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1. MACHOPT PABOYEM ITIPOI'PAMMBbI YYUEBHOMN
NUCIHUIIJINHBI OI1.04 JOKYMEHTALIMOHHOE OBECIIEYEHUE
YIIPABJIEHUSI

1.1. MecTo TUCHUIUIMHBI B CTPYKTYPE OCHOBHOM MPO¢eCcCUOHATEHON
00pa30BaTeIbHON MPOrPaMMBI

[TpodeccrnonanpHplif UK, 001IETIpOodeccuoHaNbHAs JUCIUILTHHA.

1.2. Ienm u 3agaun y4eOHON AUCITUTUIMHBI — TPEOOBAHUS K PE3ysIbTaTamM
OCBOCHUS YYEOHOUN AUCIUTIIIUHBIL:

B pe3ynbpTaTe ocBOeHHS y4eOHOM TUCIUTUIMHBI 00YYarOIIMiCs JOHKEH:
YMETb:

1. 0(OpPMIISITH OPTraHU3AIMOHHO-PACTIOPSAUTEIILHBICIOKYMEHTHI B
cootBeTcTBHHU C aercTByromuM 'OCTom;

2. OCYHICCTBIIATH 06pa60TI<y BXOOAIINX, BHYTPCHHHUXHU HCXOOAIIINX
JAOKYMCHTOB, KOHTPOJIb 3da X HUCIIOJJHCHUCM;

3. opOpMIIATH JOKYMEHTHI JUIs [Iepeladl B ApXUB OpraHu3aluu;

4. oOpMIIATH PEKBU3UTHI HA JOKYMEHTAX B COOTBETCTBUU C IEUCTBYIOIINM
I'OCTowm;

5. oGopMIIATH HHDOPMAITMOHHO-CITPABOYHYIO IOKYMEHTAIIUIO;

6. oopMIIATH KaJIpOBYIO JOKYMEHTAITHIO;

7. 0(pOpMIISITH MPETEH3NOHHO-UCKOBYIO JOKYMEHTALIMIO.

3HATh!

1. MOHSITHE JOKYMEHTA, €T0 CBOMCTBA, CIIOCOOBI JOKYMEHTUPOBAHNS;

2. IpaBUJIa COCTABICHUS U 0OPMIICHHS OpraHU3alMOHHO-PACTIOPSIUTEIbHbBIX

nokymMeHTOB (nmanee - OPJI);

3. CHUCTEMY M THITOBYIO TEXHOJIOTHIO JOKYMEHTAIIMOHHOTO 00eCIIeueHus
ynpasieHus (nanee - JIOY);

4, 0COOEHHOCTH JIeTIOTPOU3BOJICTBA no  oOpaleHusIM
rpaXaad 1 KOH(GUISHIMAIBHOTO JACIOMPOU3BOICTBA;

5. TEXHOJIOTHIO OpraHu3aluu JOKyMEHTO000pOoTa B
opraHu3anusx (yuUpexIeHusx).



B pesynbTaTe 0OCBOCHHS AUCHUILUIMHBI O0YYaIOIIHICS JOJDKEH (OPMUPOBATH
0011E KOMITETEHIINH

OK 1. [loHumars CyImHOCTb U COLMAJIbHYIO 3HAUMMOCTh CBOEH Oyy1eit
npodeccuu, MPOosIBISATH K HEW yCTONUMBBIA HHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO ACSTEIHHOCTD, BHIOUPATH TUIIOBBIE METOIbI
¥ CIIOCOOBI BBITIOTHEHUS TPO(EeCCHOHATBHBIX 33]1a4, OIICHUBATh MX
() PEKTUBHOCTH U KA4E€CTBO.

OK 3. IIpuHumarth penieHust B CTaHAAPTHBIX M HECTAHIAPTHBIX CUTYALUSAX U HECTU
32 HUX OTBETCTBEHHOCTb.

OK 4. Ocy1iecTBIATh TOUCK U UCTIOJIb30BaHUE HHGOPMAITUN, HEOOXOIUMOMN IS
3¢ PEKTUBHOTO BBIMOJHEHUS MPO(PEeCCHOHANTBHBIX 3a7a4, MPO(HECCHOHAITBHOTO U
JUYHOCTHOTO Pa3BUTHSL.

OK 5. Ucnonb3oBaTh HHPOPMAITMOHHO-KOMMYHUKAIIUOHHBIE TEXHOJIOTUH B
po¢eCCUOHATIBHOU JIEATEIIbHOCTH.

OK 8. CaMocTOSITEIRHO ONPEEIATh 33]]a4u TPOPECCUOHATIBHOTO U INYHOCTHOTO
pa3BUTHSI, 3aHUMAThLCS caMO00pa30BaHUEM, OCO3HAHHO IJIAHUPOBATH MOBBIIIICHUE
KBaJTU(DUKALIAH.

OK 9. OpueHTHpPOBATHCS B YCIOBHUAX IMTOCTOSHHOTO HM3MEHEHUS ITPABOBOM Oa3bl.

B pe3ynbTaTe 0CBOCHUS TUCHUILIMHBI 00yYaromuics JoJkeH (GOpMUpPOBAThH
npodeccuoHaNbHbIE KOMITETEHIINH:

[IK 1.1. OcymecTBasTh npodeccHoHaIbHOE TOIKOBAHNE HOPMATUBHBIX TPABOBBIX
aKTOB JUJISl pean3aliy MpaB I'paxk/iaH B cepe MEeHCUOHHOTO 00eCieueHus U
COLIMAJILHOM 3aIIUTHI.

[1K 1.2. OcymiecTBasTh IpUeM rpak/iaH Mo BOMpOcaM MEHCUOHHOTO 00eCTieYeHUs
Y COLMAIbHOM 3alUTHI.

[1K 1.3. PaccmaTtpuBath nakeT JOKYMEHTOB [JIsl HA3HaYEHUs IEHCUI, TOCOOUH,
KOMIIEHCALUW, IPYTUX BBIILJIAT, @ TAKKE MEP COUUAIBHON MOAAEPKKNA OTAEIBHBIM
KATErOpUsAM IpaXkJaH, HyKIAIOIMMCs B COLIUAJIbHOM 3aIlNTE.

[1IK 1.4. OcymiecTBiATh YCTAaHOBJICHUE (HA3HAUYCHUE, IEPEPACUET, IEPEBOI),
WHJICKCAIUIO M KOPPEKTUPOBKY TIEHCHH, HA3HAYEHUE TTOCOOMH, KOMIICHCAITUN 1
JIPYTUX COIMATILHBIX BBITUIAT, UCTIOJIB3YsI MH(DOPMAIIMOHHO-KOMITBIOTEPHBIC
TEXHOJIOTHH.

[IK 1.6. KoHCynpTHpOBaTh rpa)xaaH U NPEeACTaBUTENCH FOPUINYECKUX JHUL] IO
BOIPOCaM MEHCUOHHOTO 00eCIIeYeHHsI U COLIMATTbHOM 3aIlUThI.



1.3. KoaudecTBo 4acOB Ha OCBOEHHUE pabodeil  mporpammbl ydeOHOM
JUCITUTITUHBL:

MaKCHUMaJbHOW yueOHOU Harpy3ku oOydaromierocs - 48 4acos,

B TOM YHCJIe: 0053aTeIbHOM ayIUTOPHOM yueOHOM Harpy3ku oOydarorierocs - 40
4acoB; CAMOCTOSITEILHON pab0ThI 00y4aromerocs - 8 yac.

Jluma ¢ orpaHMYEHHBIMUA BO3MOYKHOCTSIMU 37I0POBbsI OCBaWBAIOT
o0mienpoQeccuoHaNbHYIO AUCHUILTUHY «J{oKyMeHTannoHHOe o0ecneyeHne
yIpaBICHUS M0 TAHHOW MPOrpaMMe B MOJIHOM 00beMe, HO HH(DOPMAITMOHHOE
HaNOJHEHHE Y4eOHO- METOIMYECKOTO 00ECTICUEHHSI peaTn3aliy MPOrpaMMbl
amantupoBano s aui] ¢ OB3 ¢ ydeToMm ux moTpeGHOCTEH.



2. CTPYKTYPA U COJAEP)KAHUE YYEFHOM JUCIHUILIUHBI

2.1. OOweM yueOHOI NUCIHUIUIMHEI U BUABI YI€OHOH paOOTHI

Bun yaebHOM paOOTBI O0BEM YacoB
MakcuMaiibHas yueOHast Harpyska 43
(Bcero)

O0s3aTenpHas ayquTopHas yucOHas 30b
Harpyska ( BCGFO¥

B TOM 4YHUCJIC.

MPAaKTHYCCKUEC 3aHATHUS 16
TEOPUTHUYCCKUC 3aHATUS 20
KypcoBas paboTa (IIpo€eKT) (eciu -
npeoycmMompeHo)

CaMocTosgTeabHasd padoTa (

oOyuatroierocs (Bcero)

[IpomexxyTounas arrecranus B popme auddepeHImpoBaHHOTO 3a4eTa




2.2.

TeMaTuueckuii iaH U cofepkaHue yueOHON U CIUIUIMHBI

I[OKYMGHT&HHOHHO@ oOecreueHue YIIPaBJICHUA

HanmenoBanue ConepxaHue y4eOHOro Matepuarna, O6Bem

pa3zIeioB U TEM MIPaKTUYECKHUE PadbOoTHI, 4acoB
camocTosTeNbHas paboTa 00yJaromuxcs

Paznen 1. OCHOBbBI JOKYMEHTHUPOBAHUN A
VIIPABJIEHUECKOH
JNEATEJIBHOCTHU

Tema 1.1 Conepsxanue yueOHOro Matepuaia 2

Llonatue o OCHOBHBIE CBOMCTBA IOKYMEHTOB U UX

JOKYMEHTAIMOHHOM byrkmm B CHCTEME

ObecnieueHnu VIIPABIICHS.

YHIpaBJICHHA, [Tonstue nokymenrta. Mudbopmanus u

AOKYMCHTC 1 nokymeHT. Kiaccudukanus 10KyMeHTOB:

crocobax 10 BUYy 0(OPMIICHUSI; IO COJEPKAHUIO;

AOKYMCHTHpOBaHHNA no gopme; MO MNPOUCXOXKIEHUIO; IO
cpeacTBaM (UKcallMM; MO  CpOKam
XpaHeHHs. MarepuanbHble  HOCHUTENN
uHbopMaIuu.
[TonsiTne nokymMeHTHpoBaHus. OCHOBHbIE
crocoObl TOKyMeHTUpoBaHus. OCHOBHbIE
COBPEMEHHbBIE TEXHOJIOTHH, TPUMEHSIEMbIE
IpY OpraHu3aluu paboThl C JOKYMEHTaMHU
B OpraHu3aiusax (yYpexaeHHusX ).
CamocrosiTesibHas1 padora: 2
[logrotoBkapedepata 1o  TeMme:
«OCHOBHBIE COBPEMEHHBIE TEXHOJIOTHH,
OpPUMEHSIEMbIE  NPU  OpPraHU3ALMH
paboThI C TOKYMEHTaMH B OpraHU3aUsIX
(YUpeKACHUSX)».

Tema 1.2 Conepsxanue yaeOHOro Matepuaia 2

HopmarusHo- HopmaTtuBHO-IpaBOBBIE aKTHI,

npaBoBas 0aza peryjaupyromye JAOKYMEHTAIlMOHHOE

JOKYMEHTAIMOHHOIO | oOecrieueHue ynpaBieHus. Y HUPUKALMS U

oOecrieueHus CTaHAapTU3alUMsl KaK OCHOBHbBIE

YIPABJICHUS HaIpaBJIeHUs COBEPILIEHCTBOBAHUS
JIOKYMEHTOBU JIOKYMEHTAIMOHHOTO

oOecrnevyeHus ynpaBJeHUsl.




[lepeyeHb OCHOBHBIX TOCYAapCTBEHHBIX
CTaHAApTOB HA  YHU(DUIIMPOBAHHBIE
cUCTEeMbl  JoKyMeHTaluu. OCHOBHBIE
MOJIOKEHUS TOCYTapCTBEHHOM CHCTEMBbI
JOKYMEHTAIMOHHOTO  0OecreueHHUs
ynpasyienus. CocTaB yHU(DUIIMPOBAHHBIX
CHUCTEM JIOKYMEHTAIIUU: OPraHUu3aIl[MOHHO-
pacropsiiuTenbHas, OTYETHO-
CTaTUCTUYECKas1, (GMHAHCOBAS U JIP.

CamocrosiTenbHast padoTa
[logroToBka  KpaTKoro  KOHCIEKTa
«CocTaB yHU(UIIUPOBAHHBIX CUCTEM
JOKyMEHTAI[MU:  OpraHU3alluOHHO-
pacnopsuTeIbHasl, OTYETHO-
CTaTHCTUYECKas, GUHAHCOBas U p.»

Tema 1.3 CriocoObI 1
MpaBUJIa CO3JIaHMS
JTIOKyMEHTOB

Conepxanue yueOHOro MaTepuaia
XapakTepucTuKa, COCTaB U COJCpKaHUE
I'OCTana cucreMy OpraHu3anuOHHO-
paciopsAUTeILHON JOKYMEHTAINH.
VYHudunmpoBanHas cucrema
OpraHU3aIMOHHO-PACTIOPSAUTEIHLHON
JTOKyMEHTaluu. TpeOoBaHUSIK
0(pOpMIIEHUIO TOKYMEHTOB. Dopmytsip-
obpazent OPJ[. IlpaBuna odopmieHus
PEKBU3UTOB,PETIIAMEHTUPOBAHHBIX
I'OCTowm.

[IpakTuueckas pabora
OdopmiieHre peKBU3UTOB Ha JOKYMEHTAX.

CamocrosTenbHas paboTa
IToaroroBkamokiaanga o  TEME:
«IIpaBuna odopmueHus
PEKBU3UTOB,
pernamenTupoBaHHbIX ' OCTomy.

Paznexn 2.

OPTAHM3ALNA CUCTEMBbI
JOKYMEHTAILIMOHHOI'O
OBECITEYEHUA

Tema 2.1
Odopmiienne
UH(OPMAIMOHH
0-CITIPABOYHOU
JIOKyMEHTaIu!

Copepxanue yueOHOro MaTepuaa
XapakTepucTUKa U COCTaB CIPaBOYHO-
UHPOPMAITMOHHBIX JOKYMEHTOB
(ciTyeOHBIX MHUCEM, CITPABOK, 3asBJICHUH,
aKTOB, IPOTOKOJIOB, JOKJIaHBIX
u
00BACHUTENBHBIX 3aMCOK), TPEOOBAHUS K
ux  ohopmieHuo.




JloKkyMeHTHUpOBaHKE
JESTEIbHOCTH KOJUIETUATIbHBIX OPTraHOB.

[TpakTHdeckue 3aHsTHS
Odopmienue nH(pOpMaIIMOHHO-
CIPaBOYHOM JTOKYMEHTAIINH

Tema 2.2
Odopmienne
OpraHU3alMOHHO
PacnopsnurensHon
JOKyMEHTAIUU

Conepxanue yueOHOro MaTepuasia

OCHOBHBIE TpPYHIIBI OpraHu3alHOHHO-
pacnopsIuTEIbHbIX JOKYMEHTOB.
XapakTepucTuka u COCTaB
OpraHU3alMOHHBIX JJOKYMEHTOB (yCTaBa,
MOJIOKEHHUS], THCTPYKIUHU, JOJKHOCTHON
UHCTPYKIIHH), TpeOOBaHUS K
oopMIIeHUI0. XapaKTePUCTUKA U COCTaB
pacrnopsauTEIbHBIX JIOKYMEHTOB
(MoCTaHOBJICHUS, TpHUKa3a,  peEUICHUs,
pacnopsbKeHuUs, yKa3aHusl), TpeOOBaHUS K
UX 0(hOpPMIIEHHUIO.
[ToHsiTHE MOAJIMHHKKA, KOTIHH, BBITTUCKH,
nyonvkaTta. Buabsl konmuii JTOKyYMEHTOB,
0COOEHHOCTH 3aBEpEHMs] KOIUU

u
BBIITMCOK HOTAPUAJIbHBIMU KOHTOPaAMU U
JOJKHOCTHBIMH JIMIIAMH OpTaHU3aIlui.

IIpakTHYyeckue 3aHATHS:
Odopmiienne OpraHU3aIMOHHO-
pacnopsiANTEIbHON TOKYMEHTAUN

Tema 2.3
Odopmienue
KaJpOBOM
JIOKyMEHTAITU!

Conepkanue yueOHOTro MaTepuasa

3asBIICHHS] W TMPUKA3bl [0 JUYHOMY
coctaBy. JInunas kaptouka Gopmel T-2 u
JIMYHBIE JIeT1a

[IpakTrueckue 3aHATHS
Odopmiienne KaapoBOi JOKYMEHTAIIUH

CocraBnenue pe3rome

Tema 2.4
JlorosopHo-nipaBoBas
JlokyMeHTamus

Coziepkanue yueOHOTro Marepuasa

ITonsitue norosopa. OCHOBHBIE pa3Aeib
noroBopoB. [lopsgok  odopmiieHus
TPYAOBOI'O JOrOBOpPA, JOTOBOPA MOCTaBKH,
JI0TOBOpa KYIIJIU-TIPOJIAXKU.

[IpakTrueckue 3aHATHS
OdopmiieHne 10roBopoB

CamocrosiTenbHast paboTa
[ToaroToBka MOKIANOB, MO KaXKIOMY
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A0roBOpy OTACIBHO.

Tema 2.5 Copepxanue yueOHOro MaTepuasa 2
[IpeTen3noHHoO- Conepxanue yueOHOro Marepuania
UCKOBas OcHOBHBIE PEKBU3HUTHI U MOPSTIOK
JloxkymeHTaus odopmiieHus IIPETEH3UM, OTBETOB
Ha
npereHsuto. FOpuanueckas  cioyxo0a,
BBINOJIHSAONIASE  [PETEH3UOHHO-
HCKOBYIO
paboty Ha  OPEIIpUSITHH.
Kypnan
pETrUcCTpalyy MPETEH3M.
[Topsimok  odopmiteHUs HCKOBBIX
3asBICHUN U NpE/CTaBICHUE  UX 8
B 4
ApOUTpaXKHBII CY/I.
[IpakTHYECKHUE 3aHATHS: 2
Odopmienue obpalieHuii rpaxaan
Odopmrnenue MPETEH3MOHHO-UCKOBOM
JlokymeHTaiuu 2
CocraBnenue HOMEHKJIATyphI Je1
U
(opMupoBaHHE JOKYMEHTOB Jieja.
Bcero 48
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3. YCJIOBUSA PEAVIMBALIMU TPOTI'PAMMBI JUCIHTUTTJIMHBI

3.1. TpeboBaHusk MUHUMAJIBHOMY  MaTePHaIbHO-TEXHHUCCKOMY
00€ECIIEYEHUTO
Peanu3aius mporpaMMbl TUCIUAILUIHHBI TpeOyer HaMuust  j1aboparopuu

UH(GOPMAIIMOHHBIX TEXHOJIOTHI B MPOPECCHOHATBHOMN AEITEIbHOCTH.

O6opynoBanue  nmabopaTopuu UH(OPMAITMOHHBIX TEXHOJIOTHIA B
npoheccCHoHaNbHOMN JeSTENbHOCTH:

- pabourie MecTa Mo KOJIMYECTBY 00YyHarOIIUXCS,

- pabouee MeCTO Mperno1aBaTels;

- KOMILIEKT Y4eOHO-METOJMUECKON JOKYMECHTAIUHY;

- HATJISAHBIC TIOCOOUS;

- y4eOHbIe MPEe3eHTANH U (HIBMBI [0 HEKOTOPBIM pa3zesiaM TUCIHILIHHEI,
- IporpaMMa 1o KOMIbIOTEPHOMY TECTUPOBAHUIO.

Texuuueckue cpecTa 00yUCHUS: KOMITBIOTEP, BHICOIIPOEKTOP, SKPaH

3.2. Hudopmanmonnoe obecnieuenne o0yueHus [lepeueHs pekoMeH yeMbIX
y4eOHBIX U3IaHUH,

HNHTepHeT-pecypCcoB, NOMOIHUTEIBHON JUuTepaTypbl OCHOBHBIE HCTOYHHUKHU

I'OCT P 7.0.97-2016. HaunonanbsHbIl cTangapT Poccuiickoit denepanu.
CucrtemMa cTaH1apToB 10 UH(PopMaIK, OUOIUOTEYHOMY U U3/IaTEIIbCKOMY JIEITy.
Opranu3anoHHO-paCIIOPsAIUTEIbHAS TOKYMEeHTaIMs. TpeboBaHUs K
0(OPMIICHUIO TOKYMEHTOB.

Kyszuenos M.H. JlokymeHTanimonHoe obecreueHre yrnpaBieHUs..

JIoKyMEHTOOOOPOT U EI0NPOU3BOACTBO: YueOHUK U npaktukym s CI1O/ M.H.

Ky3znenos. -3-e u3z.., nepepad. M nomn.-M.: UzgatensctBo FOpaiit, 2017. -461 c. —

Cepust: ITpodeccronansHoe 00pa3oBaHUE.

Kupcanosa M.B., Akcenos FO.M. Kypc nenonpousBoAcTBa: TOKYMEHTAIMOHHOE
oOecrieueHue ynpaniieHus:y4eo. nocodue/pekomenioBano MO PO/ M.B.
Kupcanona, F0.M. Akcenos.-M.:MH®PA-M, 2016.-256 c.

Ky3zuenos M.H. JlokymeHTanimoHHoe o0ecrneueHrne yupaBieHus 1
nenonpoun3BoACcTBO: yueb. / momyiieno MO P® / M.H. Ky3nernos.- M.: IOpaiir,
2016.- 576 c.
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Kysnenos C.JI. CoBpeMeHHbIE TEXHOJIOTHU JTOKYMEHTAIIHOHHOTO 00eCTIeUeHNs
ynpaieHus: yueo. / pekomengoBano YMO P® / JI.C. Ky3uenos.- M.: Tepmuxka,
2016.- 288 c.

Kynéga E.1O. JlokymeHTalimoHHOE 00eCIeueHHEe YIPaBICHUS. DIEKTPOHHOE
npuiioxkeHue.- Akagemusi-Menua, 2017.

[Tmenko A.B, loponuna JI.A. u ap. JlokyMeHTaIimoHHOE oOecrieueHue
yIpaBJICHUS. DNEKTPOHHBIN y4eOHO-METOIUUYECKUN KOMILTIEKC.- AKaIeMHUsI-
Memna, 2018.

Coxkozos B.C. JlokymeHTalimoHHOE oOecrieueHre ynpaBieHus: yueo. / TonyuieH
MO P® / B.C. Cokonog.- M.: DOPYM: UH®PA-M, 2016.- 175 c.

Anp00M MEPBUYHBIX TOKYMEHTOB: DiekTpoHHas kaura (1 CD).- M.: U]
«PaBHoBecuey.- (Cepus [lenoBbie JOKYMEHTBI», BBIIL. 6).

PepkakoB A.I1. OOpa3isl JOKyMEHTOB Jis TpaxkaaH: DnekTpoHHas kaura (1 CD)
M.: U1 «PaBHOBecHue».

TexHuueckue cpeicTsa 00yyeHus

["apanT: FOpunuueckas crnpaBouHo-uH(popMarmonHas cucrema.- M.: HIIII
“I"apaHT-CcepBHUC”.

Koncynprant [Lroc.
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4. KOHTPOJIb 1 ONEHKA PE3YJIBTATOB OCBOEHUA

JACHUTIIAHBI

KOHTpOJ'IB M OLICHKA PC3YyJIbTAaTOB OCBOCHUA JUCIHUIIIIMHBI OCYHICCTBIIACTCA
nperogaBaTciicM B ITPOUCCCC IMPOBCACHUA IMTPAKTHYCCKUX BaHﬂTHﬁ, TCCTUPOBAHUA,
a TaK)KC BBITIOJIHCHUA O6Y"I3.IOHH/IMI/IC$I HHIAWBUAYAJIBHBIX BaﬂaHI/Iﬁ.

PesynbraThl 00yueHus
(OCBOEHHBIE YMEHHSI, YCBOCHHBIE
3HAHUSA)

DOpMBI U METOJIbI KOHTPOJISL U
OILICHKH PE3YJIbTATOB 00yUYEHUs

Ymenus

1. odopmisaTe OpraHU3alMOHHO-
pactopsINTEIbHBIC TOKYMEHTHI
B COOTBETCTBHUHU C
nenctByromuM 'OCTowm;

OueHka 1Mo UTOraM YCTHOIO OMpoca
CTYJCHTOB 110 T€ME, UTOTOB PEIICHUS
CUTYaIIMOHHBIX 3aJ1a4, BBITIOJHEHUS
VH/TMBH Ty JTbHBIX
MPAKTUYECKUX

3alaHuif, a TakK >Ke IO HWTOoTraMm
3amUThl pedepaTtoB, HAOIIOJECHUE 110
UTOTaM TECTUPOBAHUS U BBITIOJHEHUS
KOHTPOJILHON pabOTBHI.

2. OCYIIECTBIISITH 0OpabOTKY
BXO/SIIIAX, BHYTPCHHUX W
UCXOIAIUX  JOKYMECHTOB,

KOHTPOJIb 34 UX UCIIOJITHCHHUCM,

Onenka 1Mo UroraM yCTHOrO Ompoca
CTYAEHTOB IO TEME, UTOTOB PEIICHUS
CUTYAIIMOHHBIX 3aJ1a4, BBITIOJHECHUS
WHMBUAYaJIbHBIX
MPAKTHYECKUX

3aJjaHuM, a TakK € [0 HToram
3amuThl pedepaTtoB, HAOTIOJECHUE TI0
UTOram TECTUPOBAHUS u

BBITIOJIHCHUS
KOHTPOJBHOH PaOOTHL.

3. 0pOpMIIATH

AOKYMCHTEI JIIs

1epeaauu B apXMB OpraHu3aluu;

OneHka yCTHOrO OIpoca CTYAEHTOB,
UTOTOB BBLITIOJIHEHUS
WHIUBU Ty ATbHBIX

Pe3ynbraTel 00yueHus
(OCBOEHHBIE YMEHHSI, yCBOCHHBIE
3HAHUS)

(DOpMBI U MCTOJIbI KOHTPOJIA U

OIICHKH PE3YJIbTATOB 00yUEHUS
MIPAKTUYECKUX 3aJaHuH,

3aIATEI
pedeparos.

4. odopMIATh PEKBU3UTHI HaA
JIOKyMEHTaX B COOTBETCTBHUH C
nerctByrommuM ['OCTowm;

OueHka yCTHOrO OMpoca CTYJEHTOB,
10 UTOraM PELICHUs] CUTYyallMOHHBIX
3a7a4, BBIOJHCHUS
VHIVBUAYAJIbHBIX TPAKTUYECKUX
3aJIaHUMN.

5. ohopmisITh UHPOPMALITUOHHO-
CIIPABOYHYIO JOKYMEHTAIIUIO;

Ouenka 1o wuroram oQopMIIEeHUs

WH(()OPMAIIMOHHO-CIIPAaBOYHON

JIOKyMEHTAIMH, 3allUThl pedepaTos,
HaOJII0IEHNE 1o ATOraM
TECTUPOBAHMUS u BBITIOJTHEHUS
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KOHTPOJbHON pa0OTHI.

6. opopmiATh
JTOKYMEHTAITHIO;

KaJIpOBYIO

OHCHK& YCTHOTI'O OImpocCa CTYACHTOB,

IO UTOr'aM PCHICHUA CUTYAIIMOHHBIX
3aJa4, BBIIIOJIHCHUA
HHIANBUYATTbHBIX ITPAKTHYCCKUX
3aJaHHH.

7. opOpMIIATh TMPETEH3HUOHHO-
HCKOBYIO IOKYMEHTAIIHIO.

OueHka yCTHOTO OIpoca CTYAEHTOB,

o uToraM  oQopMIICHUS
IIPETEH3MOHHO-UCKOBO
JOKYMEHTAllUH,  BBIIOJHEHUS

WHJIMBUTYaJbHBIX MPAKTUYECKUX
3aJIaHUN.

3HanuA:
1. noHsATHE JIOKYMEHTa, €ro
CBOMCTBa, CIIOCOOBI
JTIOKYMEHTHPOBAHUS;

HaOmronenue 1o ATOTram
TECTUPOBAHMUS.
Onenka B rpouecce

IIPOBEACHUSA KOHTPOIbHON
padOTHI.

2. TpaBWJa  COCTABJICHHUS |
ohopMIICHUSI OpraHU3aIMOHHO-
pactopsINTEIbHBIX
nokyMeHToB (nanee - OPJ]);

OreHKka 1O WTOraM BBIIIOJTHEHUS
WHIUBUYJTbHBIX MHCHhMEHHBIX
3aJlaHnii, HAONIOJAECHHE II0 HUTOTaM

TCCTUPOBAHUSA W BBIINOJIHCHUA
KOHTPOJIBHOH Da60TI>I.

3. CHUCTEMY U THIIOBYIO
TEXHOJIOTHIO
JOKYMEHTAIHOHHOTO
oOecrieueHus yrpaBieHuUs
(manee

OreHKka 1[0 WTOraM BBIIIOJTHEHUS
WHIUBUYJTbHBIX MHCHhMEHHBIX
3aJlaHnii, HAONIOJAECHHE II0 HUTOTaM

TECTUPOBAHUSI.
Ouenka B _mpolecce MPOBEICHHSA
KOHTPOJILHOM pabOTBHI.

- 10Y);

4, ocobeHHocTH | OneHka Mo uToraMm MHAUBUAYATbHBIX
JeNIOTIPOU3BOICTBA M0 | MHUCHMEHHBIX 3a/JaHUW, MO HUTOTaM
oOpalieHUsIM  TpakJaH U | 3alluThl peepaTos.
KOH(UICHIUAIEHOTO Ouenka B _TpolEecce MNPOBEICHUS
JIeTONPON3BOJICTBA. KOHTPOJIbHOUN pabOTBHI.

5. TEXHOJIOTHIO OpraHHU3aluu
JTOKYMEHTOO0OpOTa B
opranm3anusx (YUpexaeHusx).

OneHka 1o UTOTaM
BBITIOJIHEHUSA

WHINBUYaJTbHBIX MACHhMCHHBIX
3aJaHUM, 10 HWTOTaM 3aIllUThI
pedeparos. Ouenka B mpouecce _

BBITIOJTHEHUS KOHTPOJILHOM
paboThI.
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