTy)KHBaHUE (TIOCTOSTHHOE
WIN BPEMEHHOE) WITH OKa3aHHe Mep
conmaabHoU noaaepxku /IIp/

2.4 JIOKyMEeHTBI 110 BHEUITHE- YKOHOMHUYECKOH JIT.1 JI1.2J12.1
nesirenbHocTH /T1p/ D1

2.5 JIOKyMEeHTBI TI0 BHETITHE- YKOHOMUIECKOH JIT.1 JI1.2J12.1
nesitenprOCTH /TIp/ 31

2.6 IIpoBepka mpaBHIFHOCTH COCTaBICHUS U JIT.1 JI1.2J12.1
o(opMIIEHHUS] THTIOBOTO MEXYHAPOIHOTO €]
KOHTpaKTa 0 Kymie-tpogaxe /I1p/

2.7 IIpoBepka mpaBUIBHOCTH COCTaBICHUS U JI1.1 J11.2J12.1
oopmieHuss koMMepueckux nuceM. /IIp/ €]

2.8 TToxroroBka pedepaToB, COOONICHHUN, JIT.1 JI1.2J12.1
noknanos /Cp/ €]

2.9 IIperen3nonHO—KcKOBast fokymeHTauus /T1p/ JIT.1 JI1.2J12.1

€]

2.10 IIpoBepka mpaBUIBHOCTU COCTaBICHHS U JI1.1 J11.2J12.1
ohopMIIeHUS IPETEH3NOHHON €]
nokymenrauuu /I1p/

2.11 IIpoBepka mpaBUIBHOCTH COCTaBICHUS U JI1.1 J11.2J12.1
odopmienus uckoBoit tokymenrauu /I1p/ €]

2.12 IoaroroBka pedepata. /Cp/ JI1.1 J11.2J12.1

31
Pa3zpen 3. Pasznen 3. Opranusanust
JOKYMEHT0000poTa.

3.1 TTonsTHE TOKYMEHTO000OPOTA, PETUCTPALIUS JIT.1 JI1.2J12.1
W MCnoJHeHue qokymenToB /T1p/ 31

3.2 OpraHuzanus J0KyMEHTO000pOTa U YUeT ero JI1.1 J11.2J12.1
obobema /TIp/ 31

33 Opranu3zaius ornepaTuBHOTO XpaHEHUS JIT.1 JI1.2J12.1
nokymenroB. /IIp/ 31

3.4 IToaroroBka JOKYMEHTOB K apXUBHOMY JIT.1 JI1.2J12.1
xpanenmuro /I1Ip/

3.5 CocraBienue HoMeHKIatypsl aein. /TIp/ JI1.1 J11.2J12.1

31

3.6 IIpaBuia popMHUpOBaHUS Pa3IMUYHBIX JI1.1 J11.2J12.1
KaTeropuii JOKyMeHToB B nena /T1p/ 21

3.7 Hcnonb3oBanue [I9BM B JI1.1 J11.2J12.1
nenonpousBojctse /I1p/ €|

3.8 Br100op aBTOMAaTH3MPOBAHHOW CHCTEMBI JIT.1 JI1.2J12.1
nokymenroobopota /Cp/ 31

3.9 Br160p aBTOMAaTH3MPOBAHHOW CHCTEMBI JIT.1 J11.2J12.1
nokymeHtoobopota /Cp/ 31




3.10 OCO0EHHOCTH JeNTONIPOU3BOJICTBA MO 4 2 JIT.1 J11.2J12.1
o0paIeHnsIM TpakiaH ’ €]
KOH(MICHIIMAILHOTO JIEJIONPONU3BO/ICTBA
Mp/

3.11 CocraBiieHHe UTOTOBOH CIPaBKH O 4 2 JI1.1 J11.2J12.1
paccmotpennu nuchma /Tlp/ 31

3.12 OCOOEHHOCTH JICTIONPOU3BOJICTBA O 4 2 JI1.1 J11.2J12.1
o0palleHUsIM IrpakJaH U 31
KOH(HICHIUATEHOTO
nenorpousBoctea /Ip/

3.13 ITonroroBka pedepaToB, COOOLICHUH, 4 6 JI1.1 J11.2J12.1
noknanos. /Cp/ 21

3.14 Koncynpbranuu /Konc/ 4 2 JIT.1 J11.2J12.1

€]

3.15 Huddepenuuponannsiii 3auet /3auérCOm/ 4 0 JI1.1 J11.2J12.1

€]

5. ®OHJ OHEHOYHBLIX CPEACTB

5.1. ®onja oEeHOYHBIX CpEeaACTB Jisl MIPOBEACHUS IIpOMe)KyTO‘{HOﬁ arrecranuu




[lepeueHbs nprMEpHBIX BOMPOCOB K MPOMEKYTOUHON aTTECTAIHH:
1. OcHoBusle morsTHA JIOY.
2. [lpuHIMIBI AE€TONIPOU3BOACTBA.
3. HopmarusHo-1paBoBas 6aza JIOVY.
4. Monsarue nokymenta.Knaccupukaiyuu J0KyMEHTOB 110 pPa3IMYHBIM MPU3HAKAM.
5. O6nacts npumenenus: [OCT P. 6.30-2003 r «YHupHUIHMPOBaHHAS CHCTEMa OPraHU3allMOHHO-PACTIOPSUTEIBHBIX IOKYMEHTOB.
TpeboBaHMs K 0QOPMICHUIO JOKYMEHTOB).
6. Ponb TOKYMEHTAIIMOHHOTO 00ECTICYCHHUS YIIPABJICHUS B COBPEMEHHON OpTraHU3aI[iH.
7. CrannapTu3auus 1 yHU(UKALKS JOKYMEHTOB.
8. OyHKINU TOKYMEHTOB.
9. HOHHTI/Ie«pGKBI/ISI/IT JOKYMCHTa», BUAbl PEKBU3UTOB: O6$[33.TGJ'IBHBI€, JOIIOJIHUTCIIBHBIC.
10. bnank noxyMmeHTa. Bujbl O1aHKOB, X XapaKTEPUCTHKA.
11. TpeGoBaHHs K U3rOTOBJICHUIO, YUETY U XPAHCHHIO TePOOBBIX OJIAHKOB.
12. Oco6ennoctu opopmienus gokymeHra «Ilonoxenuney. [ToHITHE, PEKBU3UTHI.
13. Pa3menieHne peKBU3UTOB Ha OJIaHKaX JOKYMEHTOB.
14. TlousTre nororopa (KOHTpakTa). Buibl JOroBopoB, 0COOCHHOCTH OGOPMIICHHUS.
15. Ha3naueHue, cocTaB U 0COOEHHOCTH 0()OPMIIEHUS OPraHU3alMOHHBIX JOKYMEHTOB.
16. Haznauenwue, coctaB 1 0cOOEHHOCTH 0()OpMIIEHUS pacIopsAUTENBHBIX JOKYMEHTOB.
17. Ha3nauenue, coctaB 1 0COOeHHOCTH 0opMIIeHHUs] HH(OPMAIIOHHO-CIIPABOYHBIX JOKYMEHTOB.
18. Ocobennoctu odopmienus nokymenTa «IIpuxas». [lonsatue, peKBU3UTHI, KIacCU(UKALUS IPUKA30B.
19. HaznaueHue, 0cOOCHHOCTH OOPMIICHUS TOKYMEHTA « Y CTaBy.
20. Ocobennoctr ohopMIIeHHS TOKyMEHTa «AKT». [IoHsTHE, pEKBU3UTHI, BUIBI aKTOB.
21. Ocobennoctr opopmieHus fokymenTa «I[Ipotokomny». [IoHsITHE, pEKBU3HUTHI, BUIBI IPOTOKOJIA.
22. Benenue 1eNOBOM MEPENUCKH ¢ 3apyOeKHBIMU KoppecrioHaeHTaMu. OCOOCHHOCTH 0(OPMIICHHS.
23. HazHnaueHue U criocoObl COCTaBIICHUS JOBEPEHHOCTH. BHIbI TOBEepEeHHOCTEH.
24. loknanHble 1 00BSICHUTEIIbHbIEC 3aIIUCKH: Ha3HAYCHHE, COJIEPKAHNE, COCTAB PEKBU3UTOB.
25. TpeboBanus, NpebsIBIsIEMbIE K COCTABICHUIO TEKCTa JIOKYMEHTa, YHU(PUKAIHS TEKCTa, popMa H3I0KEHHS, TPaBUIIa COCTABICHHS.
26. CripaBKH: BUJbI, OPOPMIICHHE.
27. CocraBnenue u opopmienue qokymenta «TenedoHorpamMman.
28. CocraBnenue u opopMiIeHHE TPETCH3UN.
29. OueHKa 3HAYMMOCTH JOKYMEHTa ¥ CPOKH XPaHECHHUS.
30. OcoOGeHHOCTH TIepejayuu el B BEJOMCTBCHHBIN apXUB.
31. OcobennocTu cocraBieHus U oopmieHus 1okymeHTa «TexerpamMmanr.
32. [IpuHIMIIBI, KPUTEPUU LIEHHOCTH JOKYMEHTOB OpraHu3aluy. JKCIepTH3a HeHHOCTH Oymar.
33. Komnsrorepuzanus JOY. DneKkTpoHHBIH TOKYMEHT.
34. UcnonHeHue JOKyMEHTOB.
35. KoHTpOIh HCIIOTHEHUS TOKYMEHTOB.
36. OdopmiteHre foKyMeHTa «3asBieHue». [IoHsATHE, pEKBU3UTHI.
37. XpaneHne TOKyMEHTOB B ONIEPATHBHOMN NIESITEIILHOCTH U UX MOATOTOBKA K JITUTEIIEHOMY XPaHEHHIO.
38. Cucremaruzanus JoOKyMeHTOB. OCHOBHBIE PUHITUIIBI YITOPSAOUSHIS U XpaHEHHs IOKyMEHTOB.
39. [IBmxkeHHe BHYTPEHHHUX JOKYMEHTOB MPEINPHUSITHSI.
40. DTarbl ABMKEHUS BXOASAIINX JOKYMEHTOB.
41. Dransl IBUKEHUS UCXOMSIIUX JOKYMEHTOB.
42. Homenknarypa zen. HasHaueHue, MOPSJOK cOCTaBICHUS U 0opMIIeHHE: TPEOOBAHUS K COAEPKAHUIO.
43. T'pynnupoBKa T0OKyMEHTOB B Jena. OdopmiieHue iena.
44. TlepBoHauaybHas 00pabOTKa TOKYMEHTOB B YUPEKICHHH.
45. Opranusanyst paboThl ¢ JOKyMEHTaMu, 00paboTKa, PEruCTPaLisi U KOHTPOJIb UCIIONHEHHS JOKYMEHTOB.
46. Opranusanus JOKyMEHTO000pOTa Ha MPEIIPUSITHH, YUET JOKYMEHTOB.
47. PaccMOTpeHUE JOKYMEHTOB pyKoBoauTeaeM. HIUBHUAyaIbHbIE U TUIIOBBIE CPOKH PACCMOTPEHHUS.
48. JlomxHocTHBIE HHCTPYKIMHU. HazHaueHue, mopsaoK yTBEpKIeHHUs, OCOOEHHOCTH 0(OPMIICHHUSI.
49. Ilops 0K YHUUTOKEHHS JOKYMEHTOB C UCTEKILINM CPOKOM XPaHEHHUs.
50. CocTaB 1OKyMEHTOB, 00ECIIEUHNBAIONINX JOKYMEHTUPOBAHUE PAOOTHI € KaJpaMH.
51. Pabota ¢ KoHGUIEHIIMATBHBIMU TOKYMEHTaMH. [IpuMepHbIi epeueHb CBEICHUI COCTABIISIOIINX KOMMEPUYECKYIO TalHY.
52. CocraBienue u 0hopMIICHHE UCKOBBIX 3asiBICHHUN.
53. CiryxeOHoe U nenoBoe miuckMo. [ToHsTre, TpeboBanus kK opopmieHU0. Pa3HOBHIHOCTH.
54. PaboTa ¢ oOpaleHusIMH IpaxkaH, €€ 0COOCHHOCTH.
55. Mopsnox opopmieHus: 0OpalieHHid TpaKJaH B apXUB OpraHU3aluy.
56. JIoroBop KyILIA-IIPOJAXKH.
57. SI3bIK ¥ CTUIIb 1€JI0BOM NEPEMUCKH.
58. lenoBas nepernucka B OpraHu3anui. Pa3HOBHIHOCTH MTUCEM.
Kpumepuu oyenusanus:
5 ©aIoB BBICTABIISIETCS CTyAC€HTaM 3a MOJIHBIN U HpaBHJ’lebIﬁ OTBET Ha BCE BOIIPOCHI 61/meTa C JIOTHYECKHM 000CHOBAHUEM APryMeHTOB, B OTBETE
HET OLIMOOK.
4 Ganna BBICTABIISIETCS CTyA€HTaM, €CJIU BOIPOCHI ouera PAaCKPBITBI OJTHOCTBHIO, HO 000CHOBaHHS JOKa3aTeJIbCTBA HEAOCTATOYHBI, IIPU 3TOM
JOITYUICHBI IBE-TPU HECYIIECTBCHHBIC OH_II/I6KI/I, HCHPABJICHHBIC 11O Tpe60BaHI/IIO npenojaaBaTelis.
3 fayuta CTaBUTCS CTyJAC€HTaM 3a HpaBI/IJ'II)HHﬁ OTBET Ha BOIIPOCHI 6I/UIeTa, IpyA 3TOM JOMYHICHO Oouee O,HHOI71 OIIMOKH I10 U3II0KEHHIO q)aKTOB nim
Goee IBYyX-TPEX HELOUCTOB B OTBETE.
2 Gaia cTaBUTCS CTyA€HTaM, €CJIn JOMYUICHbI CYIICCTBEHHBIC OIJ_II/I6KI/I, IIOKa3aBIIHUEC, YTO 06yqafomnﬁc5{ HC 06ﬂaaaeT 00s13aTeILHBIMI YMEHUAMU
10 JaHHOH TeMe B TOJIHOHN Mepe.




5.2. ®oH/1 OLIECHOYHBIX CPEJCTB /sl NPOBeJIeHMs TeKYIero KOHTPOJIsI

Ipencrasnen B [Ipunoxenuu 1 k pabouei mporpaMme TUCIUATUIAHBI

6. YHEBHO-METOANYECKOE U THOOPMAIIMOHHOE OBECIHEYEHUE JUCHUIIIUMHBI (MOY JIST)

6.1. Pexomenayemas qutepatypa

6.1.1. OcHoBHas auTEpaTypa

ABTOpBI, COCTaBUTENN 3arnaBue WznarenscTBo, O] Konnu-Bo
JI1.1 |Kysuenosa 1. B., JloKyMeHTaMOHHOE 00eCIICYCHUE YIPABICHUS: Capatos: http://biblioclub.ru/ -
Xauatpsau I'. A. VYuebHoe nocobue s CIIO IMpododpazosanue, At ITu HEOTpaHHYECHHBIH
Op Menua, 2022 JOCTYII JUIs
3aperucTpUpOBaHH
BIX I10JIb30BaTeNeH
JI1.2 |Kyzmenos, U. H. JIOKyMEHTAIlMOHHOE 00ECTICYCHUE YIIPABIICHHS. Mockga : 3gatenscTBO https://urait.ru/
JIoKyMEeHTO00O0pOT | JeNIONPOU3BOACTBO: yueOHuk u [FOpaiit, 2022 HEOrpaHUYCHHBIN
MPaKTUKYM JJISI CPEIHETO MPOpheCCHOHATBHOTO JOCTYTI ISt
o0pa3oBaHus 3aPETHCTPUPOBAHHBIX
6.1.2. [lonoJiHMTEIbHAS JTUTEPATypa
ABTOpBI, COCTaBUTENN 3aryaBue WznarensctBo, roa Konnu-Bo
JI2.1 |HdoponuHa, JI. A. JlokymeHTanmoHHoe obecriedenue ynpasiueHus : :  |MockBa : 3naTenscTBo https://urait.ru/
YUEOHHUK U MPAKTUKYM [Tl CPETHETO IOpaiir, 2022 HEOTpaHHYCHHBIN
npodeccnoHaIbHOT0 00pa30BaHU JOCTYI JUIst
6.2. Ilepeuennb pecypcoB HHGOPMAIMOHHO-TEJIEKOMMYHUKAUUOHHOI ceT ""MHTepHeT"
51  [3BC "IOpaiir"
6.3. Ilepeyens MporpaMMHOro odecrneveHust
6.3.1]|1.0Onepanuonnas cucrema. RedOS 7.3
6.3.212.0¢ucHsrii naker LiberOffice
6.3.3]13.bpaysepst Chrome, Firefox,Chromium
6.4 Ilepeuens MHPOPMALMOHHBIX CIPABOYHBIX CHCTEM
6.4.1|ICC «Koncynpbrant ITmtocy
6.4.2|UCC «I"aparT»
7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJIMHBI (MOAY JIST)
7.1|1lomenieHus Ui NpoOBEJICHHUS BCEX BHJIOB PadOT, MPEIyCMOTPEHHBIX yU4eOHBIM IJIAHOM, YKOMIUIEKTOBaHbI HEOOXOAUMOM

CHENUANTN3UPOBAHHON yueOHOW MeOEIbI0 M TEXHUUECKUMH CPEACTBAMH 00yUYCHHS.

8. METOANYECKHE YKA3AHUA JJISA OBYYAIOIIUXCSA IO OCBOEHUIO JMCHUIIJIMHBI (MOLY JIs)

MGTO,HI/I‘IGCKI/IE YKa3aHus 110 OCBOCHUIO JUCHUIIJIMHBI TPEACTABJICHLI B HpI/IJ'IO)KeHI/II/I 2k pa60qel71 nporpaMmme TUCHUILUTAHBIL.



https://urait.ru/
https://urait.ru/

IIpnioxenne 1

®OH/I OHEHOYHbIX CPEJICTB

OIl1.13 ToxkymMeHTallHOHHOE O0ecIeYeHUe YIIPABJICHHUS

1. Onucanune nokasareiieil 1 KpUTEPHEB OLEHMBAHUS KOMIIETEHIUI Ha
Pa3JIMYHBIX dTanax ux GopMHPOBAHN, ONIMCAHHE LIKAJ OLCHMBAHUSA
1.1 Tlokasarenu u KpuTEpHUY OLIEHUBAHKS KOMIIETEHIIHIA:

YV ], cocrapnsromue [Toka3arenn Kpurepun CpenctBa
KOMIIETEHIUIO OLICHUBAaHMSI OLICHUBAaHMS OLICHUBAaHUS

OK 01.: BpiOupatsb cnnoco0bl pemeHusi 3a1a4 npo¢ecCuoOHAIbHOI eI TeJIbHOCTH, IPUMEHUTEIbHO K
Pa3IUYHBIM KOHTEKCTaM.

3HaTh: IHonyyenne YpoBeHb 3nanmii [ T (1-
cnemuduky npodeccuu; CHCTEMATHYECKHUX croco6oB peuwenus | 8), 1 (1-10)
- CYyIIHOCTb U CONMAIBHYIO |3HAHWi O crienuduke | mpodeccHoHaTbHBIX
3HaYMMOCTb MPOPECCHH. npodeccun 3aja4
Ymern: Cdopmuposartb YpoBeHb yMeHMusl 13 (1-6)
- JIeMOHCTPUPOBAThH UHTEpEC K | CHCTeMaTHYecKoe OIIPEAETISTh KpyT
Oynymiei nmpodeccuu. yMeHue npodeccuoHaIbHBIX

JIEMOHCTPUPOBATH 3ama4y

UHTEpeC K Oymymiei

npodeccun
Baaners: Cdopmuposartn YpoBeHns  BiaageHHdA 113 (1-6)
- croco6aMu pa3BUTHS | CHCTEMATHYECKOe HaBBIKAMH
npodecCHOHATBHO-THYHOCTHBIX BJIaJIeHH e aHAIIM30M | PeLICHHS
Ka4eCTB. CJIOKHBIX CHUTYaIMi TpH | IpodecCHoHaIbHBIX

peleHnn 3aaa4 3ama4

npodeccnoHATbHOM

JIeATEIIbHOCTH.

OK 02.: Ucnosib30BaTh COBPEMEHHBIE CPEeICTBA MONCKA, AaHAJIM3A U HHTEPIPeTANHA
HHpopManuu U MHGOPMALMOHHBbIE TeXHOJIOTHH ISl BHINOJHEHUS 3a1a4 Npo¢ecCHOHATLHOM

NesATeIbHOCTH
3HaTh: IHosnyuyenue YposeHb 3Hanuit | T (1-
- HOMCHKJIATYpy  HMH(OPMAIMOHHBIX | CACTEMATHYECKHX npodeccHoHaTBHBIX 8), 1 (1-10)
HCTOYHHKOB IIPUMEHIAEMBIX B | 3HAHUI 00 | 3aga4,
npohecCHOHANEHOM JeSITeTbHOCTH; a¢dexTuBHOCTH u | mpodeccroHabHOTO U
- mpuéMmsl CTPYKTYypHpOBaHHs | KAYECTBA  BBIIIOJHEHHUS | INYHOCTHOTO
MHOOPMAITHHL. 3a7a4 pa3BUTHUA




Ymers: Cdopmuposartn Yposenb yMeHust 113 (1-6)
- OIpeNeNATh 3aJayM Ui MOUCKa cHcTeMaTHYecKoe OTCIIC)KUBaHUS
uHpopMaImu yYMeHHe IIoHUcKa M3MEHEHUH B

uHpopMaIuu. HOPMAaTHBHOM U

Onpenensith 3aKOHOJATEIHHOM 0a3ax

HEOOXO0AMMBbIE HICTOYHUKH

uH(pOpMaIHu.

IInanupoBath

IPOLIECC TIOUCKA.
Baapers: Cdopmuposartn Yposenb HABBIKOB 113 (1-6)
- IpaBUIaAMU u METO/IaMH | CHCTeMAaTHYeCKoe OTCIIC)KUBaHUS
opopmieHHsT  pe3yNbTaTOB  IIOHMCKA | BJa/IeHHe TUIAHUPOBAHKS | HI3MEHEHHUI B
uHpOpMaLMu  HEoOXOAMMOW Ui | MH(OPMALIMOHHOTO HOPMAaTHBHOM U
BBITOJIHEHUS 3a1a4 | IoucKa 3aKOHOJATEIbHOM 0a3zax
npodeccroHaIbHOMN NesTeNTbHOCTH U3 IIUPOKOTo Habopa

MCTOYHUKOB,

HEOO0XOIUMOT0

JUISL BBITIOJTHEHUS

npodeccHoHaTBHBIX

3a7au4.

OK-9: IToab30BaThCsi NPO(PeCCHOHAIBHOM JOKYMEHTALMEH HA TOCYIapCTBEHHOM U HHOCTPAHHOM

SI3bIKAX.
3HaTh: IHosnyyenue YpoBeHb 3HaHUM 3HAThH T(@1-
- MpaBWJa TMOCTPOCHHS MPOCTHIX H |[CHCTEMATHYECKHX pUEMBI pabOTHI C 8), A (1-10)
CJIOXKHBIX TIPEITIOKEHUI Ha [3HAHM# 0 puémax TEKCTOM
npohecCuOHaTbHBIC TEMBIL; paboThI C TEKCTOM
- JIEKCUYECKUI MHHUMYM,
OTHOCSIIIMICS K OMHUCAaHUIO MPEJIMETOB,
CPEICTB M IPOLECCOB
npodecCUOHANTLHON eI TETbHOCTH.
Ymern: CdopmupoBatb YpoBeHb yMeHMs 113 (1-6)
- IIOHUMATh oOmmmii CMBICII [cHCTeMaTH4YecKoe D¢ dexTrBHOE
BBICKA3bIBAaHUII HAa W3BECTHBIC TEMbI, [yMEHUE aHAIU3HPOBATh, [HCIIOJIIL30BAaHHUE
NOHMMATh  TEKCThI Ha  0a30BbIe [AHHOTHPOBATH U JTOKYMEHTaJIbHbBIX
npoeccuoHaIbHbIE TEMBI pedepupoBaTh TEKCTHI HNCTOYHUKOB B

pa3IMYHBIX (HOpM U npodeCCHOHATTEHON

coJiepKaHus eI TeIbHOCTH
Baaners: CdopmupoBarts YpoBeHb BJIaJIecHUS 113 (1-6)
- YCTHOH peublo MpH PelIeHUH 3a/1a4 B |CHCTeMaTHYecKoe y4acTue B IEIOBOM
rporecce MpoQeCCHOHANIBHOM [BJIa/IeHHe TPAMOTHBIM 001LIeHUN JIJIsT
JEeSITeIbHOCTH YCTHBIM M MIUCbMEHHBIM  |3(h(heKTUBHOTO pelieHus

H3JI0KCHUEM CBOHX
MBICJICH IT0
rpoeccuoHaIbHON
TeMaTUKe

JIETTOBBIX 33734 U
COCTaBJICHUSA
TTOKYMEHTOB

113 — npaxmuueckue 3a0anus,

T — mecmul, /] - Ooxnaowl




2 TunoBble KOHTPOJIbHbIE 3aJaHUS] WJIH WHbIE MATEPUAJIbI, HEOOX0AUMBbIEe /JIs1
OLIEHKHU 3HAHWI, YMEHUil, HABBIKOB M (UJIM) ONBITA JeATeJbHOCTH, XapaKTePU3yI0IIHNX
Tanbl (OPMHPOBAHUSI KOMIETEHUHH B IMpolecce OCBOEHUsI 00pa3oBaTeJbHOI
NPOrpaMmbl

Bonpocs! k 1uddepeHUpoBaHHOMY 3a4eTy

HpalcTuqecmle 3aJaHus

1) BecraButh nporyiieHHbIE B TEKCTE CIIOBA
@opmynisip JOKyMEHTa — 3TO Halop... OQUIMAIBHOIO MHCbMEHHOTO
JIOKYMEHTA, PacIoJI0’KEHHBIX B ONPEAEIEHHOCTH. . ..

30oHa  yHUQUIUPOBAHHOW  (QOpPMBI  JTOKyMEHTa —  3TO  4YacTb...
yHU(UIIMPOBAaHHON (QOPMBI TOKYMEHTa YCTaHOBJIEHHOTO pa3Mepa, MpeJHa3HaueHHas
JUIS 3aIIOJTHEHUS OTIPEJICTIEHHBIMU. . .

bnank nokymeHTa — 3TO HAOOp..., HUACHTUUUIUPYIOLIUH. ..0PUIIHATBEHOTO
MUCBMEHHOTO JOoKyMeHTa. Ha oOmem Omanke MoryT ObITh OhopMIieHSI. ... brank
MUChbMa HCIIOJIB3YETCS TOJNBKO JUis OQoOpMIIeHHUA... bJIaHK KOHKPETHOro BHJIA
JOKYMEHTa TpeJHa3HaYeH TOJBKO A1 OQOPMIICHHUS TOKYMEHTA,... KOTOPOro yKa3aHO
Ha Onanke. Ha Gnanke oopMIISIOT TOJBKO. .. CTPAHUILY JOKYMEHTA.

Ecnu texct nokymeHTa Ha (hopmaTte A4 HamewaTaH yepe3 MOJITOpa UHTEpBaa,
PEKBU3UTHI OTIEJSIOT APYT OT Apyra...MHTepBajJlaMd. TEeKCT JOKYMEHTa COCTOMT
U3....4aCTeH, B HEKOTOPBIX CIIydasX OH MOYKET COAEPKATh TOIBKO OIHY...4aCTh.

Konust nokymeHTa — 3TO BOCIPOU3BENECHUE BCEX...JJOKyMEHTAa PYKOIHUCHBIM,
MAaIIMHOMUCHBIM CIIOCOOAMHU UJIM CPEACTBAMU OTIEPATUBHOM monurpaduu.

2) Haueptuts cxeMy (GopMyJisipa-o6pasia JOKyMeHTa.
3) Odopmurs MakeT 61aHKa TOHDKHOCTHOTO JIMIA (MOp BaLIETO Topoja),
COCTaBUB HEOOXOMMBIC PEKBU3UTHI.

4) CocraBuTh GJIaHKHM B COOTBETCTBHMH C TPEOOBAHUSAMHU CTaHIapTa:
(0O6rmmit) oroy CIIO Komcomosnbckoro-na-Amype TEXHUKYMa
MHPOPMALIMOHHBIX TexHoJorui u cepBuca. BCO — denepanbHOe areHTCTBO
(IpO10JIbHBIN BapUaHT).

5) npukaza MyHUIMNATEHOTO YHHUTAPHOTO TPEANPHATHS «AMyp»  (YIJI0BOii
BapHaHT).

Kpurepun onennBanus:

3a ceMecTp CTYAEHT MOXKET BHITIOJIHATH BCE 3aaHMS.

- OIEHKa 5 («OTJIIMYHO») BBICTABJISAETCS, €CIIM 3aJJaHUS BBITIOJIHEHBI CAMOCTOSATEIBHO,
B ITOJTHOM 00bEMe, HaiijieHa, 0000IIIeHa U CHCTeMAaTH3UpOBaHa HE0OX01uMast HH(POPMAIIHS

- omleHKa 4 («XOpOLIO») BBICTABIAETCS CTYJIEHTY, €CJIH 3aJlaHds BBIMOJHEHBI
CaMOCTOSITENIGHO, B TIOJTHOM OOBEME, OJHAKO JOMYIICHBl HE3HAYNUTEIbHBIC OIIMOKH,



HCIIpaBJICHHBIE [P YKa3aHUU HA HUX
- oneHKa 3 («yJOBIETBOPUTEIHHO») BBICTABIACTCS CTYACHTY, €CJIH 3aJaHUs
BBITIOJIHEHBI  CaMOCTOSITEJIbHO, B TIOJIHOM OObEeMe, OJHAKO JOIYIICHBI OIIMOKH,
I/ICHpaBJIeHHLIe C 3anyI[HeHI/ICM HpI/I yKa3aHI/II/I Ha HUX
- oleHKa 2 («HEYJOBIETBOPHUTEIILHO») BBICTABISIETCS CTYJICHTY, €CJIM 3aJaHusl He
BBITNIOJIHEHBI B IIOJTHOM O00BEME.
TecToBBIE 3a7aHUA

Bompoc 1:

B paznen obmiue mooxeHus JOKyMeHTa BXoaaT BapuaHTsl
OTBETA:

[S—

a) 1eJId U 3a]]a4u

N

0) GopMBI 1 METOJIBI YIIPABICHUS

3. B) KOHKDPETHBIE OOS3aAHHOCTH
Bompoc 2:

Ha xakom JOKYMEHTEC HE CTAaBUTCA PEKBU3HUT HAMMCHOBAHUE BHJa TOKYMCHTA BapI/IaHTBI
OTBECTA.

a) Ycrase

N —

0) TOJDKHOCTHON MHCTPYKIIUU

3. B) nuceMe
Bomnpoc 3:

I'pud yTBepxeHUs cTaBUTCS
Bapuants! oTBeTa:

a) B BEpXHEM IIPaBOM YTy

N —

0) B HU)KHEM [IPaBOM YTy
3. B) B HUKHEM JIEBOM
yriry Bonpoc 4:
K ocHOBHBIM periiaMeHTUpYIoIUM padoty ciyk0br JIOY nokymeHTaMm OTHOCAT BapuaHThb
OTBeETA:!

[—

a) MHCTPYKIIHS TIO JCIOTPOU3BOICTBY
2. 0) KkBanM(pUKALMOHHBIN CIPABOYHUK TOJDKHOCTEH

3. B) Tabenb yHUUIUPOBAHHBIX (POPM JTOKYMEHTOB
Bompoc 5:
Kaxkoii Bu paciopsquTeIbHOTO TOKYMEHTa H3JaeTCs €MHOIMYHO pyKOBOUTENeM BapranTsl
OTBeTa!

a) OCTaHOBJICHUE

N —

0) pemcHue

3. B) pacnopsKeHHE
Bompoc 6:

KommuectBo pexBuzutoB HOBoro 'OCTa 1o cpaBHEHUIO ¢ peablayuM BapuaHnTbl
OTBETA:

a) OoJiplIIe HA /1B PEKBU3HUTA

N —

0) GoubIie HA OJMH PEKBU3UT
3. B) MEHbIIE Ha JBa PEKBU3HTA



[—

[—

Bompoc 7:

B 00paboTKy BXOIAIIETO JOKYMEHTA 3TOT ATAIl HE BXOIUT
Bapuants! oTBera:

a) pacCMOTpeHHE
0) BCKpBbITHE KOHBEPTOB

B) COTJIaCOBAaHUE
Bormpoc 8:

[Tocneanwnii aTan paboTHI C JOKYMEHTAMH HA3bIBAETCS
BapuanTs! oTBera:

a) cmadeii B My3ei

0) craueii B apXuB

B) OITyOJIMKOBaHHE BO BCEX POCCUICKUX ra3erax
1. Mucrpykuusi 10 BHINOJIHEHHIO.

[Ipu BBINIOJIHEHUH TECTOBBIX 3aJJaHUI 00yUaroImuiics JOJKEH BbIOPATh OJIMH MJIK HECKOJIBKO
BEPHBIX OTBETOB U3 IPEJIOKEHHBIX BAPUAHTOB.

Kpurepuu onieHuBaHus:

- OLICHKA 5 («OTIUYHO») BBICTABJISETCS, €CJIM MPABUIIbHBIE OTBETHI 1aHbl Ha 85- 100%
BOITPOCOB

- OLEHKa 4 («XOpOolIO») BBICTABJIAETCS CTYJEHTY, €CIIM MPaBUIbHbIE OTBETHI 1aHbI
Ha 65-84% Bomnpocos

- OlIeHKa 3 («yIOBJIECTBOPHUTEIHHOY) BHICTABIISICTCS CTYICHTY, €CIIH NIPABUIbHbIC
oTBeThI AaHbl Ha 50-64% Bonpocos

- OICHKa 2 (((Hey,Z[OBJ'IeTBOpI/ITeJILHO») BBICTABJIAICTCA CTYACHTY,
CCJIM MPABUJIbHBIC OTBCTHI IdHBI HA MCHECC 50% BOIIPOCOB

Tembl 1OKJI210B

o AMCHMIIJIMHE «I[OKyMeHTaHI/IOHHOC obecrneyeHue YupaBJdeHUsD)

1. OcHoBuble TIOJIOKECHUS 0  JOKYMEHTHPOBAHUIO
YIPABIEHYECKON JESITEIBHOCTH.

2. Yuudukanys u cTaHaapTH3anys yIPaBIeHYECKHX JOKYMEHTOB.

3. 3HayeHMe JOKYMEHTALMOHHOTO OOECHEYEeHHUs YIpaBleHHs. TeHIeHIUs
pa3BUTHS JEJIONPOU3BOICTBA B anliapaTe yIpaBieHUsl B COBPEMEHHBII NEPUOS.

4. HopMaTHBHO-METOIMYECKHE JIOKYMEHTBI 1o

JOKYMEHTaIlMOHHOMY 00€CIIeYEHUIO.

5. Toustue «uudopManusy», «10KyMeHT». OyHKIMU H0KyMeHTa. CIIoco0bI
JIOKYMEHTHUPOBAHMUSI.

6. Buabl 1OKyMEHTOB, uX Kiaccudukanus. Kateropuu 10KyMeHTOB.

7. Vuudukanus Tekcta AOKyMeHTa. IlpuHumnsl  yHudukanuu. IloHATHE

bopmynsapa-obpasua nokymenta. OnpeaenuTe, B 4eM 3aKIIOYAIOTCs 001ue TpeOoBaHUs K
yHU(DUKAIUU JOKYMEHTOB.

8. Cucremsl npenonpoussoactsa /EI'CJl u IT'CAOY/. YuupuuuposanHas cucremMa
OpraHHU3aIMOHHO-pacnopsaAuTeabHON qokyMeHTauu /Y COPJL/.

9 . Pacckaxure o CAWHBIX TIIpaBUJIaX JOKYMCHTHPOBAHUSA  YIPABICHUYCCKUX



nerctBuii, kotopsle onpeneneHsl ['CAOY, YCII.

10. TpeGoBanus k cocrapnennio u 0(GOPMICHHIO PEKBU3HMTOB. Pacckaxure 06 ux
PaCIOJIOKEHUHU Ha JOKYMEHTE U 0(hOpMIICHUH.
Kputepuu onenku:

OIICHKA 5 («OTIMYHOM):

- HaJIM4Ke YeTKOro IJIaHa JTOKJIAJa;

- pPacKpbITHE B JIOKJIA/I€ CyTH MPOOJIEMBIL;

- CaMOCTOSITENILHOCTh B 10100pe (haKTUYECKOT0o MaTepralia U aHaTUTHIECKOTO
OTHOIIICHUS K HEMY;

- CBOOOJHOE H3JIOKEHHE MaTepuaia M YEeTKHE OTBETHl Ha IOCTaBJICHHBIC
BOIIPOCHI.

o1leHKa 4 («XOpOIIO»):

- YMEHHE U3JI0KUTh CKATO OCHOBHBIE MOJIOKEHHS TOKIIAJA;

- PacKphITHE B IOKJIAZIE CYyTH TPOOIIEMBI;

- CaMOCTOSITEIILHOCTD B 110J100pe (paKTHUECKOro MaTepuaia u aHaIuTHYECKOTO
OTHOILIEHHUS K HEMY;

- cBOOO/IHOE M3JI0KEHHE MaTepuana U OTBEThl Ha IMOCTABJICHHBIE BOIPOCHI C

HECYIIIECTBEHHBIMHU, HO OBICTPO MCIIPABICHHBIMU JOKIATYUKOM OITHOKAMH.
orieHKa 3 («yIOBJICTBOPUTEIHLHOY):

- COAEPKATEIbHOE BBICTYILIEHHE, HO TOKIIAIUYHK 3aTPyAHSIICS CKATO U3JI0KHUTh
OCHOBHBI€ ITOJIOXKEHUS JOKIaa;

- JIeMOHCTpanusi 00y4yarolUMMHCS HEJOCTATOYHO IOJIHBIX 3HAHUU IO TEME JIO0KIAJa,
OTCYTCTBHE apryMEHTALUH;

- HE CTPYKTYpPHPOBAaHHOE HM3JI0KEHHME MaTepuaja J0KJIaja, IPU OTBETE Ha BOIPOCHI
JIOIyCKAeT OLIMOKH.

3. MeToauvecKkue MaTepuaJibl, ONpeae/asaoime Npoueaypbl OleHNBAHUA 3HAHU,
YMeHHI, HABBIKOB H (MJIH) ONBITA AeSITeIbHOCTH, XaPAKTEPU3YIOIIUX

JITallbI Q)OPMHpOBaHHﬂ KOMIIEeTEeHI Uil

[Ipouenypsl oOlleHMBaHUS BKJIIOYAIOT B ce€0S TEKymMA KOHTPOJIb U
IIPOMEKYTOUHYIO aTTECTALUIO.

Texkymuii KOHTPOJIb yCIIEBAEMOCTH INPOBOJAUTCS C HCIIOJIB30BAHMEM OLIEHOYHBIX
CPENCTB, MPEJICTABIECHHBIX B II. 2 JAHHOTO NPHWJIOXKEHUS. Pe3ynpTaThl TEKyIIEro KOHTPOJIA
JOBOJATCS J10 CBE/ICHUS CTYJIEHTOB JI0 IPOMEKYTOYHON aTTECTALUH.



I[puniaoxenue 2

METOJIMYECKHE YKA3AHMS J1JIS1 OBYYAIOIINXCSI IO OCBOEHHUIO
TUCHUATIIAHBI (MOLY JIST)

OIl. 13 JokymeHTALMOHHOE 00ecneyeHre yIpaBJieHust

Mertonuueckue ykasaHUsl AJsl CTyIEHTOB IO OCBOCHHUIO IMCLMIUIMHBI ABJSIIOTCS — 4acThlo paboueit
nporpammsl aucuuruinael (PIT) (mpunoxennem k paboueil mporpaMme).

PIIJT — pabouas mporpamMmMa, yTBEp>KICHHAsI JUPEKTOPOM KOJIJIEDKA JUI M3yYeHHs AUCHMIUIMHBEL OHa
oTpeaeNsieT LeNn 1 3aJa4l TUCHUTUINHBL, POpPMHUpYEMBIE B XO/I€ €€ N3yUCHUs] KOMIIETEHIIMH U UX KOMIIOHEHTHI,
coJep)KaHHe H3yyaeMOoro MaTepuana, BUIbl 3aHATHM U 00BbEM BBIIEISIEMOT0 y4eOHOrO BPEMEHH, a TaKXKe
MOPSAZOK N3Y4YEHNUS U MPENoJaBaHysl TUCIUIITUHBL.

Jua camoctosiTensHONW y4eOHOM paboThl CTyJEHTa BaKHOE 3HAUEHHE MMEIOT pasnensl «CTpykTypa u
coJep)kaHue UCHUILIMHBI (MOAYNA)» U «Y4eOHO-METOIMYECKOe U HHPOPMALIHOHHOE 00eceyeHne TUCLUIUINHBI
(Moxymnst)». B mepBoM yKa3bIBalOTCS pasfeNibl MU TeMbl HM3y4aeMOM IUCHMIUIMHBI, a TakKe BHIbI 3aHATUH U
IUTAHUPYEMBIH 00beM (B aKaJIEeMHUUECKUX Yacax), BO BTOPOM — PEKOMEHAyeMasl JInTepaTypa U IiepeueHb PecypcoB
MHQOPMAIIOHHO-TEIEKOMMYHHUKAITMOHHOH ceTH «HTepHeT».

J71 TOATOTOBKYM K TEKYIIEeMy KOHTPOIIIO CTYyIEHTHI MOTYT BOCITOJIB30BAThHCS OIIEHOYHBIMU CPEJICTBAMH,
npezacraBieHHBIMU B [Ipunoxennu 1 x paboueil mporpaMme TUCHUIUIMHBI.

1. Onucanne nocjae 0BaTeILHOCTH JeHCTBHI CTY/ICHTA

[Ipuctynast Kk I3y4eHHUIO AUCIUTUIMHBI HEOOXOIUMO B MEPBYIO OUYepelb 03HAKOMHTHCS C COIEPIKaHUEM
PIIJ, roe B pazaene «CTpykTypa M colepKaHUe TUCHUTUIMHBI (MOMYJIs)» MPHUBEACHO O0Iee pacrpeaesicHue
YacoOB ayIUTOPHBIX 3aHIATHH U CAMOCTOSATEIBHON pabOTHI IO TEMaM TUCIIAILINHEI.

3a0oroM YCIHEIIHOTO OCBOEHHMS MAMCLUUIUIMHBI SBJSIETCS PEryJSIpHOE TIOCEIEHUE 3aHATHUH W
BBITIOTHEHHE MPETYyCMOTPEHHBIX MporpaMmMoii 3aganuid. [Ipomyck ogHOrO, @ TeM 0ojiee HECKONbKUX 3aHSITHN
MOKET OCJIIOXKHUTh OCBOCHHUE PA3ACIIOB Kypca.

HGKHI/II/I HUMCIOT LECJIIBI0 AaTbhb CHCTEMATU3UPOBAHHLIEC OCHOBBI HAaY4YHbBIX 3HAaHUHA 110 COACPIKAaHUIO
MUCTMITINHEL. [[py u3yueHnn u mpopaboTKe TEOPETHYECKOTO MaTeprana HeoOX0quMO:

— HOBTOPUTH 33KOHCH€KTI/IpOBaHHI)II71 Ha JICKIIMOHHOM 3aHATUN MAaTCpUuall U AONOJJHUTH €ro ¢ y4€ToOM
PEKOMEHOBaHHOM IO JaHHOUN TeMe JTUTEPATYPHI;

— TpPH CAMOCTOSATEIBHOM HW3YYEHUH TEOPETHUECKOHM TEMBI MOATOTOBUTh KOHCIEKT, HCHOIb3Ys
pexkomennoBanasie B PI1J] muTepaTypHbIe HICTOYHUKY U JIEKTPOHHBIE 00pa30BaTEIbHEIC PECypPCHI.

[IpakTrueckne 3amaHusi MPOBOJATCS C IENbI0 YIIyONeHHs W 3aKpeIUIeHWs] 3HaHWH, MONTYYeHHBIX Ha
JICKITUSIX U B MPOIIECCE CAMOCTOSATEIILHOM pabOThI ¢ y4eOHOM JINTEpaTypPOU.

B mpormecce mpakTudyeckoro 3aHATHS, KaK BHAA y4eOHBIX 3aHATHHA, 00y4aroImyecs: BBHITOTHSIIOT OJHO
WM HECKOJBbKO MPaKTUYECKUX 3aJaHUM TOJ PYKOBOJCTBOM IPENOJaBaTelsl B COOTBETCTBUU C U3Y4aeMbIM
cozepkaHreM y4e0HOTro MaTepHuana.

BrimonHeHne 00yJaronuMuCcs TPaKTHYSCKUX 3a]JaH HATIPABJICHO Ha:

- 00001IeHNe, cUCTEMaTH3aIUIo, YIITyOJIeHNe, 3aKpeIUiCHHE TIOTYYEeHHBIX TEOPETHUECKUX 3HAHHH  TI0



KOHKDETHBIM TEMaM JUCLUIUIMHBIL;

- (dopMHpOBaHHE YMCHHI TPUMEHSATh MOJYYCHHbIC 3HAHHWA Ha MPAKTUKE, pean3alfi0 eIWHCTBA
WHTEIUIEKTYaJIBHOM U IPaKTUYECKON AEATEIbHOCTH;

- BBIPaOOTKY TIpH PELICHUH TOCTABJICHHBIX 3a/1a4 TaKUX NPO(ecCHOHaTbHO 3HAYMMBIX KAdecTB, Kak
CaMOCTOATEIBLHOCTh, OTBETCTBEHHOCTh, TOYHOCTD, TBOPYECKASA HHULUATUBA.

2. CamocrosiTeIbHAsA padoTa CTyAeHTa
CamocTtosTenbHas paboTa CTyICHTa — CAMOCTOSATENIbHAs yueOHas NeATeIbHOCTh CTYA€HTa, OpraHu3yemas
KOJUIEJDKEM M OCyILIeCTBIsieMas: 0e3 HemoCpeICTBEHHOTO PYKOBOACTBA ME1arora, HO M0 €ro 3aaHusM U MOoJ €ro
KOHTPOJIEM.
Lenn camocToATEeTHHON paOOTHI:
— CHCTeMaTH3allusl W 3aKpeIUIeHHE TOJNYYEHHBIX TEOPETHYECKUX 3HAHUH M TNPAKTUYECKUX YMEHUH
CTYJICHTOB;
— yrayOJieHHe U pacluIMpeHre TeOPETUIECKUX 3HAHHIA;
— ¢opMupoBaHME YMEHHUI HCIOJIB30BaTh HOPMATHBHYIO, IIPABOBYIO, CIPABOYHYIO IIOKYMEHTALMIO H
CHENMATBHYIO JUTEPaTypy;
— pa3BUTHE TMO3HABATEJbHBIX CIIOCOOHOCTEHl M aKTHMBHOCTU CTYIEHTOB: TBOPYECKOM HHHUIMATHBBI,
CaMOCTOSITEIbHOCTH, OTBETCTBEHHOCTH U OPraHU30BaHHOCTH;
— (QopmupoBanue CaMOCTOATEIHHOCTH MBIIUICHNUS, CIIOCOOHOCTEH K CaMOpa3BUTHIO,
CaMOCOBEPLICHCTBOBAHHIO U CAMOPEaIN3aLui;
—  BOCIHTaHHE CaMOCTOATENILHOCTH, KaK JITYHOCTHOI'O KauecTBa OyIylIero ClelHaaucTa.
CamocTosTenbHas paboTa CTyJeHTa 110 JUCLUIUIMHE BBITOJIHSIETCS:
—  CaMOCTOATEJIHO BHE PAacIUCaHuUs y4eOHBIX 3aHSTUll;
—  C UCTOJIb30BaHUEM COBPEMEHHBIX 00pa30BaTeNbHBIX TEXHOIOTHIA;

- pa60Ta (¢{0) CHeLIPIaJ'ILHOﬁ nHTepaTypoﬁ A TIOATOTOBKH K TECTOBBIM U IIPAKTHUYCCKHUM 3aJaHUSM.

3. PexoMeHnaanuu mo padore ¢ JUTEPATYPOil U MICTOUYHUKAMHU
Paboty c mmreparypoil ciemyeT HaumHaTh ¢ aHanmmsa PIIJI, comepskamielf CIHMCOK OCHOBHOH U
JTOTIOJTHUTEIILHOM JIUTEPATYPhI, a TAK)KE 3HAKOMCTBA C yUeOHO-METOAMYECKUMH Pa3pa0d0TKaMHU.
B ciydae BO3HUKHOBEHHsI 3aTpyJHEHHH B MOHMMaHWM y4eOHOTO Marepualia clielyeT OOpaTHThCS K
JIPYTHM UCTOYHHKAM, TJIe U3JI0XKEHHE MOXKET OKa3aTbCs 00Jee JOCTYIMHBIM.
Pabora ¢ nuteparypoii He TOJIBKO MOJIe3HA KaK CPENICTBO OoJiee TiTyOOKOTo U3yUYeHHs JTUCIUILTUHBI, HO
U SIBIISIETCS HEOTHEMJIEMON YacThIO MPO(eCCHOHANBHOM NeATENbHOCTH OYAYIIEeTO BBITYCKHHKA.
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