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1. OBIIIASI XAPAKTEPUCTHUKA pPIzIMEPHOFI PABOUYEN
IMPOT'PAMMBI YYEBHOMN U CLHUIIINHBI
«OI1.06 TOKYMEHTAIIMOHHOE OBECIIEYEHUE YIIPABJIEHUSI»

1.1. MecTo OMCUMIUIMHBI B CTPYKTYpe OCHOBHOI 00pa3oBaTe/ibHOI

NPOrpaMMmblI

VYuyeOHast nucuuiuiiHa «JloKyMeHTalMoHHOe OOecredeHne YIpaBICHUSD)
ABIIAEeTCS 00s13aTebHON yacThio OO0menpodeccuoHaIbHOrO LMKIa MPUMEPHOU
obpazoBarenbHOl MporpamMmbl B cooTBeTcTBUM ¢ GI'OC CIIO 1o cnenuanabHOCTH.

Oco0oe 3HayeHue UCLUUILUIMHA HMEET MpU (OPMUPOBAHUU U PA3BUTHU
oommx komnereHuy OK 01, OK 02, OK 03, OK 04, OK 05, OK 06, OK 09.

1.2. Hesapb U iIaHupyeMble Pe3yJbTAThl 0CBOCHUS JUCUMUIIJIMHBI:
B pamkax nporpamMMbl yueOHOM TUCHUTITUHBI 00YUYarOIIUMUCS OCBAaUBAIOTCS
MEHUS U 3HAHUS

0(OpMIISITH OCHOBHBIC BHJIBI
OpraHU3alUOHHO-
pactops I TEeTbHBIX
JIOKyMEHTOB;

OdopmisaTe uHGOpMaIIOHHO-
CIIPaBOYHYIO JJOKYMEHTAITHIO;
OdopMisaTh KaIpOBYIO
JTOKYMEHTAIIHIO;

OdopMisaTh NpeTeH3UOHHO-
HCKOBYIO IOKYMEHTAITHIO.

Kon YMmeHus 3Hanus

IIK, OK
OK 01, [IpuMEHSTh HAa IPAKTUKE TepMuHOIOTHIO B 00JIaCTH
OK 02, roCyJIapCTBEHHBIE CTAaHAAPTHI, | JOKYMEHTAIIMOHHOTO 00ECIIeUeHUS
OK 03, JIpyTrUe HOPMATHUBHO- yIIpaBJICHUS,
OK 04, METOJAMYECKUE JOKYMEHTHI, HopMaTuBHbBIE TOKYMEHTHI,
OK 05, pEerIaMEeHTUPYIOIINE pPETIaMEHTUPYIOIIUE COCTABICHUE
OK 06, OpTraHu3alrI0 1 ohopMIICHUE JOKYMEHTAIIUU U
OK 09, JOKYMEHTAI[HOHHOTO MOPSIOK ee 00paboTKY;
IIK 1.2, oOecrnieueHus ynpaBieHUs; [IpaBwiia cocraBieHus u
IIK 1.3. CocTaBisATh U IPABUIBHO odopmIIeHHsT OpraHU3aI[MOHHO-

pacnopsIUTENbHBIX JOKYMEHTOB,
BXOJIALINX B YHU(PHUIIMPOBAHHYIO
CUCTEMY OpPTaHH3aLMOHHO-
pacnopsIUTENbHbBIX JOKYMEHTOB,
YHUDULUPOBAHHYIO CUCTEMY
IIEPBUYHON YYETHOU
JOKYMEHTAIMU B YaCTH
JOKYMEHTAIMH MO0 YYETy TpyJa;
[Topsinok nmpoBeAeHUS IKCIIEPTU3BI
LEHHOCTH IOKYMEHTOB U
IIOJATOTOBKH JIEJI K ApPXUBHOMY
XPaHEHHUIO.

TexHOoJIOrno Oprauu3anuu
JOKYMEHTO00O0pOTa B
opraHu3anusx (yUpexJIeHUsIX).




2. CTPYKTYPA U COJAEPKAHUE YUEBHOM JUCHUNJIAHBI

2.1. O0beM yueOHOM JUCHMILUIMHBI U BUAbI Y4e0HOIl padoThI

Bun yueOHoi1 padoThI O0bem B yacax
O0bem o0pa3oBaTe/IbHON MPOrpPaMMbl y4eOHOI 42
AUCHHUILJIMHBI
B T.4. B )opMe NPAKTHYECKOI MOAT0OTOBKH 22
BT. 4.
TEOPETUICCKOE OOYUCHHE 20
MIPAKTUYECKUE 3aAHATUS 22
CamocmosmenvHas paboma -
IIpome:xyTOYHAs aTTeCTAIUA /13 6 4 cemecmpe




2.2. TemaTuyeCcKMi IJIAH M COIECPKAHUE Y4e€OHOM JUCUUIJINHBI

O0Bem, akaj. Koapl
q / KOMIIeTEeHIIHIi,
HanMenoBanme Coaepsxanue yueOHOro MaTeprajia | B TOM 4Yucje B | (GOpMHUPOBAHUIO
H (pOPMBI OpPraHu3al U dbopme KOTOPbIX
pa3/1esi0B U TeM .
AeATEeJbHOCTH 00y4arouXCs NPaKTHYeCKO# | crmocodcTBYeT
NMOATOTOBKH, 3JIeMEeHT
aKaj. 4 NMPOrpaMmbl
1 2 3 4
Pa3nea 1. OCHOBBI JOKYMEHTHUPOBAHUA 52
YIPABJIEHUYECKOM JESTEJbHOCTH
Tema 1.1 Ilousitue 0 | Conep:kaHue y4eOHOIro MaTepuasa 1 OK 01,
AOKYMEHTAIHOHHOM | OCHOBHBIE CBOMCTBA IOKYMEHTOB U UX OK 02,
odecreyeHUn GyHKIIMM B CHCTEME YyNPaBJICHHS. OK 03,
ylpaBJIeHHS, [onsarue noxymenrta. Mudopmanus u OK 04,
JIOKYMEHTe U JIOKYMEHT. Knaccuduxanus OK 05,
crocodax JOKYMEHTOB: IO BHIY O(OpPMIICHHS; OK 06,
AOKYMEHTHPOBAHUSl | IO COJEpKaHHWio; 1o Qopme; 10 OK 09,
MPOUCXOXKICHUI; MO  CpelacTBaMm T1IK 1.2,
dbuKcanuu; 1O CpOKaM XpaHCHHS. IIK 1.3.
MarepuanbHbie HOCHUTENH 1
uHpopmanuu.
[Tonsarue JIOKyMEHTUPOBAHMUSI.
OcHoBHbIE CHO0COObI
JIOKYMEHTHUPOBAHUS. OcHoBHbIE
COBpPEMEHHbIE TEXHOJIOTHH,
NpUMEHSEMblE TpPU  OpraHU3alUuu
paboTsl c JTIOKyMEHTaMH1 B
OopraHu3anusx (YUpexIeHHusIX).
Tema 1.2 Copep:xxanue y4eOHOIro MaTepuasa 1
HopMmatusHo- HopmaTtusHO-11paBoBbIE aKTBI, OK 01,
npasosas 0a3a peryaupyronme JOKyMEHTAaMOHHOE OK 02,
AOKYMEHTAIMOHHOI0 | o0ecrieueHue yIpaBIEHUS. OK 03,
o0ecreyeHus YHudukanuss U cTaHIapTH3alUS Kak OK 04,
yHnpaBJIeHHUs OCHOBHBIE HaIpaBJICHUs OK 05,
COBEpILICHCTBOBAHMUS JOKYMEHTOB U OK 06,
JIOKYMEHTAIlMOHHOTO o0ecrieueHus OK 09,
yIIpaBJICHHUSI. MK 1.2,
IIepedyenn OCHOBHBIX [IK 1.3.
rOCy1apCTBEHHBIX  CTaHJIApPTOB Ha 1
YHUDUITUPOBAHHBIC CUCTEMBI
JIOKYMEHTal1H. OcHoBHBIE
MIOJIOKEHUS roCy1apCTBEHHOM
CUCTEMBbI JOKYMEHTallMOHHOTO
oOecrieyenus ynpasieHus. CocTas
YHUGUIIIPOBAHHBIX CUCTEM
JIOKYMEHTALIUU: OpraHU3alMOHHO-
pacnopsiaAuTenbHas, OTYETHO-
cTaTucTUYeCcKas, GPMHAHCOBAS U JP.
Tema 1.3 Cnocodbl u | Conep:kaHue y4eOHOIro MaTepuasa 3/2 OK 01,
NpaBHIIa CO3aHNUS XapakTepucTuka, COCTaB U OK 02,
1
JIOKYMEHTOB cogepkanue ['OCTa Ha cucremy OK 03,
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OpraHU3alMOHHO-PACIIOPAIUTEILHON

OK 04,

JOKyMEHTallud.  YHHUPUIIUPOBAHHAS OK 05,

cucrema OpraHU3alMOHHO- OK 06,

pacTopAIUTENIbHON  TOKYMEHTALIHH. OK 09,

TpeGoBanwus K odopmiteHHIO [IK 1.2,

JIOKYMEHTOB. dopmysp-o6pazery IK 1.3.

OPJ. [IpaBuiia oopmienus

PEKBHU3UTOB,  PErIaMEHTHPOBAHHBIX

I'OCTowm.

B ToM umciie mpakTHYeCKUX )

3aHATHI

[IpakTuueckoe 3ausitue Nel.

OdopmieHne peKkBU3UTOB Ha 2

JTIOKYMEHTaX.
Paznen 2. OPTAHU3 AL CUCTEMBbBI 26/14
JOKYMEHTALHMOHHOI'O OBECIIEYEHUSA
Tema 2.1 Coaepxkanue yueOHOro MaTepuaa 4/2 OK 01,
Odopmiienne XapakTepuCTHKA U COCTAB CIIPABOYHO- OK 02,
HH(OPMALITOHHO- UH(POPMALIMOHHBIX JIOKYMEHTOB OK 03,
CIPABOYHOM (ciy»XeOHBIX TTHACEM, CIPaBOK, OK 04,
JOKYMEHTAluU 3asBJICHUN,  AKTOB,  IMPOTOKOJIOB, OK 05,

NOKJIaJHEIX u 00BSCHUTEIBHBIX 2 OK 06,

3aIUCOK), TpeOoBaHUS K 150,¢ OK 09,

opopmiieHnro.  JlokymeHTHpOBaHUE [IK 1.2,

JeATEIbHOCTH KOJUIETUAIbHBIX K 1.3.

OpraHoB.

B ToM 4mc/ie NPaKTHYECKUX )

3aHATHI

[IpakTuueckoe 3ansitue No2.

Odopmiienne nHpopMaMOHHO- 2

CIPaBOYHOM JOKYMEHTAIMH.
Tema 2.2 Coaepxkanue yueOHOro MaTepuaa 6/2 OK 01,
Odopmiienne OCHOBHBIE TPYyNIIbl OPraHU3alMOHHO- OK 02,
OpPraHM3anuoOHHO- pacnopsiANTENbHBIX JIOKYMEHTOB. OK 03,
PacCnopsAaUTENbHON | XapaKkTepuCcTHKA u COCTaB OK 04,
JOKYMEHTAluu OpraHU3aIMOHHBIX JIOKYMEHTOB OK 05,

(ycraBa, TOJOXEHHS, WHCTPYKIIUH, OK 06,

JOJIKHOCTHOM UHCTPYKIIHN), OK 09,

TpeOOBaHUS K 0 OpMIICHHUIO. [IK 1.2,

XapakTepucTuka U COCTaB [IK 1.3.

pacnopsanTeNbHbIX JIOKYMEHTOB 4

(TocTaHOBINEHUS, TPUKa3a, PEIICHHUS,

pacrnopspKeHus, yKa3aHus),

TpeGoBaHUs K UX 0(POPMIICHHUIO.

[Tonsitue MOIJIMHHUKA, KOIUH,

BBIMMCKHU, IyOnukaTta. Bumael komwii

JIOKYMEHTOB, OCOOEHHOCTH 3aBEpEHUS

KONMUI M BBIMHCOK HOTapPHAIbHBIMH

KOHTOpPaMH U JTOJKHOCTHBIMU JIUIIAMH

OpraHu3aluu.

B ToM umciie mpakTHYeCKUX )

3aHATHH
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[IpakTuueckoe 3ansarue Ne3.

Odopmienue opraHu3aIMOHHO- 2
pacnopsANTEeNIbHON TOKYMEHTAIIUH.
Tema 2.3 | Conepskanue y4eOHOT0 MaTepUaJia 6/4 OK 01,
Odopmiaenue 3asBIIEHUs W TPUKA3bl 10 JUYHOMY OK 02,
KaJpoBoii cocraBy. JInunas kaprouka popmsr T- 2 OK 03,
JOKYMEHTAluu 2 W INYHBIE Aejia OK 04,
B TOM uHCIe NPAKTHYECKHX 4 OK 05,
3aHATHII OK 06,
I[TpakTHYecKoe 3aHATHE Ne4. OK 09,
Odopmienue KaJpOBOi 4 IK 1.2,
JIOKYMEHTAIIUH. IIK 1.3.
Tema 2.4 loroBopHo- | Conep:kanue y4e0HOro MaTepuaJa 4/2 OK 01,
npaBoBast Iloustue JI0OTOBOpA. OcHOBHEIE OK 02,
AOKYMEHTalusl pa3zensl JOTOBOPOB. [Mopsanmox OK 03,
oopmieHus TPYIOBOTO JOTrOBOpA, 2 OK 04,
JIOTOBOpPA MTOCTABKH, JIOTOBOPA KYTUIH- OK 05,
POAAXKH. OK 06,
B ToM uHcle TNPaKTHYECKHX 5 OK 09,
3aHATHI IIK 1.2,
I[TpakTHuecKoe 3aHATHE Nes. ) IIK 1.3.
OdopmieHne T0roBOpPOB.
Tema 2.5 | Conepskanue y4eOHOT0 MaTepUaJia 6/4 OK 01,
IIpeTeH3noHHO- OCHOBHBIE PEKBU3UTBHI U MOPSIOK OK 02,
HCKOBasi odopmIIeHUs] TIPETEH3U, OTBETOB Ha OK 03,
AOKYMEHTAI U nperensuto. FOpuanueckas ciyxo0a, OK 04,
BEIIOJIHSIONIAS MPETEH3UOHHO- OK 05,
UCKOBYIO palbOTy Ha MpeanpHsTUH. 2 OK 06,
KypHan peructpanuu npeTeH3uil. OK 09,
[Mopsimox ~ odopmileHHsT ~ MCKOBBIX [IK 1.2,
3asBJICHUI M TIPEJCTABICHUE WX B IIK 1.3.
ApOuTpaxHsbIil cy.
B TomM 4uHcie nNpakTHYeCKHX 4
3aHATHI
[IpakTuueckoe 3aHSATHE Nob6.
OdopmneHne mpeTeH3MOHHO-UCKOBOM 4
JIOKYMEHTall1H.
Pa3znen 3 OPTAHU3AIIUS PABOTHI C
JOKYMEHTAMM B OPTAHU3ALIUAX 52
(YYPEXKJAEHUSAX)
Tema 3.1 Coaepxkanue yueOHOro MaTepuaa 1 OK 01,
TexHoJiorus VYnpaBieHue © J€TONPOU3BOJCTBO. OK 02,
OpraHu3anuu OpranuzanvoHHbIe bopmbI OK 03,
AOKYMEHT0000p0Ta B | JICJIONPON3BOJICTBA. Cmyx06a OK 04,
OpraHM3anusx JIOKYMEHTAIlMOHHOTO o0ecrieueHus OK 05,
(yupe:xaeHusix) yIpaBIICHUS, OCHOBHas 3aja4a, OK 06,
(GYHKLIMU,  TUMNOBBIE  CTPYKTYPHI, 1 OK 09,
NOJDKHOCTHOM cocTaB. Pernmamedranus IIK 1.2,
paboter ciyx6s1 JIOY. Ilpumepnoe [IK 1.3.
MOJIOKEHUE 0 ciryx0e
JOKYMEHTAI[MOHHOTO  00eCIeYeHUs
yIpaBJeHUs U JOJKHOCTHBIE
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UHCTPYKIUU.

Tema 3.2 Copep:xxaHue y4e0HOIro MaTepuasa 3/2 OK 01,
Oco0eHHOCTH [Tonsatust npemyioxeHus, 3asBJICHUS U OK 02,
JeJIONPON3BOICTBA anoOsbl. [Iprem u peructpanus nucem OK 03,
1o oopaneHusIM rpaXkKaaH. Paccmorpenue u OK 04,
rPakIaH u paszpenieHue IIHACEM, CPOK OK 05,
KOH(HICHIUATBHOIO | PACCMOTPCHHSI. AHanu3 IIUCEM OK 06,
JeJIONPON3BOICTBA rpaxkaaH. OK 09,

Koudunenmmansaoe 1 K 1.2,

JIEJIONPOU3BOICTBO. I'pud I1K 1.3.

OTpPaHWYEHUSI JTOCTYIa K JOKYMEHTY.

ABTOMaTH3UPOBAHHBIE CUCTEMBbI

pabotel ¢ mokymeHTamu. CpenctBa

U3TOTOBJICHUS,  KONUPOBAaHUS  H

Pa3MHOXCHHUS JTOKYMEHTOB.

Opranu3anus pabounux MecT.

B ToM uncie NpPaKTHYECKUX 2

3aHATHI

[IpakTueckoe 3aHATHE Ne7. )

Odopmierne oOpalieHuii rpaXkIaH.
Tema 3.3 Coaepxkanue yueOHOro MaTepuaa 1 OK 01,
CucreMaTu3anus [Tonsitue moxymentoobopora. O6mme OK 02,
JOKYMEHTOB, TIPUHIIAIIBI OpraHu3aluu OK 03,
(opmupoBanue UX B | TOKyMEHTOO0OpOTa, €ro OCHOBHBIC OK 04,
AeJia ¥ mepeaayda B ATaIlbl: IPUEM U TIepBUYHAst 00paboTKa OK 05,
apXMB OPraHM3aUMH | TOKYMEHTOB; pacrpeneieHue OK 06,

NOCTYIUBLINX JIOKYMEHTOB; OK 09,

peructpanus JIOKYMEHTOB u [IK 1.2,

IIPEIBAPUTEIBHOE UX PAaCCMOTPEHMUE; [IK 1.3.

paccMoTpeHue JIOKYMEHTOB

PYKOBOACTBOM OpraHu3alnuu 1

(YupexJeHus) U HamnpaBJICHHE UX Ha

WCIIOJTHEHHE; UCTIOTHEHUE U KOHTPOJIh

3a UCIIOJTHEHUEM JIOKYMEHTOB;

TEKyIllee XpaHECHHE JOKYMEHTOB.

Homenknarypa nen. O6paboTtka aen

JUISL IOCTIEYIOIIET0 XPaHEHHS.

DKcnepTu3a HeHHOCTH JOKYMEHTOB,

odopMIICHHE eI, COCTABJICHHE

onuceil. Cnaya Aen B apXHB.
[TpoMexxyTouHas aTTecTalus
Bcero: 42




3.1.

3. YCJIOBYs PEAJIMBAIIUA ITPOT'PAMMBI JUCHUTIJIMHBI

TpeGoBanuss K MUHUMAJIbHOMY MAaTePHAJIbHO-TEXHHYECKOMY 00ecnedeHn 0

KaOuHer 10KyMeHTAaUMOHHOTIO o0ecnieyenus ynpasJjeHus (mo bTH 15):
- pabouee MecTo mpernoaaBaTens - 11T,

- CTOJIbl YYEHHYECKHE - 14 1miT.;

- CTYJIbSl YY4EHUUECKHE -28 IIT.;

- MapKepHag J1ocka - 1 mrT.;

- KOMObIOTEP - | 1IT.;

- IpOeKTOp - | mwr.;

- IOCKa JIJIs MpoeKTopa - 1 mir.;

- HaIrJISIOHBIE HOCOOUS - 28 IT.;

- KOMIUIEKTHI y4€OHO-METOIMYECKON JOKYMEHTAIIMH 110 JUCITUTUTMHAM - 28 IIT.;
- mKad a1 XpaHeHHus Y4eOHBIX MaTepHUasoB - 1 mT.

Nudpopmanuonnoe odecneyenne 00y4eHust
Ilepeuennb pekoMeHyeMbIX YueOHBIX u31aHuii, UHTepHeT-pecypcos,
JAOMOJTHUTEIbHOM JINTEPATYPbI
OCHOBHBIC HCTOYHHKHU:
1.Kopuees, 1. K. JlIokyMeHTaIIMOHHOE O0ECTICYCHHE YIIPABJICHUS : YIC€OHUK U
MPaKTUKYM JJisi cpeaHero mnpodeccuonanbHoro obpazosanusi/ . K. Kopuees,
A. B. ITmenko, B. A. MamypueB. — 3-e usn., nepepadb. u gom. — Mocksa :
N3natensctBo FOpaiit, 2024. — 438 c. — (IIpodeccruonansHoe oObpa3zoBaHue). —
ISBN 978-5-534-16002-4. — Tekct : osnektpoHHbli // (OOpa3zoBarenbHas
miargopma FOpaiit [caiit]. ¢. 1 — URL: https://urait.ru/bcode/539262/p.1 (narta
obpammenus: 07.10.2024).
2. Kysneuos, W.H. JlokyMeHTaUMOHHOE OOECHEYEHUE YIPABICHUS.

JIoKyMEHTOOOOPOT M IETONPOU3BOJICTBO | YUEOHUK M MPAKTUKYM JUIsI CPEIHETO

npodeccuoHanbHoro odbpazoBanusi /| U. H. Ky3nenos. — 4-e¢ uza., mepepad. u
non. — Mocksa : M3natensctBo FOpaiit, 2024. — 545 ¢. — (IIpodeccuonansHoe
obpazoBanue). — ISBN 978-5-534-16004-8. — Tekct : DdJIEKTPOHHBIN //
O6pazoBarenbHass  miatrdpopma  FOpait  [caiit]. ¢ 1 —  URL:

https://urait.ru/bcode/537146/p.1 (mata obpamenwus: 07.10.2024).
3. Illysanosa, H.H. J[loxymeHTannoHHoe oOecredeHne YIpaBlICHUS :
y4eOHMK W TPAKTHUKYM [JIsI CpPEAHEro MNpoQecCHOHANbHOro o0Opa3oBaHus /

H. H. lllyBanoBa. — 3-e u3x., nepepad. u gon. — Mocksa : M3natensctBo FOpaiit,
2024. — 247 c. — (IlpodeccuonanbHoe oopazopanue). — ISBN 978-5-534-16538-
8. — Texcr : anexktpoHHbIl // Obpa3oBarenbHas mwiatdopma FOpaiit [caitt]. ¢. 1 —
URL: https://urait.ru/bcode/536969/p.1 (mata obpamenus: 07.10.2024).
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https://urait.ru/bcode/539262/p.1
https://urait.ru/bcode/537146/p.1
https://urait.ru/bcode/536969/p.1

JlonoJIHUTeIbHbIE HCTOYHUKU:
1.KazakeBnu, T.A. JlokymMeHTallUOHHOE OOECIeUeHue YIPaBIICHHUS :
Yy4EeOHUK M TIPaKTUKyM JJI1 CpPEIHEero MNpodhecCHOHAIBHOTO 00pa3oBaHus /

T. A. KazakeBuu, A.W. Tkanmuu. — 2-¢ wu3a., wucnp. U jgomn. — MocCksa :
N3narensctBO FOpaiit, 2024. — 177 ¢. — (IlpodeccuonanpHoe 00pa3oBaHUE). —
ISBN 978-5-534-06291-5. — Teker : »snexktpoHHbld // OOpa3zoBaTenbHas
mwiatrpopma HOpaiit [caiit]. — URL: https://urait.ru/bcode/538470  (marta
obpamenus: 01.10.2024).

2. JIoKyMEeHTOBEICHHE :  Y4YeOHMK W TPaKTUKyM Uil  CPEIHEro

npodeccuonansHoro obpazoBanusi/ JI. A. Jloponnna [u ap.]; moa pemakmmen
JI. A. Jloponunoit. — 4-e uzf., nepepad. u qon. — Mocksa : U3natensctBo FOpaiiT,
2024. —336 c. — (IIpodeccuonanpHoe oopazoBanue). — ISBN 978-5-534-19113-
4. — Texcr : anexTponHsbIi // ObpazoBatenbHas miatdopma FOpait [caitt]. c. 1 —
URL.: https://urait.ru/bcode/555974/p.1 (mara obpamenus: 01.10.2024)

HNuTepHeT-pecypcebl
http://www.consultant.ru/
http://www.garant.ru/
http://ppt.ru/kodeks.phtml
http://www.zakonrf.info/content/view/kodeksy/
http://www.kodeks.ru/
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4. KOHTPOJIb 1 OHEHKA PE3YJbBTATOB OCBOEHUA

TUCTUTILITAHBI

Pe3yabTarhl
00y4eHus

Kpurepuu ounenkun

MeToabl OLIEeHKH

HepequL 3H3HHI>1, OCBAMBACMBIX B paMKaXx JUCHUITIINHBI

TepmuHoOJIOTHS B
obnactu
JOKYMEHTAIMOHHOTO
oOecrnieyeHust
YIIPaBIICHUS;
HopmartusHbie
JOKYMEHTBHI,
perjlaMeHTUPYIOIIHE
COCTaBJICHUE U
odopmiieHue
JOKYMEHTALUU U
HOPSIZIOK €€
00paboTKH;

[IpaBuna cocraBiieHus
U opopMIIeHUs
OpraHu3alMOHHO-
pacnopsiIUTENbHBIX
JIOKYMEHTOB,
BXOJSILINX B
YHUDUIIUPOBAHHYIO
cUCTEMY
OpraHU3alMOHHO-
pacnopsIIUTENbHBIX
JIOKYMEHTOB,
YHU(PHUIIMPOBAHHYIO
CHUCTEMY IEPBUYHOU
YYETHON
JOKYMEHTAIlMHU B
YacTH TOKYMEHTaluU
10 YYeTy Tpy.Ia;
ITopsinok nmpoBeneHus
AKCHEPTU3BI HEHHOCTU
JOKYMEHTOB U
MOATOTOBKY JEMN K

- ohopmiieHHE TOKYMEHTOB U
pelieHre NPakKTUYECKUX CUTyallui ¢
HOPMATHUBHBIM [TPABOBHIM
000CHOBaHHEM;

- UCTIOJIb30BAHKE PA3ITMYHBIX
HMCTOYHHUKOB, BKJTFOUAs AJICKTPOHHBIE
pEeCypChl, Meina Pecypcehl,
HNHTepHET-pecypChl, NIEPUOTUIECKUC
W3JIaHUS 110 CTICITUATIBHOCTH JIJIS
perieHus npodeccuoHaIbHBIX 3a/1a4
- IMOHCTpAIINSI OTBETCTBEHHOCTH
3a MMPUHATHIE PEIICHNUS,
000CHOBAaHHOCTh CAMOAHAJIN3a U
KOPPEKITUS PEe3yJIbTaTOB
COOCTBEHHOMU PabOTHI;

- HCTIOJIb30BAHKE 3aKOHOIATEIIbHBIX
1 HOPMaTHBHO-TIPABOBBIX aKTOB MU
TJIaHUPOBAHHUH
MPEANPUHUMATEIBCKON
JeSTENHLHOCTH B MPOGECCHOHATBHON
cdepe;

- IEMOHCTpAIIUs 3HaHUU B 00J1acTH
(hrMHaHCOBOM TPaMOTHOCTH;

- KOHCTPYKTHBHOCTb

B3aMMOJIEUCTBHS C 00YUaIOIIUMHUCS,
IpenojaBaTesiMy B X0J1e 00y4YeHus,
PYKOBOJUTENSAMU YUeOHOU U
MIPOU3BOACTBEHHOM MPAKTHK.

-co0JII0IeHrEe HOPM
MpoQeCCUOHATTEHOMN ITHKU;

— MOCTPOCHUE MPOPECCUOHATIBHOTO
OOIIIEHHS C YUYE€TOM COIMAIIbHO-
MpoQeCCUOHAIIBLHOTO CTaTyca,
CUTYyalluu OOIIEeHUs, 0COOCHHOCTEM

apXUBHOMY
XPaHEHHUIO. IpynIibl 1 MHAMBUAY AJIBHBIX
TexXHOIOTUs 0COOCHHOCTEHN YUYaCTHUKOB
OpraHM3aluu KOMMYHHKAIIMH,

- OKCTIIEPTHOE
HaOJII0IEHIE
BBITTOJTHCHHUS
MPAKTUYECKUX 3aIaHUM,

- OIICHKa M0 UTOraM
YCTHOTI'O OIpoca
CTY/ICHTOB,

- HaOJIFOJIEHUE TT0 UTOraM
TECTUPOBAHUS,

- OLICHKA B Mpolecce
MPOBEICHUS
IIPOMEXYTOUYHOU
aTTECTaIlUH.
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JOKYMEHTO0000pOoTa B
OpTraHU3aIUIX
(YupexaeHusx).

- TPaMOTHOCTb YCTHOM U
MMMCbMEHHOM PEUH;

- ohopmiieHHE TOKYMEHTOB B
cootBeTrcTBHU ¢ 'OCToMm;

- SICHOCTb (POPMYJIMPOBAHUSA U
HU3J10KEHUS MBICIICH;

- MPOSIBJICHUE TOJICPAHTHOCTH B
mpoIriecce OOIICHMS;

- cOOJTII0ICHNE HOPM TOBEACHUS BO
BpeMs y4eOHBIX 3aHSATUH;

- coOMroIcHNE CTaHIapTOB
AHTUKOPPYIIIMOHHOTO TIOBEICHMUSI,;

- cOOI0aeT HOPMBI SKOJIOTHUUECKON
0e30I1aCHOCTH;

— ompeesseT HapaBICHUS
pecypcocOepekeHHs B paMKax
poheCCUOHAIBHOM JIeSITETLHOCTH
IO CTICIIMATBHOCTH;

- 3((heKTUBHOCTh UCIOIB30BaAHUS
cpencTB PU3NUECKON KyIbTYPhI IS
COXpaHEHUS U YKPETUICHHUSI
3JI0pPOBbsI B IIpOLIecCe
poheCCHOHAIBHOM JICSITEIHBHOCTH U
noJJiep kaHusi HE0OOX0IUMOTO
YPOBHSI (PU3UUECKON
MOATOTOBJICHHOCTH;

- 9(hEeKTUBHOCTH UCIIOJIH30BAHUS B
npodeccuoHanbHOM eI TeIbHOCTH
HEO0OXOAMMON TOKyMEHTAIMH, B TOM
YKCJIe HA MHOCTPAHHOM SI3bIKE

HCpC‘{CHL YMCHI/Iﬁ, OCBAMBACMBIX B paMKaxX NHUCHHITIJIMHBI

IIprmensaTh Ha
MPaKTUKE
roCy/1apCTBEHHBIE
CTaHJIapThl, IPyTHE
HOPMAaTUBHO-
METOIUYCCKHUE
JTOKYMEHTBI,
periaMeHTUPYIOIINE
OpraHu3alnuI0
JIOKYMEHTAI[MOHHOTO
oOecrieyeHus
yIIpaBJICHUSI;
CocTaBIIsITh U

- ohopmIieHHE TOKYMEHTOB U
pelIeHrE PAKTHYSCKUX CHTYAITHH ¢
HOPMAaTUBHBIM ITPaBOBBIM
000CHOBaHHUEM,;

- ACIIOJIb30BAHKE PA3TMYHBIX
UCTOYHUKOB, BKJIFOUAs JICKTPOHHBIC
peCypcChl, MeIHa PeCypChl,
HHTepHET-pecypChl, MEPUOTUICCKUE
W3JIaHUS TI0 CIICIUATIbHOCTH TSI
pelreHus mpodhecCHOHABHBIX 3a1a4
- ICMOHCTpAI¥sI OTBETCTBEHHOCTH
3a IPUHSTHIE PEIICHHUS,
000CHOBaHHOCTh CaMOaHAIN3a U

- DKCIIEPTHOE
HaOII0ICHHE
BBITIOJTHCHUS
MPAKTUYECKUX 3aJJaHHM,

- OILICHKA II0 UTOTaM
YCTHOTI'O OIpoca
CTYy/ICHTOB,

- HaOJIIOIEHUE IO UTOTaM
TECTUPOBAHUS,

- OLICHKA B MpoIIecce
MIPOBEICHUS
IIPOMEKYTOUHOU
aTTeCTaIlUU.
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IIPABUIILHO
0(QOpMIIATh OCHOBHEBIE
BUJIBI
OpTraHU3aI[MOHHO-
paciopsANTETHLHBIX
JTIOKYMEHTOB;
Odopmisath
uH(GOPMaIMOHHO-
CIPaBOYHYIO
JIOKYMEHTAIHUIO;
OdopmisaTe
KaJIpOBYIO
JIOKYMEHTAIHUIO;
Odopmisats
IPETEH3HMOHHO-
HCKOBYIO
JIOKYMEHTAITHIO.

KOPPEKIIUS Pe3yIbTATOB
CcOOCTBEHHOM PabOTHI;

- ACTIOJIb30BAHKE 3aKOHOAATEITLHBIX
¥ HOPMAaTHBHO-TIPABOBBIX aKTOB MPU
TJTAHUPOBAHUH
NpEeANTPUHUMATEIIBCKON
JEeSTEIBHOCTH B PO ECCHOHATBHON
chepe;

- IEMOHCTpAIIUs 3HaHUW B 00J1acTH
(hMHAHCOBOW TPAaMOTHOCTH;

- KOHCTPYKTHBHOCTb

B3aMMOJICHCTBHS C 00yYarOIIUMHUCA,
npenoaBaTeNsiMi B X0/1€ 00y4eHus,
PYKOBOJIUTENISIMU Y4eOHOM U
IPOU3BOJICTBEHHOM MPAKTHK.

-co0JTI0ICHUE HOPM
poQeCCUOHATTLHOMN ITHKY;

— TIOCTpOeHUE PO(HECCHOHATTELHOTO
OOIIIEHHS C YUYE€TOM COIMAIILHO-
MpoQeCCUOHAIILHOTO CTaTyca,
CUTYyalluu OOIIEeHUs, 0COOCHHOCTEM
TPYIIBl ¥ WHIWBHY ATbHBIX
0COOCHHOCTEM YUYaCTHUKOB
KOMMYHHKAIUH,

- TPaMOTHOCTbH YCTHOM U
MMACBbMEHHOU PEYH;

- opopmIieHHE TOKYMEHTOB B
cootBeTcTBUM ¢ 'OCTowm;

- SICHOCTb (POPMYJIMPOBAHUSA U
WU3JI0KEHUSI MBICJICH;

- IPOSIBJIEHUE TOJIEPAHTHOCTH B
poIiecce OOIIeHUS;

- cOOJTII0/ICHNE HOPM TOBEACHUS BO
BpeMsl YUeOHBIX 3aHSITH;

- co0MI0IcHNE CTaHIapTOB
AHTUKOPPYIIIMOHHOTO TIOBEICHHUSI,
- cOOJII01aeT HOPMBI HKOJIOTUUECKOMN
0e30MacHOCTH;

— ompeessieT HapaBICHUS
pecypcocOepekeHns B paMKax
po(eCCUOHATBEHOMN ACATENHHOCTH
0 CTICTIMATBHOCTH;

- 9(ppeKTUBHOCTH UCTIOTH30BAHUS
CpencTB PU3NUECKON KYIbTYPHI IS
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COXPAHEHUS U YKPCTUICHHSI
3JIOPOBBS B TIPOIIECCE
po(heCCUOHATTLHOM e TEIIEHOCTH U
noiIepKaHusl HEOOXOMMOTO
ypOBHS (puznuecKoit
MOATOTOBJICHHOCTH;

- 9(hEeKTUBHOCTH UCIIOJIH30BAHUS B
poeCCUOHATEHOMN JACSTENHHOCTH
HEO0OXOAMMOMN TOKyMEHTAITUH, B TOM
YHCJIC€ HA MTHOCTPAHHOM SI3BIKE

S. OCOBEHHOCTH PEA/IMBALIIMU JUCHUIIJIMHBI 1151
NHBAJIMI0B 1 JIUL C OI'PAHUYEHHBIMHU BO3MOXHOCTAMU

3/I0POBbS

B cnydae oOy4yeHUsI B KOJUIEIKE JIML C OTPAHUYECHHBIMUA BO3MOYKHOCTSIMHU
3I0POBbSl  YUYUTHIBAIOTCSI ~ OCOOCHHOCTHM  TNCHUXO(HU3UYECKOTO  Pa3BUTHS,
MHAUBUAYaTbHBIE BO3SMOKHOCTH U COCTOSIHUE 3[IOPOBBS TAKUX 00YyUarOIIUXCS.

OO0pa3oBaHue 00yyarolUXCsl ¢ OTPAaHUYEHHBIMU BO3MOXHOCTSIMHU 3/10POBbS
MOKET OBITh OPraHMW30BaHO KAaK COBMECTHO C JPYIMMH OOYYarOUIMMUCS, TaK U B
OTJEIBHBIX IPYyIIIAX.

OOyuarommuecs U3 YMCia JIUI C OTPAaHUYEHHBIMH BO3MOKHOCTSIMH 3/10POBbS
oOecrnedeHbl MeYaTHbIMU U (WJIN) 3JIEKTPOHHBIMHU 00pa30BaTEIbHBIMU PECYPCAMHU B
dbopMax, aJanTUPOBAHHBIX K OTPAHUYECHUSM UX 370POBbSL.

OOyyeHre WHBAJIUAOB OCYUIIECTBIIIETCS TakkKe B COOTBETCTBHHM C
WHUBUAYIBHOU MPOrpaMMoOi peabuiiuTaiuy HHBaIM 1A (IpU HAJTUIun ).

Jlst nui ¢ orpaHUYeHHBIMH BO3MOYKHOCTSMHU 3/I0POBbSI TIO CIIYXY BO3MOKHO
npeaocTaBieHne yueOHOU nHGOpMaLMK B BU3YyalbHOU (hopme (KpaTKuil KOHCIIEKT
JIEKLIMI; TEKCTHI 3a1anuii). Ha aynuTOpHBIX 3aHATHAX JOIYCKAETCS MPUCYTCTBHE
aCCHCTEHTa, a TaKXe CYpAONEPEBOJUUKOB M (WMJIH) TU(IOCYPAONEPEBOIUUKOB.
Texymuii KOHTPOJb YCIIEBAEMOCTH OCYIIECTBISETCS B NHCbMEHHON (opme:
oOy4aromuiicss NHCbMEHHO OTBEYaeT Ha BOIPOCHI, MUCHBMEHHO BBIMOJIHSIET
npaktuyeckue 3ananud. Joknan (pedepar) Takke MOXKET ObITh NMPEJCTABIEH B
NUCbMEHHOU (hopMe, ITPU 3TOM TpeOOBaHUA K COAECPKAHUIO OCTAIOTCS TEMHU XKe, a
TpeOOBaHMs K KauyeCTBY H3JIOKEHMsS] Marepuaia (IMOHATHOCTb, Kaue€CTBO pEYH,
B3aUMOJICUCTBUE C AyIUTOPUENM M T. [1.) 3aMEHSIOTCS HAa COOTBETCTBYIOLIUE
TpeOOBaHMs, MPEAbABISIEMbIE K NMUCBMEHHBIM paboTaM (KadecTBO OGMOPMIICHHUS
TEKCTa M CIMCKAa JUTEPaTypbl, I'PaMOTHOCTb, HaJW4YUE WIUIOCTPALMOHHBIX
MaTepuanoB u T.1.). [IpoMexxyTouHas arrectaums Juisl UL ¢ HAPYLIEHUSIMHU CIIyXa

MPOBOJUTCA B MUCBMEHHOW (popMe, MPU 3TOM HUCIOJB3YIOTCA OOIIME KPUTEPHUU
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oueHuBanud. [Ipm HE0OXOAMMOCTH BpeMsi MOATOTOBKH K OTBETY MOXET OBIThH
YBEJINYEHO.

JInsg 7y ¢ OrpaHUYEHHBIMUM BO3MOYKHOCTSMH 3I0pPOBbSl IO 3PEHHUIO
YHUBEPCUTETOM 00€CIEUMBAETCS BBIITYCK U MCIOJIb30BAaHUE HA YUEOHBIX 3aHATHUSX
aNbTEPHATUBHBIX (OPMATOB TIEYATHBIX MAaTEpPUAIOB (KpYyHmHBIM wmpudt wim
aynuodaiisipl) a Takke o0ecredrBaeT OOyYaromMXCsl HaJICKaUUMH 3BYKOBBIMU
CpeICTBaMH BOCIIpou3BeeHUus uHpopManuu (IukTopoHOB U T.1.). Jomyckaercs
INPUCYTCTBUE AaCCHCTEHTAa, OKAa3bIBAIOMIET0 OO0ydYaromemycss HeoOXOIUuMYIo
TEXHUYECKYI0 MOMOIIb. TEeKylmnid KOHTPOJb YCIIEBAEMOCTU OCYILECTBIISIETCS B
ycTtHOM Qopme. [Ipu mpoBeneHUH MPOMEKYTOUHOU aTTECTAlMU IS JIMI] C

HapylIEHUEM 3pEHUs TECTUPOBAHUE MOXKET OBbITh 3aMEHEHO Ha YCTHOE
co0ece10BaHuE IO BOIIPOCAM.

JUis Ui ¢  OrpaHUYEHHBIMH BO3MOXKHOCTSIMH  3JI0POBBSI, HMEIOIIUX
HapyUIeHUs OTIOPHO-ABUTaTEIBHOIO afapaTa MaTepUalbHO-TEXHUUECKUE YCIOBHS
KOJUIe/pKa ~ OOECIEeYMBalOT  BO3MOXKHOCTH  OECIPEMsITCTBEHHOIO  JOCTyna
oOyyaromuxcsi B yuyeOHbIE MOMEIICHUS, a TaK)Ke NMpeObIBaHUS B HUX (HAIMYHE
NaHAYyCOB, IOPYYHEW, pACIIUPEHHBIX JBEPHBIX IPOEMOB, JU(TOB; HAINYHUE
CHeUaIbHBIX Kpeces U IPYTruX MpUCrocoOIeHu).

Ha aynuTopHbIX 3aHATHSX, a TaKKe MPU MPOBEACHUU MPOLELYpP TEKYLIETo
KOHTPOJISI YCIIEBAEMOCTH U IPOMEXKYTOUHOM aTTECTAIMH JIUI[aM C OTPaHUYCHHBIMU
BO3MOXXHOCTSIMH ~ 3/I0POBbSI, HMEIOIIUM HApyIIEHUS OIMNOPHO-IBUTaTEIbHOTO
amnmapata MOTYT OBITh IPEIOCTaBIEHbl HEOOXOAMMbBIE TEXHUYECKHUE CPEICTBa
(mepcoHa bHBIM KOMMBIOTEP, HOYTOYK WJIM JPYrol TrajkeT); HOIMycKaercs
NPUCYTCTBUE  ACCUCTEHTAa  (aCCHUCTEHTOB), OKa3bIBAIOIIETO  O0YyYarOIIUMCS
HEOOXOJIMMYI0 TEXHUYECKYIO MOMOIIb (3aHSATh pabodee MECTO, MEePeBUTAThCs 0
ayJIUTOPUH, IPOUUTATH 3aJlaHKEe, OPOPMHUTH OTBET, OOIIATHCS C MPENOAABATEIIEM).
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