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1. OBIIAA XAPAKTEPUCTUKA PABOYEH ITPOI'PAMBI YUYEBHOMH
JUCHHUIIVIMHbI

1.1. ObuacTs npuMeHeHHus padoyeil NporpaMmbl:

Pabouas mnporpamMma JAMCUUIUIMHBI SIBISIETCS YacTblO IOATOTOBKM — CIIELUAIMCTOB

cpennero 3BeHa B coorBeTcTBUM ¢ PI'OC CIIO mo mpodeccun 09.01.03 — Omeparop
WH(OPMAIIMOHHBIX CUCTEM U PECypcoB (YTBEPXkACH NMpPHUKa30oM MUHUCTEPCTBA MPOCBEIICHUS
Poccutickoit ®enepanuu ot 11 HosiOpst 2022 . N 974).

1.2. Mecto y4eOHOIi JUCHUIUIMHBI B CTPYKTYpPe OCHOBHOI mNpogeccHOHATLHOI
o0pa3oBaTeJIbHOM NMPOrPpaMMBbI:

OI1.02.

o0ecrieueHne OTHOCUTCH K

JIoKymMeHTalnOHHOE

o01enpodecCuoOHaAIbHBIM JUCIUTIITHHAM.

1.3. Heab u 321241 y4eOHOH TMCUUNIUHBI:

B pamkax mporpamMmbl y4eOHOUN IHCIUIUIMHBI

YIpaBJICHUS

06y‘~IaIOH_II/IMI/IC$I OCBAanBANOTCs YMCHUA

Y 3HAHUSI
Koa IIK, OK YMmenust 3HaHHA
OK 01, - IPUMEHSITh CpeacTBa | - OCHOBHBIE HOHSTUS
OK 02, MHQPOPMAI[MOHHBIX TEXHOJOTHH JUIA | JOKYMEHTAIIMOHHOTO  O0eCIeYeH st
OK 04, penreHus MpoecCUOHANBHBIX 33/1a4; | YIIPaBICHHS;
OK 05, - TPAaMOTHO HM3JIaraTh CBOM MBICIH M | - HOMEHKIATypa HWH(QOPMAIIMOHHBIX
SII(( 10.91’, oopmIATH JIOKYMEHTHI 1O | HICTOYHHKOB, MPUMEHSEMBIX B
0K 1.2 npodeCcCHOHATBPHON  TeMaThkKe Ha | MpodecCHOHANBHON AeSITeNbHOCTH;

rOCyJapCTBEHHOM SI3BIKE;

- CO37aBaTh JIOKyMEHTHl Ha OCHOBE
1a0JI0HOB;

-0opMIISITE  TOKYMEHTAIIUIO B
COOTBETCTBUH C HOPMAaTUBHOM
0a30ii, ucronb3ys MHGOPMALMOHHbBIE
TEXHOJIOTUH;

- B3aUMOJICHCTBOBATh C KOJUIETaMH,
PYKOBOJICTBOM, KJIMEHTaMH B XOJIe
poeCCHOHAIBHON JEATENHHOCTH
-ACIIOJIb30BaTh
TEJIEKOMMYHUKAI[TOHHBIE
TEXHOJIOTUH B HIIEKTPOHHOM
JIOKYMEHTO000poTeE.

- TIOHATUS MYOJUYHBIX U MPUBATHBIX
JIOKYMEHTOB;

- TpeboOBaHUs K COCTaBICHUIO U
0(OPMIICHHUIO IOKYMEHTOB;

- OCHOBHBIE CTaHIAPTHI O(OPMICHUS
TEKCTOBBIX Y TaOINYHBIX I[OKYMCHTOB;
- OCHOBHBIE TpaBuia U TpeOOBaHUS K
CIPYKTYp€E HOKYMEHTOB;
-OpTraHu3ali  JTIOKYMEHTO00O0poTa:
npueM, o0paboTKy, pEeTrUCTpaIuio,
KOHTPOJb, XpaHEHUE JIOKYMEHTOB,
HOMEHKJIATYpY Jell.




1.4. PexomeHayemMoe KOJMYECTBO YaCOB HA OCBOeHHE Padoueii mMporpaMmbl
y4eOHOM JUCIHUIJIMHBI:

MaKCUMaJIbHOU yueOHOM Harpy3ku oOydatomierocs — 42 yaca, B TOM YHUCIIE:

- 00s13aTeIbHON ayAUTOPHOHN yueOHOM Harpy3Kku oOydaromierocs — 36 4acos;

- B TOM YHMCJIC: IPAKTUYECKHUE 3aHATHS — 16 4acoB;

- IIPOMEXKYTOUHAas aTTecTanus — 6 4acos.



2. CTPYKTYPA U COAEP)KAHUE YYEFHOM JJUCHUILJIAHBI

2.1 O0beM yueOHOIi TUCIUIIUHBI M BU/IbI Y4eOHOH padoThl

Bun yueOHoi# padoThl O0bem yacon
MaxkcumanbHas yueOHasi Harpy3ka (BCcero) 42
Obs3arenbHas ayquTopHas yueOHas Harpyska (Bcero) 36
B TO YHUCIIE:
[IpakTrueckue 3aHATUS 16
Wrorosas arrecranus B popMe IK3amMeHa 6




2.2 TeMaTH4YeCKHUIl IJIAH U COlep:KaHUe Y4eOHOM TUCIMIIIHHbI

O0bem, akan. 4. / Konet .
B TOM YHCJI€E B KOMIETCHIMH,
HaumenoBanmue Coaep:xxanue yueOHOro MaTepuaJia M (pOpMbl OPraHU3ALMU AeATeIbHOCTH popme (bopmupoBariio
pa3iesioB M TeM o0y4yarommxcs NPaKTHYeCKO KOTOPBIX
HOATOTOBKH, CrocoocTByeT
AKAL 1. 3J1eMEeHT
NPOrpaMMmbl
1 2 3 4
Paspnen 1. lokymMeHTHPOBaHUE B IPO(eCCHOHATBHOM 1eSITeJIbHOCTH.
Coaep:xanue yueOHOIro MaTepuaJia
[TonsiTve 0 TOKyMEHTax | criocobax qokyMeHTupoBanus. JlokymeHToo60poT. O0BEM
Tema 1.1 nokymeHToo0opoTta. HopmatuBHo-mMeToquyeckas 0asa J1ejomnpou3BoacTea. Buasl
[TonsTHE O JOKYMEHTOB U UX Kiaccudukaiusi. OCHOBHbIE CITIOCOOBI JOKYMEHTHUPOBAHUS. OK 01, OK 02,
JOKYMEHTaX U ['pynmupoBKa TOKyMEHTOB IO COJEPKAHMUIO, TIO GOpMe, TIO TPOUCXOKACHHUIO U 110 BHILY OK 04, OK 05,
crocobax 0 OpMIICHHS. OK 09,
IOKyMeHTHpoBaHUs | I[IpaKkTHYecKue 3aHATHS 1 K 1.1, IIK 1.2
CoBpeMeHHbIE 3aKOHO/IaTeNIbHbIE 1 HOPMAaTUBHO-METOINYECKHE UCTOUHUKHU IO
JIeJIOTIPOU3BO/ICTBY.
Conep:xanue yueOHOro MaTepuaJia 5
OCHOBHBIE TIOJIOKEHUS TI0 JJOKYMEHTHPOBAHHIO YIIPABICHYECKOH EATETLHOCTH.
VYHubukanys u cranaapTu3anys yrnpaBleHUeCKUX JOKYMEHTOB. [lepeueHb HOpMaTUBHBIX
Tema 1.2 JIOKyMEHTOB Jijis BejieHus naenonpoun3oactBa. [OCT P - 6.30-2003. [TonsTue o OmaHke OK 01, OK 02,
Yaudukanus u JOKyMeHTa, BUJIbl Os1aHKOB. [IpaBuia odopmiienus pekBu3utoB B cootBeTcTBUU ¢ [[OCT OK 04, OK 05,
CTaHJapTU3aLUs P 6.30-2003 YrnoBoii 1 IpoAOIBHBINA CLIOCOOBI PACIOIOKEHNUS PEKBU3UTOB Ha OK 09,
JIOKYMEHTOB JIOKYMEHTE. IIK 1.1, IIK 1.2
I[IpakTnyeckue 3aHATHS 1
[TpaBuna odopmiienus pekBu3uToB B cootBeTcTBUU ¢ ['OCT P 6.30-2003 YrnoBoii u
TPOJIOJIBHBIN CIIOCOOBI PACTIONIOKEHHSI PEKBH3UTOB HA JJOKYMEHTE.
Pa3nea 2. JlokyMeHTHPOBaHHE YIIPABJICHYECKOM 1esiTeIbHOCTH
Tema 2.1. Conep:xaHnue yueOHOIro MaTepuasa 4




OCHOBHBIE
TpeOOBaHUS K
COCTaBIICHUIO U
0 OPMIICHUIO
JTOKYMEHTOB

[TonsTHe 0 O1aHKax 10KyMeHTOB. Bunbl 61ankoB. O0pasiibl 0J1aHKOB TOKYMEHTOB.
O6ume cBenenus o pekBusuTax. OopmieHne peKBU3UTOB TOKYMEHTOB.
TpeboBanus k 6;1ankam u pexBusutaMm o ['OCT P 7.0.97-2016 «HannonaabHbII
crangapt Poccuiickoit @enepanuu. Cucrema cTaHAapTOB O HHPOPMALIUH,
61OIMOTEYHOMY U M3/aTeNIbCKOMY Jeny. OpraHu3alMoOHHO-pacopsAUTeIbHAs
nokyMmeHraius. TpeboBanus kK opopmieHuto 1okyMeHToB" (y1B. Ilprukazom
Poccrangapra ot 08.12.2016 N 2004-cT) (pex. ot 14.05.2018).

IIpakTnyeckue 3aHATHS

KoncrpynpoBanue  Gi1aHKOB KOHKPETHOH opraHusauuu; oopmieHue
OCHOBHBIX pekBu3uToB OPJI.

OK 01, OK 02,
OK 04, OK 05,
OK 09,
K 1.1, IIK 1.2

Tema 2.2.

CocraBleHue
oopmiieHnE
OTJIENBLHBIX BHIOB
JIOKYMEHTOB

Coaep:xxanue yueOHOro MaTepuaJia

OpraHu3anroHHbIE, PACIOPSIAUTENbHBIE U HH()OPMAIIHOHHO-CIIPABOYHBIE TOKYMEHTHI.
XapakTepucTUKa OCHOBHBIX OpTraHU3aI[MOHHBIX JOKYMEHTOB (yCTaB, IMOJIOKECHHUS,
MHCTPYKLUH). XapaKTEpUCTUKA PacCOPSAUTEIbHBIX TIOKYMEHTOB (IpUKa3,
MOCTaHOBJIEHHE). XapaKTePUCTUKA U COCTaB MH(POPMAILIMOHHO-CIIPABOYHBIX JOKYMEHTOB
(aKT, MPOTOKOJI, 1ETIOBOE MMCbMO, CIIpaBKa, J0KJIaaHas 3anucka). [Ipasuiia
odopmieHHs U BbIIauu Konui TokyMeHToB. druHaHcoBas nokyMeHTanus. JloropopHas
JIOKYMEHTaIMSI.

IIpakTH4eckne 3aHATHA

Cocranenue u 0opMIICHUE TOKIAIHON U Cy)eOHoi 3anucku. OgopMiieHne mprKasa,
BhIMKCKA U3 Mpukaza. Odopmiienue ykazanus, pacnopsixerus. CocTaBieHHe U
odpopmiienne nHpopmanmonHoro nuckMa. CocraBieHue u opopMIIeHHE JEII0BOTO
nuceMa. Odopmienue cnpaBok Odopmuenne aktoB OdopmiieHHE MPOTOKOIOB

OK 01, OK 02,
OK 04, OK 05,
OK 09,
IIK 1.1, IIK 1.2

Pazgean 3. {okymenTo000poT. Opranu3anus padoTsl ¢ JOKYMEHTAMH.

Tema 3.1.
ITonsTie
JIOKyMEHTO000pOoTA.
Opranmzanus padoThl
C TOKyMEHTaMHU

Coaep:xanue yueOHOro MaTepuaJia

TexHonorust paboThl ¢ BXOASIMIUMHU, UCXOASAIIUMU U BHYTPEHHUMHU JOKYMEHTaMHU.
Peructpanus 10kymMeHTOB. ABTOMaTH3aIUs POLECCOB JOKYMEHTAI[MOHHOTO
oOecnieueHus ynpasiaeHus. Opranusaiys OTIPaBKU UCXOAAIIUX JOKyMeHTOB. KoHTpoIb
UCIIOJIHEHUS TOKyMeHTOB. PaboTa ¢ oOpalieHusiMu.

[MpakTnyeckue 3aHATHS

Co3nanue perucTpauuoHHON (POPMBI Il PErMCTPALUU BXOISIIETO JOKYMEHTA,
perucrpanus ucxoasmniero nrokymenta. CocrapieHue u 0oopMIeHIEe HOMEHKIIATYphI 1e71.

OK 01, OK 02,
OK 04, OK 05,
OK 09,
MK 1.1, T1IK 1.2

8




Conep:kanue y4eOHOT0 MaTepuaJia

[TonsTus 00mEeaOCTYTHON HHDOPMAIK U MHPOPMAIIUN OTPAHUYSHHOTO JIOCTYTIA. OK 01, OK 02,
O6ecneyenue nHGOPMAITMOHHON 0€30MTaCHOCTH NpH padboTe ¢ JoKyMeHTamu. Pabora ¢ OK 04, OK 05,
KOH(HICHIIMATHHBIMHI JOKYMEHTaMH. 3aKOHO/IATENIHO - HOPMAaTUBHBIE aKTHI B 00J1aCTH OK 09,
obecrieueHuss THPOPMAIIMOHHON 0€30MaCHOCTH, 3aIIUTHl TOCYIAPCTBEHHOM TaliHBI 1 K 1.1, [IK 1.2
KOH(pHIeHIIMaTbHOI nHpopMmarmu. JJokTpuHa HH(POPMAITMOHHOH 0€3011acHOCTH
Tema 3.2, Poccutickoit ®eneparnuu. Buasr konbuaeHmansHoi napopmannn. HopmaTtusHo-
Opranuzauus paboTsl | hapopoe conepikatie deepalbHOro 3aKoHa «O ePCOHATBHBIX JAHHBIXY.
¢ TOKyMCHTaMHu, JIoKyMEHTHPOBaHHUE CBEIECHHI KOHPHIEHIIMAILHOTO XapakTepa. 3anmra
UMEIOIIMMH TPUDBL | o dhniennmanbHoii nudopMaty. OTBETCTBEHHOCTD 3a HAYLIEHHE PEXKIMA 3aLLUTbI
OrpaHMICHU KOH(HUAECHIMAILHON MHPOPMALIUH.
AOCTYIIA. IIpakTHyeckue 3aHATHS 2
AHanu3 mporpamm JAjsi OpraHu3aluy IEKTPOHHOTO JOKYMeHTooOopoTa. M3yuenue
HOPMATHUBHOM 0a3bl, peraaMeHTHPYome paboTy ¢ TOKYMEHTaMHU, UMEIOIIMMU TPUQBI
orpanuueHus goctymna. Cucrema 3JeKTPOHHOTO ToKyMeHToobopoTa (CO/I), ee
CTPYKTYpa, HacTpoiika cucteMbl. [{ludposas moanuce.
Pa3nen 4. XpaHeHue 1 apXuBHpPOBaHUE 1OKYMEHTOB
Conep:xxanue yueOHOTro MaTepuaJia OK 01, OK 02,
Tema 4.1. OK 04. OK 05
3akoHOaTeNbHAs | SAKOHOJATENbHAs ¥ HOPMATUBHAs OCHOBA XPaHEHHs IOKYMEHTOB. HoMeHKatypa nen. 2 OK, 09 ’
HOpMaruBHas ocHoBa | Popmupoanue en. CocraBiaenne u obpopmiaenne omucy aei. ITopsok yHHITOKCHHS K 11 HI’{ 12
XpaHEHHS 1 JIOKYMEHTOB. XpaHEHHe TOKYMEHTOB B apXHUBE. " :
apXUBUPOBAHUA HpaKTI/IquKI/Ie 3AaHATUSA 2
AOKYMCHTOB. ®opmupoBanue 1 opopmMIIeHHE JIe], COTJIACHO HOMEHKIAType Nl
IIpoMeskyTOUHasi aTTeCTALUSA 6
42

Bcero:




3. YCJII0BUsA PEAJIM3ALIUU IMPOI'PAMMBI YUEBHOM
JUCHOUIIJINHBbI

3.1 MarepuajibHO-TeXHHYeCKoe oDecrnevyeHne

Peanuzanuss mporpamMmbl  IUCHUIUIMHBL  TpeOyeT Haiauuusi ydeOHOro KaOuHeTa:

O06opynoBaHue yueOHOT0O KaOuHeTa:

— aBTOMaTU3MPOBAHHbIE pabo4Ke MecTa 00yJaroLINXCS;

— aBTOMaTU3MPOBAHHOE paboyee MECTO IIPEeroiaBaTels;

— KOMIUIEKT Y4€OHO-METOIMYECKOM TOKyMEHTalUU;

— KOMIUIEKT CIIPABOYHOU ¥ HOPMATUBHOM TOKYMEHTALIUH;

— METOAMYECKUE TOCOOUS TSl TPOBEJCHUS PAKTUYECKUX 3aHATUI

— ayJAMTOpHAs J10CKa JUI MUCbMa;

— KOMIIBIOTEPHBIE CTOJIbI IO YUCITY pabounX MECT 00yUYaroLIUXCs;

— BEHTWJISIIMOHHOE 00O0py/J0oBaHue, obecnednBaroniye KoM(pOpTHBIE YCIOBUS

IIPOBE/ICHUS 3aHATHM.

3.2  HudopmanuonHoe odecrnieueHue o0yuenussOcHoBHaAA JUTEpPaTypa

1. TOCT P 6.30-2003, YHUpHUIMPOBaHHBIE CUCTEMBI JOKYMEHTAIMH. Y HU(PULIHPOBAHHAS
cucTeMa OpraHM3allMOHHO — PacHOpPSAUTENbHOW JAOKyMeHTaluu. TpeboBaHue K 0(QOpMIEHHIO
JIOKYMEHTOB.

2. TOCT 6.10.5-87. YHupumupoBaHHbIE CHUCTEMBI JOKYMEHTAlMH. TpeOoBaHHS K
nocTpoeHuIo popmyisipa — oOpasia.

3. TOCT P 51141 — 98. lenonpou3BoACTBO U apXMBHOE J1€J10. TepMUHBI U ONpeIeICHHUS.

4. TOCT 51511-2001. Ilewatn c BocmpousBereHueM ['ocymapcTtBenHoro repoa PO.
®opma, pazMepsl U TexHudeckue TpedoBanus (c u3m. Ne 1 2002 r.).

5. 'OCT 17914-72. OGnoxka Jen JUIMTENbHBIX CPOKOB XpaHeHMs. THIbI, pasMepsl U
TEXHUYECKHE TPeOOBaHMUS.

6. TurmoBast ~WHCTPYKIMS 1O  JEJONPOU3BOJACTBY B  (elepanbHBIX — OpraHax
ucnojHuTeNnbHoM Biaactu. Pocapxus. BHUUIA L. M., 2006.

7. ®enepanbHblii KOHCTUTYUHMOHHBIM 3akoH P® ot 25.12.2000 Ne 2-©K3 «O
rocynapcTBeHHOM repoe PDy.

8. OcHoOBHBIE paBmMIIa pabOTHI TOCYAAPCTBEHHBIX apXxiBoB PD. M., 2002.

9. OcHoBHBIE TpaBMIIa pabOTHI ApXUBOB opranu3anuii M.: Pocapxwus, 2003.
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10. brikoBa, T. A. JlokymMeHTannoHHOe obecrieueHue YIPaBJICHHS
(menompousBoCcTBO): yuebHoe mocobue / T.A. beikoBa, T.B. Ky3nenosa, JI.B. Cankuna; nonu
o6m1. pen. T.B. Ky3nenoBoil. — 2-e¢ u3z., nmepepad. u gon. — Mocksa: UHOPA-M, 2021. —
304 c. + Jon. wmarepumanbl [OnekTpoHHBIM pecypc]. — (Cpemnee mnpodeccuoHaIbHOE
obpazoBanme). - ISBN  978-5-16-013913-5. - Tekcr: oamekrponnbid. -  URL:
https://znanium.com/catalog/product/1141796

11. I'punbepr A.C. JlokymMeHTaMOHHOE OOecreueHUe YNpPAaBJICHUS: YUYEOHMK s

CTYACHTOB, o6yqalom1/1xc;1 10 HaIpaBJICHUAM «OKOHOMMKAY u ((MCHC,Z[)KMGHT»,

cnenuanbHocTsIM «MHpopmaTukay, «JlokymeHToBeqeHHE | JIOKYMEHTAL[HOHHOE
obecrieueHue yrpasieHus», «ABromaTuszanus u ympasienue» / A.C. I'punbepr [u ap.]. — Mocksa:
IOHUTU- JAHA, 2017. — 391 c. — ISBN 978-5-238-01770-9. — Tekct: anekrponnsiii // IPR

SMART: [caitr]. — URL.: https://www.iprbookshop.ru/71213.html (mata obparenus: 27.03.2023).

— PexuM focTyma: i aBTOPHU3KP. MOJIb30BaTENeH

12. Eropos, B. II. J[lokymeHTOBeA€HME U JOKYMEHTAlMOHHOE OOecreyeHue
yrpaBieHus B ycioBusx 1udposoil saxkonomuku / B. I1. Eropos, A. B. CnunpkoB. — 3-¢ U3,
crep. — Cankr-IlerepOypr : Jlans, 2023. — 372 c. — ISBN 978-5-507-45999-5. — Tekcr :
uIeKTpoHHBIH  //  JlaHb : JJIEKTPOHHO-OMOMoTewHass ~ cuctema. —  URL:
https://e.lanbook.com/book/292970

13. KysnenoBa, U. B. JlokymeHTannoHHoe oOecriedeHue yIrpaBieHHs: YydeOHOe
nocobue ans CIIO / U. B. Kysnemosa, I'. A. Xawarpsn. — 2-e uszn. — CapaTos:
[TpododpazoBanue, Aii [Tu Dp Memua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-
4488-0216-4. — TexcT: >MEKTPOHHBIN // DNEKTPOHHBIA pecypc HUPpPOBOW 00pa3oBaTEIBHOM
cpennt CITO PROFo6pa3oBanue : [caiit]. — URL: https://profspo.ru/books/80326

14. Kyxapenko, T. A. IIpaBoBoe obGecneueHue npodhecCHOHAIBHOW 1eATeNTbHOCTH:
yuebnuk s CITO / T. A. Kyxapenko. — Caparos: IIpodobpazoBanue, 2021. — 199 c¢. —
ISBN 978-5-4488-1017-6. — TekcT: >NMeKTpPOHHBIH // DJEKTPOHHBIA pecypc TUPPOBOH
o0Opa3oBaTenbHOI Cpelbl CIIO PROFoGpa3zoBanue: [caiit]. — URL:
https://profspo.ru/books/102330

15. [Tetnuna  EM. HWubopManmoHHBIE TEXHOJOTMH B  IpoeCCHOHATBHOM
nestenbHOCTH: yueOHoe mocobue mis CIIO / Ilernmuuna E.M., T'opbaueB A.B.. — Capatos:
[Tpodobpazosanue, 2021. — 111 c. — ISBN 978-5-4488-1113-5. — TekcT: 3MeKTPOHHBIN //
IPR SMART: [caiit]. — URL: https://www.iprbookshop.ru/104886.html

16. [TaBnoBa, P. C. JlokymeHTallioHHOE OOecrieyeHre yHpaBiIeHUs : Y4eOHUK JUIs
cno / P. C. [TaBnoBa. — Cankr-IlerepOypr : Jlanp, 2021. — 416 ¢. — ISBN 978-5-8114-6959-8.

— Tekcr : osnextpoHHbelid // Jlawp : »nexTpoHHO-OMOMMOTeuHas cuctema. — URL:
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https://e.lanbook.com/book/173087

HNurepHer-pecypenl (0a3bl JaHHBIX, HH(POPMANIMOHHO-CIIPABOYHbIE U TOHUCKOBBIE
CHCTEMBbI):

https://profspo.ru/ - DnexrponHo-6ubIHnoTeuHas cucrema «PROFo6pa3oBanue».

3.3. Opranu3anus o6pa3oBaTeJbHOI0 NMpolecca

OOpazoBarenbHOE  YUPEXKICHHE pAacHoiaraeT MaTepualbHO-TEXHHYECKoW  0a3oM,
oOecrieunBarONIe IMPOBEICHUE BCEX BHUJIOB MPAKTUYECKUX 3aHATHUH, TUCHUIUIMHAPHOM,
MEXIUCIUTUTMHAPHON M MOIYJIbHONW TOATOTOBKM, Y4Y€OHOW NPAKTUKH, NPETyCMOTPEHHBIX
y4eOHBIM IUIAHOM  O0pa30BaTENbHOTO  YyupekaeHus. MarepuanbHo-TeXHHYECKas  0asa

COOTBECTCTBYCT ,HeﬁCTByIOHIHM CAHUTAPHBIM U IIPOTHUBOITIOKAPHBIM HOpMaM.
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4. KOHTPOJIb 1 OIIEHKA PE3YJIbTATOB OCBOEHUA JUCHUIIJINHBI

KoHTpons M olleHKa pe3yslbTaTOB OCBOEHHS y4eOHOW MUCHMIUIMHBI OCYIIECTBISETCS

nmpenoaaBaTeiIcM B IIPOLCCCE NPOBCACHUS MMPAKTHUICCKUX 3aH$ITI/If/'I, TCCTUPOBAHHA, KOHTPOJIbHBIX

pa60T, a TaK)XC BBIIIOJIHCHU A O6y‘-IaIOH_[I/IMI/IC$I HHIAUBHUIYAJIbHBIX 3aﬂaHHfI.

PesyabTaThl 00yyeHus

Kputepun onenkn

MeToabI OIEHKH

3HaHus: He menee 60% BepHBIX TectupoBanue
- OCHOBHBIC TIOHSATHS JOKYMEHTAI[HOHHOTO | OTBETOB

oOecrnieueHus ynpaBIcHUS;

- HOMEHKJIaTypa UH(POPMAIIMOHHBIX

UCTOYHHUKOB, MPUMEHSIEMBIX B

npoeCCUOHATILHOM JIeITETLHOCTH,

- TMOHATUS TYOJWMYHBIX W  MPUBATHBIX

JIOKYMCHTOB;

- TpeOOBaHUS K COCTaBJICHUIO u

0(OpMIICHHIO TOKYMCHTOB;

- OCHOBHBIE  CTaHAAPTBl  O(OPMIICHHUS

TEKCTOBBIX U TAOJIMYHBIX JJOKYMEHTOB;

- OCHOBHBIE TpaBWJIa H TpeOOBaHHA K

CTPYKTYpPE JOKYMEHTOB;

-OpraHM3aluilo JOKYMEHTOO00pOTa: IPHEM,

00paboTKy,  perucTparmio, KOHTPOJIb,

XpaHEHHE JJOKYMEHTOB, HOMEHKJIATYPY Jell.

YMeHus:

- TPUMEHSATH cpencTBa WHGOpPMANMOHHBIX | Pesymbrarsl BeinoiaHenus | OneHka
TEXHOJIOTHIi JUIst pelieHus | 3alaHUi COOTBETCTBYIOT pe3ysbTaToB
npodeCCHOHATBHBIX 3a/1a4; 3aJJaHHBIM [Ia0JIOHAM U BBITTOJTHEHHS

- TpPaMOTHO WM3JlaraTb CBOM MBICIM U | TpeOOBaHUIM. PaKTUYECKOH
oopMIATH JOKYMEHTBI no | [Ipu BeIMOTHEHNT paboThI
npodeccuoHaIbHON TeMaTuKe Ha | 33J1aHUH MCIIOJIb30BaHbI DKcrepTHOe
TOCYJapCTBEHHOM SI3BIKE; panroHaIbHBIE METOJIBI M | HAOIOZCHUE 32
- co3/laBaTh JIOKYMEHThl Ha  OCHOBE | CpeAcTBa 00paboTKU X0JIOM
1a0JIOHOB; uHpOpMAaIINH. BBITTOJTHEHHSI
-0OpMIIAITE  JIOKYMEHTAIUIO B PaKTUYECKOH
COOTBETCTBUH C HOPMAaTHUBHOM paboThI
6a30l, MCTONIB3Ys UH(POPMAaLIMOHHbIE

TEXHOJIOTUH;

- B3aUMOJICHICTBOBaTH C  KOJUIETaMH,

PYKOBOJCTBOM,  KJIMEHTaMH B  XOJe

poeCCHOHAIBHON e TENHHOCTH
-HCIOJIb30BaTh TEIIEKOMMYHHKAIIHOHHBIE
TCXHOJIOTUHU B BJ'ICKTPOHHOM
JIOKYMEHT0000poTe.
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